[image: image1.emf]GoToMeeting Policies & Procedures

Atlas Insurance Agency


GoToMeeting is an on-line product that allows Atlas staff to host ‘virtual’ meetings from any computer.  Ultimately, GoToMeeting is designed to make it easier for everyone to organize and participate in on-line meetings.  The many benefits include:

1. Collaboration on documents

2. Ability to deliver on-line presentations

3. Ability to perform on-line training

4. Ability to meet with multiple people from up to 15-locations from any computer

In order to ensure the proper and most effective use of this product, and to ensure confidential and proprietary information is kept secure, all Atlas employees must follow the policies and procedures found in this document.

Meeting Security

To ensure GoToMeeting virtual meetings are not used improperly, and to protect against confidential and proprietary information being released to others outside the Atlas organization, it is critically important certain policies are followed, including:
1. Close all non-essential applications and programs before beginning your meeting.

2. Close your e-mail before the meeting unless needed for the meeting.

3. If presenter or organizer control is given to an attendee and you need to take control back instantaneously, simply move your mouse and remove control.

4. Monitor your attendee list to ensure only invited guests are in your meeting. Ensure that the participant is who they say they are. 
5. Do not share the user ID and password to the GoToMeeting account with anyone who does not have authorized access.

6. Save your chat logs.

7. Protect privacy-related data and information (financial, medical, personal client data, etc) from being viewed or accessed by unauthorized participants.

Meeting Reservation in PUEO
To avoid duplicate meeting reservations, you must first go into PUEO to reserve your meeting date and time.  To reserve your GoToMeeting virtual meeting in PUEO:

1. Go into PUEO

2. Click on ‘MISCELLANEOUS’

3. Click on ‘GoToMeeting Reservation’
4. Make your reservation for the date and time you want to host the meeting

GoToMeeting Log-In

Next, you must log-in to GoToMeeting’s website.  This is where you will able to reserve your GoToMeeting virtual meeting.
1. Go to ‘www.GoToMeeting.com’
2. In the upper left-hand corner, click on ‘Log-In’
3. Enter the following information:
a. User ID: 
XXXX (See Greg Chilson for User ID) XXXX
b. Password:
XXXX (See Greg Chilson for Password) XXXX
If you are having difficulties signing-in to GoToMeeting, try re-installing the software.  To do this, on the log-in screen, click on the ‘Need to Re-Install Our Software’ option, then click on ‘RUN.’  Continue with the log-in process.
Scheduling a Meeting in GoToMeeting
To schedule a meeting after you have successfully logged-in to GoToMeeting:

1. Click on ‘Host a Meeting’ or ‘Schedule a Meeting,’ whichever is present.

2. On the ‘Schedule a Meeting – GoToMeeting’ window, enter:

· Subject – Enter the title of your meeting.  You must enter a unique title for your meeting to avoid confusion with other schedule meetings. 
· When will this meeting take place – Select the date and start time.
· Recurring meeting – Check this box to reuse the same meeting information for future meetings.
· Audio – Select the GoToMeeting conference call service (you will NOT need to select the ‘Provide your own conference call information’ option).
· Provide VoIP only (required microphone and speakers) – All attendees join the audio portion via the internet with built-in VoIP (Voice over Internet Protocol).

· Provide a conference call number only – All attendees join the audio portion through the telephone.

· Provide both – Allows all attendees to join the audio portion through the telephone or VoIP.  Attendees joining through VoIP must have speakers to hear the meeting and a microphone if you would like them to speak.  Attendees can switch between these audio options during a meeting.

· Meeting password – If you wish to protect your meeting with a password you will be prompted for it when you start your meeting and/or invite additional attendees.  Your attendees will also need to know this password to join.

3. Click the ‘Schedule’ button when complete.
You will receive notification that your meeting has been scheduled.  If you are using Microsoft Outlook, a meeting reminder will be generated and give you the option of inviting attendees via an Outlook Calendar appointment.
Invite Attendees to a Scheduled Meeting 
An organizer can invite attendees to a scheduled meeting at any time prior to the start of the meeting.  To invite attendees to a scheduled meeting: 
1. Go to www.GoToMeeting.com. 
2. Enter the Email and Password in the Login – GoToMeeting window, and click ‘Log-In’. 
3. On the My Meetings window, select the meeting you want to invite attendees to by clicking the name in the Subject column, and click the ‘Invite’ button. 
a. If you have an email application an e-mail will automatically be generated with the meeting information included in the body text, simply send the e-mail to attendees. 
b. If you do not have an e-mail application, the Meeting Scheduled window will appear, simply click the ‘Show invitation’ text link to display the invitation information, click the ‘Copy to Clipboard’ button and paste the invitation information to attendees via any desired method. 

Edit a Scheduled Meeting 
Meeting organizers can edit details for a scheduled meeting at any time prior to the start of the meeting. 
Note: Editing a scheduled meeting does not automatically update Microsoft Outlook or other calendar applications; neither will meeting attendees receive notice of the meeting change from GoToMeeting.  Please be sure to contact meeting attendees directly with any changes to a scheduled meeting. 

To edit a scheduled meeting: 
1. Go to www.GoToMeeting.com.
2. Enter your Email and Password in the Login window, and click ‘Log-In.’ 
3. On the My Meetings window, select the meeting you want to edit by clicking the name in the Subject column and then click the ‘Edit’ button. 
4. On the Edit Meeting window, make the desired changes to the meeting and click ‘Save.’ 
5. Be sure to contact any previously invited attendees to notify them of the change. 

Cancel a Scheduled Meeting 
Meeting organizers can delete a scheduled meeting at any time prior to the start of the meeting. 
Note: Canceling a scheduled meeting will not be automatically updated in Microsoft Outlook or other calendar applications; neither will meeting attendees receive notice of the cancellation from GoToMeeting. Please be sure to contact meeting attendees directly to notify them of the cancellation. 
To cancel a scheduled meeting:
1. Go to www.GoToMeeting.com.
2. Enter your Email and Password in the Login window, and click ‘Log-In.’ 
3. On the My Meetings window, select the meeting you want to cancel by clicking the name of the meeting in the Subject column and then click the ‘Delete’ button. 
4. On the Meeting Deleted window, click ‘OK’ to confirm deletion of meeting.
5. Be sure to notify any previously invited attendees about the cancellation. 

Start/End a Scheduled Meeting 
Scheduled meetings are any GoToMeeting meetings that have been previously scheduled by the organizer in the GoToMeeting application.  Scheduled GoToMeeting meetings can be started from the GoToMeeting PC system tray icon, the GoToMeeting Web site and the GoToMeeting Outlook bar. 
Note: To start a meeting, the GoToMeeting application must be installed on the PC being used by the meeting organizer.  For more information on installing the GoToMeeting application please see the GoToMeeting Log-In section of this document.
To start a scheduled meeting from your desktop: 

1. Right-click the icon in the PC system tray or double-click the GoToMeeting Suite icon on a Mac and select ‘My Meetings.’ 

2. Enter your Email and Password in the Login window, and click ‘Log-In.’ 

3. On the My Meetings window, select the meeting you want to start by selecting the name in the Subject column and then click the ‘Start’ button.  Your meeting will start and the GoToMeeting Organizer Control Panel will appear on the right side of your desktop. For more information on the Organizer Control Panel see the Organizer Control Panel section below. 

To start a scheduled meeting from the GoToMeeting website:
1. Go to www.GoToMeeting.com. 

2. On the My Meetings page, locate the scheduled meeting you wish to start and click the ‘Start Meeting’ button. 

3. If prompted, click ‘Yes’ or ‘Grant’ to accept the GoToMeeting download. 

4. Your meeting begins and the GoToMeeting Organizer Control Panel appears in the right side of your desktop.  For more information on the Organizer Control Panel see the Organizer Control Panel section below. 

To start a scheduled meeting from the GoToMeeting toolbar in Outlook: 

1. From the GoToMeeting toolbar in Outlook, click the ‘GoToMeeting’ button and select My Meetings. 

2. On the Login window, enter your Email and Password and click ‘Log-In.’ 

3. On the My Meetings window, select the meeting you want to start by clicking the name in the Subject column, and click the ‘Start’ button. Your meeting begins and the GoToMeeting Organizer Control Panel appears in the right side of your desktop. See the Organizer Control Panel section below for more information. 

Leave or End a Meeting 
Organizers may choose to either leave a meeting while allowing the meeting to continue or to end a meeting completely. 
Note: If an organizer chooses to leave a meeting while allowing it to continue he or she must first designate another attendee as the meeting organizer. 
To leave a meeting and allow the session to continue: 

1. Prior to leaving the meeting, be sure to make another attendee the organizer. 

2. From the File menu, select Exit – Leave Meeting. 

3. On the Leave Meeting? confirmation window, click ‘Yes.’ 

Note: If you leave a meeting that you organized running, you will not be allowed to host or join another meeting until the first meeting is finished. 

To end a meeting:
1. From the File Menu, select Exit – End Meeting. 

2. On the End meeting for everyone? confirmation dialog box, click ‘Yes.’ 

Share Presenter Keyboard and Mouse 
At any time during a meeting, presenters may share control of their keyboard and mouse with any other attendee to enable that attendee to share control of applications on the desktop being displayed. 

When an attendee is given shared control, the GoToMeeting application notifies all attendees of the change in control by providing a System Bubble Message. 
Note: Even though an attendee may gain shared keyboard and mouse control of the presenter’s desktop, the presenter always retains overriding control by simply moving his or her mouse. 

Become a Presenter 
At any time during a meeting the presenter may pass the presenter role to any other attendee allowing him or her to share his or her desktop screen.  When an attendee is made a presenter, the GoToMeeting application shows a dialog box notifying the attendee that he or she has been made presenter and updates his or her Control Panel and Grab Tab with Presenter Tools. 
The new PC-based presenter can click ‘Show My Screen’ to present his or her entire desktop (a) or click the down arrow to select a specific application window (b). 
For more information about being a presenter, please see the Organizer/ Presenter Control Panel section. 
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Become an Organizer

At any time during a meeting, the organizer may promote any attendee to the role of co-organizer to enable that attendee to share in meeting management functions. 

When an attendee is promoted to the role of co-organizer, the GoToMeeting application notifies the attendee of the change by providing a System Bubble Message and updates his or her Control Panel and Grab Tab with Organizer Tools. 
Leave a Meeting 
An attendee may leave a meeting at any time.  To leave a meeting from a PC: 

1. From File menu on the Attendee Control Panel, select ‘Exit – Leave Meeting.’ 

2. Click ‘Yes’ on the Leave Meeting window. 

GoToMeeting Protocol 
To ensure a smooth virtual meeting, the following protocol should be used when utilizing GoToMeeting:
Prior to meeting start

· If you plan to share your entire desktop, turn off any instant-messaging applications, e-mail notification software or other programs that may interrupt or distract from the meeting.

· Turn off any streaming media applications that may take up bandwidth and resource-intensive applications that may be taxing processor ability.

· Set the desktop display to a neutral background and adjust display settings to a mid-range resolution (ie. 1024x768) to improve the display for attendees with lesser settings.   This is also the optimal setting for recording a meeting.

· Clean-up your desktop before a meeting.  Eliminate wallpaper and icons that may distract your attendees.

· Have the documents you wish to share ready to be accessed in one or two clicks.

· Run a trial meeting with a friend to anticipate questions and to familiarize yourself with the format of your on-line presentation.

Managing the meeting

· Arrive a few minutes early to greet the attendees as they arrive and start the meeting on time.  It also helps to have a welcome presentation running during this time.  Your presence in these opening minutes can help establish the tone and direction of the meeting.

· Create a welcome message under the Meetings category of Preferences to greet your attendees as they arrive at the meeting.

· Provide an agenda at the start of the meeting, including estimated duration, and stick to it.

· Inform attendees what the purpose/goal of the meeting is, what to expect and when and how to ask questions and participate in the meeting.

· Provide information on how to use equipment or services and how to get assistance if needed.

· Nominate a co-organizer to monitor and respond to the chat log when someone is presenting.

· Encourage participation by using open questions, such as ‘What would you suggest?’ and ‘How do you feel about…?’

· End the meeting clearly.  Make sure all the attendees know that the meeting is formally over and stay on the line to address any last questions.

Managing the conference call

· Call in to the meeting from a location where there is little background noise.

· Consider globally muting participants at the start of the meeting to avoid noise issues.  Turn off system prompts and sounds for when attendees join or leave a meeting.

· Avoid using cellular and cordless phones because of static and use the phone handset or a headset instead of speakerphones because of background noise, tunnel effect and sentence clipping.

· Avoid putting your phone on hold during a teleconference.  Your hold music will play into the conference call, and make it impossible for the other attendees to continue the meeting.

· Introduce yourself when you begin speaking and ask other attendees to also identify themselves before speaking.  Not everyone in the meeting may know everyone else’s voice.

· If you find you are having a sound quality issue, hang-up and dial back in.  Sometimes these problems clear themselves up when the bad connection is terminated.
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