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Citrix® GoToMeeting® 4.0 Corporate Reviewer’s Guide

About This Guide

Thank you for evaluating Citrix® GoToMeeting® Corporate 4.0, which includes GoToMeeting
4.0 and GoToWebinar™ 2.0. This guide is organized to introduce you to the new GoToMeeting
and GoToWebinar functionality and help you effectively evaluate the Webinar, online meeting,
collaboration and administrative capabilities of GoToMeeting Corporate 4.0. The guide leads
you through the process for setting up, using and administering GoToMeeting Corporate 4.0
and concludes with pricing samples and purchasing information.

Reviewer’s Roadmap

We suggest you start your evaluation of GoToMeeting Corporate 4.0 by accessing the
Administration Center and activating an organizer account for yourself. To begin, you must have
an activation link from Citrix Online containing your personalized Administration Center URL.
For specific information about activating your complimentary administrator account, please
speak with your Citrix Online contact.

Once you have received your activation link, we recommend that you follow these steps for
reviewing GoToWebinar and GoToMeeting:

1. Set up your administrator account by completing the brief registration form.

2. From the Administration Center, visit the Sign Up Organizers section to create a
GoToMeeting Corporate organizer account.

3. Install the software on your PC or Mac® computer and begin organizing online meetings
and Webinars with peers, co-workers and clients. Webinar and meeting participants do
not need to have accounts.

Conduct Webinars and try out the Webinar planning, presentation and reporting tools.

Conduct meetings to familiarize yourself with the new online meeting features available
to organizers and attendees.

6. Return to the Administration Center and review the administrative features.
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Two Great Products—One Total Solution

Every business considering purchasing a collaboration solution needs to take a look at
GoToMeeting Corporate—which combines the ability to organize both online meetings with
GoToMeeting and Webinars with GoToWebinar. GoToMeeting Corporate is the only solution
that enables users to deliver unlimited Webinars for up to 1,000 attendees each and conduct
unlimited online meetings with up to 25 attendees per meeting—all for one flat fee.

This All You Can Meet® licensing approach differs significantly from that of other Web-
conferencing solutions, which often charge for each minute of use or require a separate seat
purchase for each meeting and Webinar participant. With GoToMeeting Corporate, you can hold
more meetings and Webinars with more people, because attendees do not need to have
licenses to participate.

As a complete enterprise solution, GoToMeeting Corporate provides companies an easy way to
centrally administer multiple organizer accounts. It can be deployed in minutes to multiple users
and requires no training. With just a few clicks, any individual in the company can start using
and benefiting from Webinars and online meetings.

Note: Our single-organizer GoToMeeting and GoToWebinar products are currently available for
purchase online. These solutions are perfect for individual users who do not require corporate
administration and management features. For more information about the differences between
products, refer to the Choosing the Right Product section in this guide.

GoToMeeting Corporate provides employees with greater access to online meetings and
Webinars. Patented technology enables meeting attendees to view any application running on
the presenter’s desktop in real time. Setup takes seconds and no maintenance is required,
resulting in the quickest and easiest online meeting solution available. With GoToMeeting
Corporate you can use GoToWebinar and GoToMeeting to:

e Present: Expand reach with online events and Webinars that help sales and marketing
professionals to gather prospects, engage their target audience and qualify leads.

¢ Demonstrate: Perfect for sales representatives who want to conduct live.
demonstrations of products for large groups of prospective customers or give one-on-
one impromptu presentations during cold calls.

e Collaborate: Ultimate convenience for every professional who wants to collaborate in
real time. Share any application on the presenter’s desktop, even if the application is not
installed on the attendee’s computer.

e Train: Ideal for companies needing to provide online training to customers and
employees across the globe.
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Key Benefits

In the latest version of GoToMeeting Corporate, we've added Total Audio functionality so that
participants can access meeting and Webinar audio with either integrated Voice over IP (VolP)
or phone conferencing. GoToMeeting and GoToWebinar organizers will be able to set up and
access these audio services quickly and easily without incurring additional charges. Total Audio
will also enable organizers to offer their participants a choice in their preferred audio method,
allowing more people to actively participate in meetings and Webinars.

The new version of GoToMeeting Corporate also includes Mac Support. Finally, Mac®
computer users can both conduct and attend, online meetings and Webinars just as easily as
PC users do. GoToMeeting Corporate’s new native Mac application will now allow organizers to
start one-click meetings and Webinars with anyone right from their Mac desktops. This new Mac
compatibility will help participants with Macs and PCs to better communicate with each other.

Total Audio and Mac Support are included in our innovative All You Can Meet® flat-fee licensing
plan. We believe you'll find that GoToMeeting Corporate is easiest and most affordable solution
on the market today.

As you evaluate GoToMeeting Corporate 4.0, you'll likely discover the following benefits when
using GoToMeeting and GoToWebinar. GoToMeeting Corporate:

. Remains the easiest-to-use collaboration product on the market, even with its
expanded feature set

o Provides users on any Internet connection the best experience available today

o Helps companies achieve an even greater return on investment than before —
getting more great features (including integrated VolP!) for the same All You Can
Meet® licensing

o Includes administrative capabilities that make it even easier to manage

o Continues to outshine its competitors by combining practicality with cost-
effectiveness

o Maintains industry-leading security as an integral part of its technology

o Dramatically increases sales, marketing and training productivity and
effectiveness

o Unites PC and Mac users in online meetings and Webinars
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Evaluating GoToWebinar

Scheduling Webinars

GoToWebinar was the first online event product to allow users to set up Webinars in minutes by
following three simple steps. To schedule a Webinar, simply right-click the orange system tray
icon, select Schedule a Webinar from the menu, log in to your account and follow these steps:

1. Enter your Webinar Details, which includes the date, time and audio conference option,
and click Save and Continue.

2. Brand your registration form with your company logo and click Save and Continue.
3. Customize your Webinar registration form and click Save and Email Me the Invitation.

After scheduling a Webinar, users are taken to the My Webinars page. Users may add polls,
design a survey or customize email reminders for Webinar registrations by editing the items on
this page. Once they send out their invitations they can start watching responses pour in.

Or, if they don’t need to track pre-registration, with our new One-Click Webinar feature users
can simply click the Webinar Now option in the system tray menu and invite attendees on the fly
via email or phone.

©2008 Citrix Online, LLC. All rights reserved. 4
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Recurring Webinars

GoToWebinar organizers now have the ability to schedule recurring Webinars to help streamline
the setup and registration process for series of Webinars over a predetermined period of time.
Scheduling recurring Webinars is easy! Simply set the date and frequency of the sessions. You
can choose if attendees register for all sessions or only for a specific one. Your Invitation Email
will reflect a single (recurring) registration link or multiple registration links.

Start Date: Start Time: End Time:
fwied, Jun 4, 2008 | TR 900 ||am x| 10:00 [|am > |
Time Zone:

| (GMT-08:00) Pacific Time (US and Canada); Tiuana |
Recurs:

Recur every |1 vI weeek or:

I oo T Tue Wowved T Thu T Fri
M sat [ sun

End Date:

wied, Jul 2,2008 | TR

Wheo will be attending each session?

f= Different attendees
Attendees will choose which date to sttend when regiztering.

 Same attendees
Attendees will register once to attend all seszions.

Recurs every week on VWednesday, until Jul 2, 2008 with different
attendees.

Figure 1: Scheduling a Recurring Webinar
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Total Audio

GoToWebinar now offers an extended choice of integrated audio conferencing services for your
Webinars. With the integrated GoToWebinar Audio Service, you can choose between phone
conferencing and Voice over Internet Protocol (VolIP) or allow both options.

Choose Audio Conference Option More Info
GoToWebinar Audio Service:
= “aolP only (requires microphone and speakers)

= Telephone only
¥ Bath

-OR-

{~ Provide your own conference call number

With GoToWebinar audio service:
Attendees can speak if un-muted by an arganizer. Panelists and
organizers are un-muted by default.

Includes local toll numbers for:
United States
Add more countries

Figure 2: Audio Options
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Managing Webinars

GoToWebinar also makes it easy to update and track the status of upcoming Webinars you
have scheduled. To track and modify your Webinars, simply right-click the orange system tray
icon and select the My Webinars option, or select the My Webinars link from left navigation
menu if you are already logged in.

On the My Webinars page, find the Webinar title and date of the Webinar you want to view and

click the plus sign next date to view the session details. Using the links listed below, you can
easily track, modify and follow best practice tasks to ensure your Webinar is successful.

Moving Your Training Online Just Got Easier Edit

Registration: Edit Ernail me the invitation
Change Session Seftings: | Select setting.. LI gy Add to Cutlook calendar
Start Date Time Registrants
VWed, May 28, 2008 9:00 AM - 10:00 AM PDT 3 Practice Start
Edit: DatedTime

Registration Web Link: bttos: Shawewene] gotomesting comiredister 27565575

Registered: 3
Opened Invitation: &
Clicked Registration Link: 0

Regist linLast T D
Registration Report: st L i

* poF " HTML
C cav O Excsl 3
oo o0 o0 0D

Generate |
SH2 GH3 &4 &18 A6 AT GHE

# Registerad

Schedule Anather | Schedule Similar Webinar Cancel Thiz Session m"

Online Meetings and Events Just Got Easier Edit

Registration: Edit Etnail me the invitation

Change Session Settings: | Select setting... LI “igny Add to Cutlook calendsar
Start Date Time Registrants
Wied, May 28, 2003 9:00 Ah - 10:00 A POT 1] Practice | Start |
Wed, Jun 4, 2008 9:00 Ak - 10:00 AW POT 1] Practice | Start |
Wed, Jun 11, 2008 9:00 Akt - 10:00 AW PDT n Practice | Start |
Wed, Jun 18, 2008 9:00 Ak - 10:00 AWM POT n Practice | Start |
Wed, Jun 25, 2008 9:00 A6 - 10:00 AWM POT n Practice | Start |

Schedule Ancther | Schedule Similar Wekinar Cancel Al Sessions m

Figure 3: Organizers can easily track Webinar registration patterns.
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Conducting Webinars

GoToWebinar allows Webinar organizers and attendees to start their Webinar experience with
just one click. Organizers can go to the My Webinars page and click the Start button for the
Webinar they want to open, and attendees just click a link sent to their email inbox.

Using the Organizer Control Panel during a Webinar

Organizers can easily control and monitor the Webinar by viewing panels on the right side of
their screen. The Organizer Control Panel can be customized to show the panes that allow
organizers to easily manage the Webinar session, such as Screen Sharing, Dashboard,
Attendee List and Polls. Additional panes that enable features such as Recording can be
displayed from the Tools menu.

©2008 Citrix Online, LLC. All rights reserved. 8
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Screen Sharing Pane il O

= —y |
Fie Options View Help (2]

+(=] Screen Sharing
- | Paused

Prowides organizers with @ wisual reminder of On Ar status, the |
ability to show their screens, pause their screens, pass |

kevboard control and change presenters.

Show My Sop Gy Chang

3| Audio On for Staff Only :
1l E

| Showing :
@ | “acamea  Fowee - |
1| (San acoing] %3 08 remari setieas |
e = S0l
GrabTab |~ / Dashtoard — EE]
Dueptinn; 50 Mingtes
Enables arganizers to minimize the Control Panel to the side of | Tiener (112 AR 3T
their desktopsto display their full desktops to atendess and // |mr|_ 133 —
still access Sereen Sharing and Audio tools. . Alendance ::2 Hedw ﬂ
o 1. Attentve: (100%
// Questions: § Polls Given: Q1
"y Hands Raised: 171 (100%)
Dashboard Pane T = G
Prowvides organizers with @ quick wiew of the timer, attendance, - ——
audience Sttenthveness, number of quastions inthe queus, |=] Aftendes List (2 WMax 1001) LS
number of polls given and the number of attendees with their [ Attendees (1) Seatf (1)
hand= raized. / — |
4 A B4 HAMES-ALPHABETICALLY ~ |
/ Fd & beth gibert
Attendes List Pane
Prowide= organizers with a list of, and the ability to manage,
‘ebinar attendees and staff (onganizers and panelists).
Search ®

T2 Augia
>

v Audio Mode: ) Use Telephane =
Audio Pane et ® Use Mic & Speakers
Provides organizers with the ability to choose their audio mode & L1
and adjust their setup for optimal quality . == -
] Pols LIE
f__.«-ﬂ“' [+ Questions [=af{=) |
Additional Control Panel Panes = [+] lnvite Others =] |
Additional panes can be expanded to manage polls, manitor *| Chat [Tl |
questions, easily invite other attendees, and chat with Webinar |
=taff. Online Events Just Got Easler
Webinar D 250-533.940
Golo\V\ebinarm™

Figure 4: Organizers can monitor audience reaction at a glance using the Webinar Control Panel.
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Analyzing Webinars

GoToWebinar organizers can easily get a quick snapshot view of Webinar statistics once a
Webinar has ended. The snapshot view is located in Webinar History on the GoToWebinar Web
site. Organizers can view such statistics as the number of registrants versus attendees and how
many survey responses were submitted (if created). Organizers can also access the
Performance Report and the Attendee Report, as well as links to Webinar follow-up tasks.

Search: |Enter Webinar title | [Past30cays ¥ Search |

Sort By: |Most Recentiy Held = |

G2 4.0/62W 2.0 Key Messaging & Hey Features Training Interest Raing
- Change Seltings: Select sefting... 'I Wisn // statistics
Quick access to 5 - .
post-iiebinar Actual Date Time Attended Live
actions
Fri, May 23, 2002 2:26 AM - 9:22 &AM PDT / 55
3 Wizbinar
GO Raport: Attendee Interest Rating Aftanind | Wat 5% /’/ statitios
|attencee Repot = Overview Registered: 76
" POF " HTHL 13 highly ifterested Attendances Rale: 72
C csv C Excel 37 maderately interssted Pol Responses: 44
Ganarate I 5 mildhy inferested Surveys Submited: 38
Recorded w?funar: Manage | Generste Report Viewed Recording: 0
/ Mg
Download Atendes, Number of times
Registration and recorded Wizbinar
Performance Reports haz been viewed

Figure 5: The Webinar history display gives easy access to all key Webinar statistics.
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Evaluating GoToMeeting

Creating Meetings

The intuitive interface of GoToMeeting Corporate enables users to begin organizing and
attending meetings within minutes, with options to open a meeting immediately or schedule one
for later.

Meet Now

GoToMeeting Corporate makes instant meetings possible by providing a variety of Meet Now
buttons and menu options:

e Click the Host a Meeting button on the ‘www.gotomeeting.com Web site.

e Double-click the GoToMeeting system tray icon.

¢ Right-click the GoToMeeting system tray icon and select Meet Now.

e Click the Meet Now button from within Microsoft® Outlook® or IBM® Lotus Notes®.

e Click the Meet Now button from within Microsoft Word, Excel® or PowerPoint®.

e Click the Meet Now tab on an instant message window.

e Highlight a meeting and click the Start button from within the My Meetings dialog box.
&8 GoToMeeting®

Meet Now...
Schedule a Meeting. ..
My Meetings. ..

&3 GaoTo\Webinar™

‘'ebinar Mow, ..

Schedule a \Webinar, ..
My Webinars. ..

Jaim...

Help
Preferences...
abouk, .,

Ezxit

Figure 6: Organizers can choose from options available from the GoToMeeting/GoToWebinar system tray icon.
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Schedule a Meeting for Later

Scheduling a meeting is simple and straightforward. Organizers enter basic meeting
information, including the meeting date and the start and end times. For additional security,
organizers can create an optional meeting password that attendees must enter before joining a
meeting. Clicking the Recurring Meeting checkbox allows a meeting ID to be reused for future

meetings.

* Schedule a Meeting - GoToMeeting

x|

Subjeck I Mew meeting

—hen will this meeting take place?

Date | Thu 5 222008

[~

=T

Startl 400 PM )

|- Eecurring meeting

End | 5:00 PM

Local Time fone

— Audio

¥ Frovide audio infarmation

¥ Provide both

{* Use GoToMeeting conference call service
i~ Provide YolIP only (requires mickophone and speakers)

" Provide a conference call number only

Include additional local toll numbers (Edit counkries)

™ Provide your own conference call information

—Meeting passwiord

- Reguire meeting password

My Meetings

Schedule |

Figure 7: Organizers enter basic meeting information and can include an optional free conference-call number.
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Conducting Meetings

When the organizer begins a meeting as the presenter, he/she has a variety of controls allowing
him/her to share his/her screen, view and manage attendees, chat with attendees, access and
control integrated phone and VolP audio conferencing, and invite other attendees once the
meeting has started. A privacy shield prevents attendees from viewing the presenter's controls,
which may contain sensitive information such as private chat text.

File Options View Help [k

=| Screen Sharing

in _

o 0O

AR
O Show My Stop Give Change
-5-:: Showing Keyboard Presenter
il S-craa: & Mouse

54 3 GB remaining Settings

+| Attendee Lizt (1| Max 28)

= Audio
Audio Mode: O Use Telephone =
® Use Mic & Speakers
& el
Audio Setup
+| Chat
=| Invite Others

Call the person and say:

1. Go to JoinGoToMeeting.com
2. Enterthis meeting ID: ¥75-231-790

[ Email Inwitation ][ Copy Inwitation

Meeting ID: 775-231-750

GololVeeting®

Figure 8: Presenter controls provide an easy way to manage the meeting while in session.
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Desktop Viewing

The presenter broadcasts a view of his/her desktop to meeting attendees for presentations,
training or collaboration. Through desktop viewing, the presenter can show any application or
file for presentations, software demonstrations and document reviews.

Attendees view the presenter’s desktop through a simple and resizable meeting Viewer. The
Viewer displays 24-bit color, providing crisp and clear color display for more effective
presentations. The Viewer is also automatically scaled to local display settings.
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