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Web Services
Attend a Webcast Using GoToMeeting™ and Qwest®

This process sheet explains how to use Qwest® and Citrix® GoToMeeting™ to hear and view a
webcast. Both services are free for you to use.
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Attending a Webcast

To attend a webcast, you must dial into Qwest for the audio portion and then sign into GoToMeeting.

Dial into Qwest

To participate in the teleconference portion of this meeting, Elite clients will need a telephone
preferably with a hands free or speaker phone function.

1. To join the teleconference, dial the following toll-free number:
(866) 248-0556

2. A recorded Qwest operator will come on the line and ask you to dial the room number. Using your
telephone, dial the room number provided by the moderator, using the star key for asterisks.

After dialing the room number, Qwest will put you on hold if the Emphasys moderator hasn’t joined
the call yet. If this happens, remain on the line. Once the Emphasys moderator signs in, you will be
taken off hold and patched through automatically.

If the moderator has already started the call when you dial the room number, Qwest will patch you
straight through without putting you on hold.

If you do not have the GoToMeeting webcast number, the moderator will give it to you now.

When the call is finished, break the connection by hanging up the telephone.

Sign into GoToMeeting

1. Using a PC with internet access, navigate to the following site: http://www.gotomeeting.com/join/.



http://www.gotomeeting.com/join/
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2. On the security warning screen, click Yes or Always.

Security Warning X|

Do you want to install and run “GoToMeeting” signed an
T/14,2005 2:37 PM and distibuted by:

Citri Online

Publisher authenticity verfied by VeriSign Class 3 Code
Sigring 2004 CA

Caution: Citrix Online asserts that this content is safe. You
should only install Aview this content if you trust Citrix Online
to make that assertion.

SIGMED WITH PERMISSIONS
Full Pemissionsg

[T Aways trust content from Citrix Online

Mare Info |

Yes

Figure 1: A version of the security warning screen

Warning - Security

Do wou weant to trust the sioned applet distributed by " Citrix Qnling"?

Publisher authenticity verified by, “WeriSian, Inc"

gﬁ The security certificate was issued by a company that is trusted.

@ﬁ The security cerdificate has not expired and is still valid.

Caution: "Citrix Online" asserts that this content is safe. You should only accept
this content if you trust " Citrik Online” to make that assertion.

More Details

es J} Mo Always
b

Figure 2: Another version of the security warning screen
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3. GoToMeeting components will download. If this is the first time you are using GoToMeeting, the
download will take a few moments.

| GoToMeeting : Web conferencing, Online Meetings, Net Meeting, Online Training, Web Conference, - Microsof...

File Edit Wew Favorites Tools Help 1','

Q-5 F & h| A Q- S Address |@ https: {fwww. gotomeeting. com/fen_US fisland/download. tmpl?Action =rg: V| Go

LY
GoToMeetmg " Online Meetings Made Eas
e Join a Meeting
Home H
Preduct Overview Downloading GoToMeeting...

How It Works

Free Trial ; i
ree ima Click "Yes" or "Always" if prompted.
Buy Now f
Pricing Downloading components..
About Us | |

Newsroom ;
Support ........................................................................................................................................................................................................

Need Help?
Ifthe GoToMeeting Software does not start within one minute, manually download GoToMeeting and

click "Run” or "Open”when prompted. (You may be asked twice.)

@htn:ls:ﬁwww.gotomeeﬁng.ccm.fen_USﬁslandfdownlcadManuaI.h'npl?NoSL=true&mt=ManuaICIid®J‘-\utoi % é ® Internet

4. On the Join a meeting — GoToMeeting screen, type the meeting ID in the Meeting 1D box and
then click OK.

% Join a meeting - GoToMeeting

Please enter the meeting ID.

Meeting ID | |

Ok | Cancel

VYerifying Meeting 1D - GoToMeeting

Verifying the meeting ID...
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5. Next, type your agency’s hame in the Name box and a contact e-mail in the Email box. Then click
OK.

2 Enter Your Name and Email - GoToMeeting

Enter your name and email address as you would like them to

appear in the meeting organizer's attendee list,
* Atendes List

Sue Miller
John Smith Mame | Sample Agency

Your name Willt |
i | name@sampleagency.com
e[ EEEr B Email Esampleagency

[ Remember name and email

2 GoToMeeting
* Connecting...
|
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GoToMeeting screens will appear.

Note: The GoToMeeting sidebar will include a dial-in number. Do not dial into this number. It is not

toll free. Instead, follow the instructions in the next section to dial into a toll free Qwest conference
room.

Wyaiting to view Emphasys Software’s scraen m‘l E EI E
.| #Emphasys Software (Crganizer, Presenter]
Sample Agency (Me)
CiTRIX| oniine =

[Type message hereg)

feeting D@ 714-261-190
Dial (6411 985-8010, access code 714-261-180

GoloMeeting”

GoToMeeting sidebar




Attend a Webcast Using Qwest® and GoToMeeting™ Process Sheet

Tips

Following are some tips that will help everyone get the most out of the conference call:

If you have a speakerphone, mute the call until you wish to address the group.
This cuts out extraneous background noise so everyone can hear the speaker clearly.

When you do speak, identify yourself and your agency to the rest of the attendees.
Try to save your questions until a logical break at the end of a segment or module.
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