GoToMeeting Information
Computer Version

Introduction
GoToMeeting is an online video conferencing, screen sharing platform that allows individuals to
work remotely with each other.
GoToMeeting can be used on any web browser, tablet or smart phone.
To JOIN a meeting, you do not need a GoToMeeting account. However, to HOST a meeting, you
not only need an account, but after 14 days, you need to pay for your account. It is $19/month
(billed annually at $228).
GoToMeeting URL: https://www.gotomeeting.com

Joining a Meeting
Joining a meeting is very easy on GoToMeeting. To join, you will first need to be sent a link from
the host via email or text. Once you get the link, click on it and it will direct you to the meeting.
You do not need an account to join. Anyone that gets the link is able to join the meeting.

Hosting a Meeting
Signing In
To Host a meeting, you will need to create an account in GoToMeeting.
In the top right corner of its home page, click on “Start for Free”

.

Go through and plug in all necessary information in order to create a free account for the first 14
days.

Starting a Meeting
You can start a meeting two ways: setting up a room or creating a meeting.
**The first time you do either of these from a web browser, GoToMeeting will download their
app onto your computer. You can choose for this to not happen; however, you will not be able to
video chat anyone beyond this point.
You can start a meeting two ways:
1. Setting up a room
a. This is the fastest way to start a meeting.
b. You usually set up a room when you want to have a meeting right away with
your peers.
If you choose to “set up a room” the host will receive a link that they then have to send out to all
participants. This link leads the participants directly to the meeting. This link never expires so at
any time a participant can come in and out of the meeting.

Link is here

Click save and then start when you are ready to begin video meeting.

2. Creating a meeting
a. Used when the meeting is to be planned in advance.
b. You can schedule the meeting here.

You can make this a one-time
meeting meaning you meet once and
the link expires after.
Or make it a meeting room where
the link does not expire, and the
participants of the meeting can come
and go as they please.
Audio is used as if it was a phone so
there is no camera or video being
used. You can use this for long
distance meetings.

Either way you start a meeting, you will be directed to your meeting in the same way.

These are the steps you have to take after you have clicked start

1.

This is asking if you want your
computer’s microphone and
speaker to be turned on or if
you want to use your phone as
if you were calling someone.
The computer option is the
most efficient but if there is a
problem with your computer
mic/speaker then you can use
your phone.
If you choose the phone option,
the website will prompt you to
type in your phone number to
connect the video meeting.
Hit “save and continue” after
you choose what option you
want.

2.
After choosing the computer
option, this is just asking if you
want to use the computer’s
microphone and speaker as
opposed to an outside source
microphone and speaker (one
that you can plug into your
computer through USB or
Bluetooth).
“Built-in microphone” and
“Built-in Output” is the most
commonly used.
Once you make your selection
click “save and continue”

3.

The program will give you a short
tutorial right away. Hit “next” to go
through the short blurbs.

Hit “Got it!” when done.

Meeting Functions
This is the tool bar at the bottom of your
video conference screen.
“Mic” = Microphone
- When this is green, it means the
microphone is on and your peers can
hear you in the meeting.
- When it is red, it means the
microphone is turned off and no one
can hear you.
Like above, the same thing goes for the
camera icon next to the microphone.
Screen sharing = when turned on, others are
able to see your desktop screen and
everything you are doing on it at the moment.
This is good for teachers that are showing
students how to navigate something on their
desktop.
When there is a line through the icon, this
means that screen sharing is off. Click the
icon to turn it on.
If you turn screen sharing on, you will be
asked which screen
you want to share. Choose one then click
“share.”

To END your screen sharing, find this green
bar at the top of your screen, click the arrow
facing down to the right of the bar, click stop
sharing.
You have the option to record your video and
audio meetings.
In the upper left-hand corner of your screen,
hit this record button to start the recording.
Hit it again to end it. You can do this at any
time.

