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GoToMeeting User Guide for Meeting Participants

prepared by UNEP/AEWA Secretariat

This guide has been prepared by the UNEP/AEWA Secretariat for the participants of AEWA online
meeting and workshops, to facilitate the use of the GoToMeeting online conferencing platform.
Participants are also asked to refer to the meeting guidelines for information on how this online meeting
will be run.

1. If you haven't already done so, use the following link to download the GoToMeeting
application (available for free): https://support.goto.com/meeting/help/download-now-
g2m010002.

Download GoToMeeting Now B <

The GoToMeeting desktop application allows you to access all of our great collaboration tools, including shared keyboard/mouse

control, drawing tools, and multi-monitor screen sharing.

Install on Windows or Mac

Click the Download button to get started. The GoTo Opener app may ask your permission to install itself and the GoToMeeting
software. Once you see the GoToMeeting Suite, you can join someone else's meeting or log in to your organizer account., For more

help, see step-by-step instructions for installing on Windows and Mac. Download
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NOTE: You can also join the meeting via your web browser by clicking on the meeting link —
without downloading the application. However, we strongly recommend downloading the
GoToMeeting application, in order to ensure a stable connection with the meeting as well as
the availability of all the various functions outlined further below. Please note that you will not be
able to participate in the meeting by connecting from your phone.


https://support.goto.com/meeting/help/download-now-g2m010002
https://support.goto.com/meeting/help/download-now-g2m010002
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2. Once the application is downloaded, install it on your device by pressing on the downloaded file

to open it.

Installing GoToMeeting...

Having trouble? Download and try again

ale

© GoTo Opener X |

0 Connecting to GoToMeeting...
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Instaling GoToMeeting

3. The following window will pop up when the application is installed. The same window appears on
your screen every time you open the GoToMeeting application on your device.

GoToMeeting Suite

Enter the meeting, webinar, or training ID or meeting room name.

Join

Easy Online Meetings - Anytime, Anywhere

sk GoToMeeting

by LogMe@ Meet Now Schedule Meeting My Meetings

You can join the meeting by entering the access code indicated in the invitation or simply by
clicking on the invitation link. Here is an example:

GotoMeeting Testing Session prior to the EGM IWG5
Fri, Jun 12, 2020 10:00 AM - 10:30 AM (CEST)

Please join my meeting from your computer, tablet or smartphone.

You can also dial in using your phone.
Germany: +49 721 6059 6510

Access Code: 205-781-093
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4. In the following window which appears next, select the “Computer” option. Please remember
that it will not be possible to participate in the meeting by connecting from your phone.

Join by Computer or Phone

Do you want to join calls on your computer or by phone?

Computer Phone

Connect using a OR Dial in on your phone
headset or your mic & or we can call you.

speakers.

@®

SAVE AND CONTINUE

| don't need audio

5. Select the microphone and speakers that you will be using during the meeting from the drop-
down lists. You can also test your speakers by pressing the button next to the drop-down menu.

Switch to phone

Choose Your Mic & Speakers

Microphone

Microphone Array (Realt.. v |mon

¥

Speakers
( Realtek High Definition .. ‘ ®

SAVE AND CONTINUE
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A preview from your web camera will appear next. You can adjust your camera, microphone
and speaker settings by pressing the settings icon on the upper right corner. You can also
modify how your name appears in the meeting if you click on the pencil sign below your preview.
Please do so by inserting and saving your First Name and your Family Name.

% GoToMeeting GotoMeeting Testing Session prior to the EGM IWG5 signin — X

Here's how you'll appear in the meeting.

UK_Danny Heptinstall

[ Skip preview next time

In the pop-up that appears when you click on the settings icon, you can also use the
“Preferences” section below for more advanced settings:

SETTINGS X

Camera
’7 Microsoft Camera Front v ‘

16:0 Widescreen ® 4:3 Standard

0 COMPUTER % PHONE

Microphone

(Micronhone Array (Realt.. v |rom
Speakers

(Rea\tek Hiagh Definition .. ™ @

I don't need audio

Preferences
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7. You will join the meeting as the next step. Please see the image below for information on the

screen icons;

*} GoToMeeting ¥

GotoMeeting Testing Session prior to the EGM IWG5 View Who's Talking & &"32

View the list of participants
Rearrange the way you

UK_Danny H.. see other participants
Enter the chat
(to be used for speaker

queue and questions only)

Access the settings

Switch the web camera on
and off (it is recommended
to keep the camera on
during the meeting)

Mute and unmute the
microphone Share your screen (for
(please keep muted presenters)

unless you are speaking)

Screen Leave
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8. You can zoom in and out on the shared presentation slides if you are joining the meeting using
the downloaded GoToMeeting application:

% GoToMeeting v

GotoMeeting Testi The Size of the
shared screen can
be regulated by
dragging this line

Up or dOWﬂ. UK_Danny Heptinstall AEWA Secretariat

General Session

Adoption of the agenda
Doc. AEWA/EGMIWG /5.2

Camera Screen

9. If you would like to contact someone from the online meeting privately, this option is also
available when using the downloaded application. Choose the “Send Chat Message” option
after right-clicking on the name of the person in the list of participants.

X PEOPLE 2151
B wute i O unmute il

AEWA Secretariat (Web, . 1%

esenter, organizer):
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Send unmute recuest

MEETING ID: 205-781-093

Copy Meeting link

‘ S Invite

(5] Meeting is unlocked »



