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The following I hope will help you access the meeting.  Please look for PC, Smartphone/Tablet, 
or Phone according to the method you will use to join us.   

1. See Page 1 & 2 if you have not installed the Desktop or Laptop computer app.  You 
should only have to do this once.  

2. See Page 3 if you will be using a Smartphone or Tablet. 
3. See Page 4 if you will be using a traditional phone set or cell phone.  This is dial in 

just like making a call.  
4. See Page 5 if you have already installed the Desktop or Laptop app on your 

computer (see 1) 

PC: If you are using a pc and have not installed the gotomeeting app then the following 
should be helpful. 

1. Click on the GoToMeeting Download link under “New to GoToMeeting? Get the app now 
and be ready when your first meeting starts”.   

2. This will take you to the download page for the app (GoToMeeting Installer) you need to 
install on your computer.   

3. Save the file to your computer 
a. Remember where you saved this file. 
b. Then double click on the app.   
c. If a window opens that says "The app you're trying to install isn't a Microsoft-verified 

app" choose the "install anyway" button by moving your cursor over it and clicking on it. 
The computer will then install the software. 

4. You only need to install the app on your PC once.  The next time you can click on the link 
below the line “Please join my meeting from your computer, tablet or smartphone”. 

5. A box will appear which has the GoTomeeting logo with a box next it.   Enter the meeting, 
webinar, or training ID or meeting room name.  

a. Enter the "Access Code" for the meeting (these will change for future meetings) 
b. For this meeting only the access code is 718-387-269  
c. You do not need to use the dashes just the numbers. (you can also copy and paste) 

6. Click join.  A box will open with "Here's how you'll appear in the meeting."  (I believe it 
will have a mic and camera icon.)   

a. As I recall you have an option to choose the computer mic or phone.  If you choose to use 
phone please make sure your computer mic is off otherwise there is a chance to get back-
feed.  Also, mute the computer speakers or you will have an echo.   

b. If you have given your computer a name (Home, Dads Office) this will be how you will 
appear if you did not use this option when you set up your computer, then noting will 
appear. You have an option to change the name for GoTomeetings only please do so.  

c. Please enter your first and last name in how you would like to appear for the 
meeting.  (We will be using these names for the attendance list so using your full name 
will be helpful.)  

d. Click on "OK, I'M READY" 
7. You are now in the meeting.  Everyone, including you, will be  able to see who is 

attending.  We now need to set up Audio, Attendance list, and finally how to chat.  These 
are important. 

a. Audio; 
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i. You can click Setting Icon (Looks like a wheel in the upper right corner left of the 3 
vertical dots)  

ii. You can change from computer audio (computer to phone, phone to computer).   
iii. If are using computer audio, then an orange line will be under “Computer”.   
iv. If you are using “Phone” the orange line will be under phone.   

1. If this is the option you chose, Click on the red button with “Turn Off Computer 
Audio”.  You should do this now.   

2. Dial the number shown;  1 (872) 240-3212 
3. Enter the access code (numbers only) and then press # sign.  718-387-269 # 
4. Enter the Audio PIN number followed by # sign. Each caller will have their own 

number.   
b. People on the call: It is important you use the list of people rather than the icon with your 

initials. 
i. You will see a people icon (just to the left of “View Who’s Taking” and up/down carrot) 

in the banner line.  This is the number of people on the meeting.  I am praying it is more 
than 1. The integer represents number of people on the call. 

ii. Click on this and a column with names will appear.  
iii. If you have accessed the site using your computer you should see your name with a 

microphone next to it.  If there is no / through the microphone please click on the mic 
button and one should appear.  You are now mute.  Please leave it on mute unless you 
wish to speak.  

iv. If you do not see your name then check for your computer name.  If you are not sure 
then try unmuting and speaking.  Your computer will show up as where the mic button 
turns to a speaker.  

v. Now you can also change name (or blank) to this mic by going to the name (or blank 
space) just to the left.  Right click your mouse or touch with you finger if touch screen 
or tablet. Enter your name.  If you can’t right click then this may not be you.      

c. Chat: This will be the way I will know if you wish to address the council.  Chuck will be 
monitoring this and will let me know who wishes to speak.  Chuck will let me know and I 
will recognize you.  

i. To the right of the people icon (To the left of the setting icon [wheel]) is the chat icon.  
Click on this.  You will either see a blank area below which is “Enter your Message”.   

ii. You can send a message to all or individuals on the call.   
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Smartphone and Tablet: Both android and Apple smartphones were used for the ODT meeting 
so these are a viable option.  
If you are using a smartphone download the GoTomeeting app.   
1. Once the app is installed you can access the meeting with the Access Code (again you only 

need the numbers). 
2. You should be able to see my screen  
3. You phone speaker and sound should work. 
4. If you wish to leave the meeting press the red handset (at least on an Android Device) in the 

lower right corner (supposed to be a phone handset in the hung-up position) and chose 
"Leave Meeting".  

Richard Carter used his tablet which worked fine.  I do not have a tablet which will download the 
appropriate app.  You should be able to do all of the above using the touch screen.  Also, if you 
used your name for your tablet identification then this should appear as your screen name.   
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Dial-in (or traditional phone call):  If you are using your home or cell phone you can access 
the meeting using the following:.   

1. If this is the option you chose, Dial  1 (872) 240-3212   
2. A recording will ask you to enter the access code  

a. Enter 718-387-269 (numbers only, no -) and then press # sign.   
3. The recording will then ask you for a Pin number which you do not have.  Just keep 

listening. 
4. The recording will then instruct you to hit # followed by # sign.  
5. You will now be in the meeting.  At this point you will probably hear “Would the person 

who just joined us please say your name”.  We may say Caller 01 or 0# would…  We will 
then know who you are.   

6. Please mute. 
 
It is important that you mute.  The speaker on your tablet, smartphone, and pc are incredible 
sensitive.  We will hear you moving your chair, papers, or your wife asking you questions.  We 
don’t want to hear this.  Just imagine your device can pick up your dog’s fart in the back 
yard and one of your brothers said Brother so-an-so just farted! Need I say more. 
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For those of you who have already joined the GoToMeeting on a PC then the 
process is much easier.   

1. Click on the link below “Please join my meeting from your computer, tablet or smartphone”  
2. Note: If you got to a GoToMeeting through the app, it is install on your computer. You 

should not need to download the app to your PC again.     
3. You should see a white box with “Open GoTo Opener?”.   

a. Below the web address is a white oval with “Open GoTo Opener” click on this 
(this oval is left of “Cancel” button”.   

b. You are in the meeting.   
4. Alternately If you donot see this you may see a box with “Launch Application” in grey 

scale.   
a. A white box with “Open GoTo Opener”  left of “Cancel”.   
b. At the bottom of this box you will see “Open Link” in black text within a grey 

box. Click on this button and it will take you to the meeting.   
c. If the “Open Link” text is grey, click on the box with “GoToOpener” in black text 

within a grey box.  This should reinitiate the Open Link.   
d. Note: Ignore the Choose other Application.  This will not work.     

Sorry for the two access above, I have gotten both with GoToMeeting. 

Please join my meeting from your computer, tablet or smartphone.  
https://global.gotomeeting.com/join/718387269  
 

Tablets and Smartphones access does not change.  Use the Meeting Number 718-387-269 


