Setting up GoToMeeting in Outlook

This document serves as instructions on how to setup GoToMeetings in your Outlook calendar.
Before you begin, you’ll need to download the GoToMeeting “plugin.” The plugin isn’t
necessary, but makes setting things up literally as easy as clicking a button.

Login Info:
Email: WTG2Meet@cityofsantacruz.com

Password: water2014

1. Google gotomeeting outlook plugin. Select the option titled “Install GoToMeeting in
Microsoft Outlook — GoToMeeting.”
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About 74,100 resuits (0.38 seconds)

Install GoToMeeting in Microsoft Outlook - GoToMeeting
support.citrixonline.com/../G2M0100207._.GoToMeeting... ~ Citrix Online
Jump to Uninstall the plugin - The process for uninstaliing the plugin from a computer
varies ... Right-click Go ToMeeting Outlook Calendar Plug-in and

Schedule a Meeting in Microsoft Outlook - GoToMeeting
https//support.citrixonline com/en_US/__/all_/G2M020015 = Citrix Online

The GoToMeeting Outlook Calendar Plugin allows you fo use schedule, manage and
start your meetings directly from within your(Windows organizers only)

Integrate GoToMeeting with Microsoft Outlook - GoToMeeting
support.citrixonline.com/../G2M0200047._GoToMeeting... = Citrix Online
Jump to Add the GoToMeeting Toolbar - Right-click the Go ToMeeting daisy icon in
the system tray, and select Preferences. 2. On the Integrations tab

2. That will take you to this page:
GoToMeeting Choosa Product

Find an Answer

Browse Articles.
Install GoToMeeting in Microsoft Outiook

ens: ferences are used for your meetings, click Sat
ions. For instance, if you specify toll or tolfree conference numbers
these will be picked up and used by the plugin

You’ll want to focus on the area I've
boxed in red, titled “Install the calendar plugin.”


mailto:WTG2Meet@cityofsantacruz.com

3. Click the “here” button in number 2 to start the download:

Install the calendar plugin
1. First_glose Microsoft Outlook.
2. Clic start the download
F=FErOutlook 2010, click Yes on the download prempt. The plugin will be
automatically installed on yeur Outlock calendar
o For Outleck 2013, click Install on the Customization Installer pop-up to install the
Outlook plugin. Click Close once the installer is finished.

3. Yeu may need to restart Outlock in order to see the changes. Now you can start schedul
your meetings directly from Outlook!

IMPORTANT: Te ensure your audie preferences are used for your meetings, click Set
Default Audie Options. Fer instance, if you specify toll or tollfree conference numbers,
these will be picked up and used by the plugin.

Microsoft Office Customization installer

Fublisher has been verificd E\J '
s you sure you want 1o install this customizytion? :
Hame: Toldewting Outlook Calendar Blug-in
. i = i
Tome oToMeetingOutlockCalendaPluginvito

Publisher:  Citrix Online

4. That will prompt this box to appear. Select “Run.”
IrC.'lpen File - Security Warning ﬂ1

Do you want to run this file?

@ Mame: C\Users\cmcisaac\Downloads\setup.exe
Publisher: Citrix Online
Type: Application

From: C\Users\cmcisaac\Downloadshsetup.exe

Fun Cancel ]

[¥] Atways ask before opening this file

potentially ham your computer. Only run software from publishers
you trust. What s the risk?

l@’ While files from the Intemet can be useful, this file type can
)
-

5. After selecting “Run” another box will appear. Select “Install.”

' - - N

Publisher has been verified %}

Are you sure you want to install this customization? s -

Name: GoToMeeting Cutlook Calendar Plug-in

https://builds.citrixenlinecdn.com/builds/calendarintegration/outlook/G2M/G
oTeMeetingCutlookCalendarPlugin.vsto

Publisher:  Citrix Cnling

From:

‘While Office custemizations from the Internet can be useful, they can potentially harm your

computer. If you do not trust the source, de not install thi rmation...
Install Don'tInstall |
e —_— e ———— After the download is complete,

close the box.

Now that you’ve successfully downloaded the GoToMeeting plugin for your Outlook, here’s
how to actually use it (keep in mind you may have to login in with the info provided above).



6. Go to your Outlook and begin setting up a meeting as you normally would...

Hew Appointment
Mew All Day Event
Mew Meeting Reguest
Mew Recurring Appointment
Mew Recurring Event
Mew Recurring Meeting
5 Today

Goto Date...

e

Color 3

Calendar Options...

View Settings...

7. You'll now notice at the top of the meeting window there is this little icon:
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Delete Appointment Schedullng Add Cancel A 15 minutes - - Categorlze Zoom Add to
@ OneMote Assistant Meeting Invitation ﬁ' [¥p Room Finder - Evernote 5
Actions Show Toleetin Attendees Options [} Tags Zoom Evernote |
@ Invitations have not been sent for this meeting. Include a GoToMeeting session Room Finder &
To.. |ANYONE! @ GoToMeeting Outlook Calendar | 4 September, 2015 P
ST Plug-in
=1 Subject: | ANYTHING! Press F1 for add-in help. | 5u Mo Tu We Th Fr Sa
Send 30 [E]1 2 [BE s
Location: |AvaHERE! - Rooms 6 s o 10 11 12
_______________________________________________ 13 14 15 16 17 18 19
) 20 21 22 23 24 |35 26
Start time: Tue 9/1/2015 - | |3:00 PM - All day event
| | O o BBz 1 2 =
Endtime: | Tue9/1/2015 - 400 Pm - 4 5 6 7|8 9 10
Enter your information here..] & l:l oL l:l = . R
= Choose an available room:
|None |

In order to insert GoToMeeting information into your subject field of your meeting,

just click this button.

8.

To.. | |ANYONE!
=
=1 subject:  [ANYTHING!
Send
Location: |ANYWHERE!; https:/fwww.gotomeeting.com/join/50228!
Starttime: | Tue 9/1/2015 - | [3:00 P - [
Endtime: | Tue9/1/2015 - | [4:00 P -

Enter your information here...

---GoToMeeting invitation begins-—

Please join my meeting from your computer, tablet or smartphone.
https:/fwww gotomeeting.com/join/502289597

You can also dial in using your phone.
United States: +1 (224) 501-3212

Access Code: 502-289-597

-—GoToMeeting invitation ends—

If you’ve done this successfully, this should be what your subject field looks like. Voila!

You’'re good to send your meeting request out!



