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Speaker 1: So, what I'd like to do tonight with this program is basically what I want to do is give you a quick tour of the GoToMeeting and GoToWebinar tools on how to run a better virtual meeting using those tools. You may have already seen my video about how to utilize Zoom for doing better video conferencing. This video is going to actually go into one of their competitors, the GoToMeeting and GoToWebinar platforms, and we'll be able to share some of these tips also in terms of how you can use these tools to sort of run your meetings. I will let you know, as you can see, I'm Randy Dean, the email sanity expert. I've actually been using GoToWebinar for years. It's been my primary webinar tool for my clients for several years now, and so let's dive out and take a quick look at what GoToWebinar can offer. I'm going to pop in, and as you can see, one of the first things that will happen is you'll have this thing called the dashboard, and in the dashboard, you can actually go in and see upcoming events and past events, and if I pop in here, you'll actually see I've got a lot of history here. Look, it goes back 13 pages, so I've been using this for some time. One of the nice things inside of the dashboard is that you can actually come in and see your analytics about the different programs that you've led. Now, what's interesting, you'll see I have a couple webinars here with zero viewers. Let me tell you why. I actually use the GoToWebinar tool to create videos, and so sometimes I'll just have a meeting with just me, and I'm using it to record, do a screen capture of the videos that I'm making on my screen. I actually use that to make my video about Zoom, and so you can see that you can actually come down and take a look at this. It's got some other capabilities. You can actually add recordings that you can upload and share with people that have access to your channel, and you've got some additional information, including something that you might want to take a look at, complimentary training. They have some training videos for both GoToWebinar and GoToMeeting in both of these platforms. Now, one of the things that's interesting, though, if you're coming in here, you can actually come in and hit schedule, and when you do schedule, you can create a new event. You can put in, is it going to be a live or recorded event? Is it going to be a one-time or a multi-time event? You can actually talk to it about when that happens, start date, end date, all of the basic stuff, but what I really like to do is once you've created a few meetings, you can actually come up and do this and save yourself a ton of time. Hit copy an event, and so let's take a look here. I actually did a client webinar on optimizing your outlook, and the beauty of this is now that I'm copying the event, I can actually come in and change the title to any client that I'm working with, and I can say, okay, here's this webinar. I can set the date and time. I can set some additional information about it. What time zone is it going to be in? I can even, when you say standard event, you can then go ahead and hit schedule. Now, what's cool is when you hit schedule, it's got some pretty cool capabilities, so the event's now scheduled. Here's the webinar here. Obviously, I'm going to want to come in and change this since I'm doing a copy, and EDPNC, and then what I'm going to do is drive down a little bit deeper into here, and then if you page down, notice this, that let's say you're the organizer. I could add panelists, and what the panelists are, you give them the name and the email, they will have higher privilege when you are holding the webinar or the meeting because what will happen is they will have speaking capabilities. Their mics won't automatically be muted, and then you can also have people that are attendees, and the attendees are the ones that will get the standard item, but I want to show you something in here. By the way, no, you might even be able to set up payment privileges in here so that people can actually pay, but if you get that setting, that's probably something in one of their upgrade packages, but I wanted to show you that it's at least available. They pop into the settings, and notice here, you can either automatically start recording or you can come down, I usually turn that off, by the way, because I like to get everything set up, and usually I'm logging in maybe 15 minutes before the webinar begins, and so I like to get in, get everything set, get everything ready, and then once I have everybody in the room and it's a start time, you can also turn on recording once you're in the webinar manager. We'll show you that in just a minute. Notice that you can have them use their computer mic and speakers, or they can dial in, and as you can see, you can have different access codes depending on whether you're the host, whether you're the panelist, or whether you're just an attendee, and notice how the attendees are by design automatically muted. I also want to share something that's pretty cool inside of here. Take a look at this, branding and colors. Now take a look at this. I've done this before. I brought in a logo. I actually just went out onto my computer, and I found a photograph that I could bring in, and I could also do a feature image, so like I could pop into here. It's going to allow me to go in and browse the computer, and I can click to browse. I'm going into my computer, and I can pop in here into my website files where I know I've got some promotional items. Let's double click on that, and now what I can do is I can page down, and let's see. Right here. Let's do this one, on stage close up, and I'm just going to hit open, and so what's going to happen is you'll upload that, and then what will happen is as you take a look, you'll see, hey, that looks sort of like it's supposed to belong together. The other thing that's sort of nice is you can do some feature colors, and if you take a look at this, I've already got a palette in the blue, so what I do is I will put the darker blue, and now what's cool is you can preview the registration page. What will happen is when people come to register to sign up for the event, this is what they'll see, and it looks nice. It looks professional. It looks like you put it together. You just got to get their names and emails, hit register, and then the system will automatically generate an email that will go out to that person giving them the link to log in to the webinar at the appropriate time, so it's a pretty handy system. Now speaking of that, I could come in here, and now let's say I want to hit start, and I could start the program, and it's going to be bringing it up in the background here, and what's interesting is you'll notice that you have to open the GoToOpener. Now, it sort of works the same way in GoToMeeting, but you launch this thing, and what happens is a live meeting will come up, and what's going to happen is as it comes up, you're going to get your control panel that's going to launch. This is the control panel. Now notice here up in the corner, I could mute myself on the call, and I do that a lot of time before the actual formal meeting starts. What I typically do is when people get onto the program, I will basically make an introduction, say hello to people who are logging in 5, 10, 15 minutes early, but then I'll mute my line so I can continue doing my work in the background while I'm waiting for the other attendees to come on. The other thing that you want to do, though, right away is hit this button called start broadcast. Of course, you could do record on start, but I have that deselected because I usually don't like to do that. There you go, and now by doing that, it's actually in live webinar mode even though I haven't really started the webinar, and now I'm going to hit share screen, and now by hitting share screen, what's going to happen is what they see on the screen will be here. This is when I usually jump out and flip to a PowerPoint, and so I can have the PowerPoint sort of sitting on the screen. Now, what's sort of cool, take a look at this. I could actually do the full front page of the PowerPoint, then come up here and hit pause, and now look what it says. People can see a paused version of your screen, so while people are logging in, they can see the cover thing, but you're in the background. You could be going out of here and working on your emails, and nobody's going to really know if you've got the mic muted and if you've got the screen paused on the front page of your presentation, and so you can sit there once you know everything's working properly, you can make it work right. Now, if you're doing this on the fly, you can actually invite people right here. The interesting thing is, though, I'm going to go back to the control panel in a minute to show you one of the features that I prefer to use instead when I'm usually sending out things beforehand. Now, a couple of other things that can come into here. One is that I can open up my webcam, and if I hit share webcam, hey, how about this? This is going to be sort of fun. Let's see if this works, and there I am. Hi, everybody. So, as you can see, I'm in my home office, and now what you can do when you're in the program is you can allow people at the start of the program and possibly through the program have the opportunity to see you as part of the presentation. Now, I will tell you a little thing, because I do tech demos where I'm opening up two or three different pieces of software. I typically close this when I get into the demos, because this does take a lot of bandwidth, and if you've got video bandwidth and a couple of live active programs on your screen plus a PowerPoint, ooh, you might run into a bandwidth issue in terms of just how much data load that you're getting on the screen. So, I'm going to close that right now, and notice that it's not really closed. Other people could still see me, so what you need to do is actually come up here to turn off the webcam to make sure that's off. Right in here is your testing box where you can go in and test to see if your mic's working. Now, let's try this. I'm going to unmute myself, and I'm going to start talking, and look, when you see that green bar come up, you know that works, and down here, you can actually see if your sound is working, and if you come up here and hit sound check, then what's going to happen is the sounds are going to play in the background, allowing you to test to make sure that you are able to hear what's coming through and that people can hear you with your mic. So, that's actually something I recommend you do every single webinar. Test your sound, see what's going on. Also, never forget, let's say you're having a problem with audio or sound with a webinar that you're leading, you can dial in to the dial-in number on your phone and do the audio that way, and I've done that a couple times where, you know, all of a sudden the computer audio starts getting a little splotchy, I'll pop over to the phone line, jump right in. You might even want to have the phone number just sort of sitting to the side ready for when that kind of a situation can occur. Now, the other thing you can do is you can create polls, and if you take a look, take a look at this. I've actually set up a poll from one of my previous ones. What version of Outlook are you currently using? And if I do this, you can see what's in here, and then I can hit launch, and what'll happen is it'll launch into the live webinar, and people can actually vote, and you as the organizer can see what they're saying when they vote. I actually recommend setting up polls if you know you're going to have at least, you know, 10 or more attendees, because it can make it a lot more interactive. It keeps people's attention a little bit better, and the other thing that you've got down here is a question field. I actually, it's sort of funny, I actually, when I'm using GoToWebinar, I actually encourage people to type stuff in the question bar, because the question bar will pop up right here at the bottom of this little control panel marker right here, and then I can see right away, oh, somebody's got a question. You can also have people raise their hands, and if they raise their hands, then what you can do is if their mic is muted, you can actually go to that attendee and unmute their mic. It'd be right in here, and actually you would see them right here, and you can click on the little icon that looks like the mic that's blocked out, and it'll be right there for each participant. You click on that, that'll make their mic live, and they can ask the question live by raising their hand. So some really good capabilities. Notice also you can even put your handouts file down in here, so if somebody forgot to print the handouts that you sent before, they still have it handy and accessible as you're doing the program. It's a solid tool, and like I said, I actually use it for a lot of my client programs, and in terms of, I actually use this to make several of my YouTube videos, because the recording quality is really solid, and you just come up here, hit start recording, and what's neat is when you finish the program, you can just come up here and click the X. So the program's over. You want to end it for everyone. Right there is when that'll generate the ability to grab your recording. You'll see a little icon come up that looks like the GoToWebinar icon up here, it'll pop down on your screen, and it gives you the option to go in and convert the recording, which will turn it into a standard MP4 file. You know, now I recommend when you first start using these recording tools, get in and play around and learn what you're doing, figure out what's going on, figure out what your mistakes are, so that you can save that. Now with that, let's do something here. I'm going to now come up here, and I want to hit a new tab, and I want to do, I'm going to close that one. Let's do GoToMeeting. GoToMeeting. All right. We're going to go into a different platform here, since we're in here, and I'll go ahead and hit my sign in. It should take me right in, because I've already been in here before, and it knows my account. So let's see if it actually logs me right in. I think it's going to. Yep, it did. And now notice that right up in here, you can come in and you can play around with your settings. I brought my picture in. So when people are coming in and they invite me, you can come into my profile. When you bring in my profile, you can fill in all of your information about who you are. And right here's where you can change your picture. You can put in what your normal time zone is, your job title, location, web link to your business. So that's just some basic stuff to get in the background. And then once you have that set up, you can actually come in here and check to see what meetings you have. Now what it'll see is it'll see one time or your history, and you can take a look at the meetings that you've had before. You'll notice I've had a couple meet now. What's nice about this is that when you do a meet now meeting, that means you can just open this thing up and immediately launch a meeting. And from inside that meeting, boom, you can invite other people. And you do that here in your personal meeting room. And take a look at this. So I'm going to hit start. And if I hit start, it's going to bring up a new meeting in GoToMeeting, not GoToWebinar. Notice how similar they look though. So you hit the GoToOpener, and this is going to now open up your GoToMeeting manager. Notice the slightly different color scheme. And then it'll tell you that this is Randall Dean's meeting. And right now what I can do from inside of here, notice it's telling me my microphone's muted. I can share my screen from right here. I can share my webcam once again. So let's go ahead and turn that on. And so what's going to happen is my webcam is going to pop up, and it looks awful familiar, doesn't it? I'm going to go ahead and turn that off now. Because what I want to show you is that from right inside of here, you can actually come down here under attendees. And also what you can do is come down here to the meeting ID, and this is what I wanted to show you. Right here is where you can invite people. If you're inside the meeting, you can actually just come down, click on this, and you can either copy meeting ID, or you can email the meeting invitation. And when you click this, what it's going to do is it's going to open up your default email tool. As you can see, it did it right down here. And it's going to create a meeting invitation. You can send it to two or three people and say, hey, let's jump on a call right now. And they will be able to jump right into the call. So I'm going to go ahead and once again turn off that webcam. The other thing that you can do is obviously you can record the meeting. And over here, you've got your settings of what you want to record. Do you want to record all of the stuff? You want to do integrated audio? This is the one I recommend because look, it'll integrate microphone and telephone regardless of who speaks. So you'll get everything. If you use use your own, then you might only get like the one party. And you can even see your recordings here for meetings, webinars, and trainings right here in this bucket where you can go find the stuff. And the other thing that's nice is you can actually do local recordings, which records it right onto the C drive of your local computer. I recommend you do that because that's where you're going to be able to get those videos faster and access them more quickly. All right. So it's got a lot of the same kind of stuff, but you can actually come in here and click on each of these areas inside of your settings and play around with some of the things that you want to have available as you're doing your stuff, including the recording type of information that's available. So they're solid tools. They're very closely related. As you can see, there's a lot of crossover. GoToMeeting is probably better when you're having a two or three person sort of real time discussion or meeting, maybe even up to more people than that. I like GoToWebinar when somebody is doing a formal presentation and people are going to log in to hear the presentation but want the ability to do some Q&A, maybe have a couple of panelists. You know, one final thing. Take a look at this. There's a lot of drawing tools hiding down in here. And I want to show you something sort of cool. Watch this. I'm going to close that. That's a little bit of a visual distraction. Let's come up here to the pen. And what I want to do, I can actually come in here into any white space on my screen and I can either do pen or I can do my highlighter. I can turn on my pinpointer and show you exactly where I'm looking on the screen. So it's some pretty cool stuff. You can also erase all drawings. Then it goes away. What I want to show you, which is sort of cool, is let me say you're in a meeting and all of a sudden you want to do like a brainstorm. I would recommend you just come in here and go up to file, new, and open a blank presentation. Because now you can quickly select these text blocks and get rid of these. And now you can do drawings on here for people in the meeting. You could actually come up here and switch to the arrow button, click on the text option inside of here, double click, and then you can come down here and you can actually even put in text. You can play around with this stuff and almost turn this blank PowerPoint slide into a whiteboard as part of your meeting. All right. I think I've covered a lot here. I'm going to go ahead and erase all drawings. I am going to get out of this PowerPoint and go back to my original and I am going to close this go to meeting window so that it's not running in the background. Hey, hope you had a great meeting. Thanks a lot. I'm going to go back to my original presentation and say thank you all for your time. By the way, once again, my name is Randy Dean. I am considered the email sanity expert and I do a ton of programs. Time management, email management, Outlook usage, Google and Gmail usage, smartphone and tablet usage and how to reduce your day-to-day distractions so you can stay more productive. One of my new areas because of everything that's going on right now is even helping people with setting up virtual meetings and programs. With this information, if you're interested, you can go find out more here and I recommend if you like this video, come on out and subscribe to my YouTube channel where I'm going to be producing more content regularly. If you'd like, you can get a whole series of additional PDF tip sheets and documents on time, email, and related tech management simply by sending me an email, randyatrandaldean.com and putting YouTube PDF in that subject line and I'll send you a whole slew of little electronic PDF files, some of which link through to my other YouTube videos. Hope you had fun. Thanks, everyone.
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