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How to use GoToWebinar

This document gives a short explanation on how to schedule webinars in GoToWebinar for
organizers. There is a separate document on how to join a webinar for attendees available at
the ISI Permanent Office.

Elements included in this document are:

1. Log in – GoToWebinar
2. Good to know before you start
3. Run a webinar

1. Log in – GoToWebinar (GTW)
1.1. Go to GoToWebinar website and log in with the credentials you have received from

the ISI PO.

2. Good to know before you start:
2.1. There is a platform of GTW where you can watch instruction video’s. This is called

GoTOWebinar Skilljar. The PO advices you to watch some essential instruction
video’s if you have never before hosted a webinar. (You’ll need to register to watch
these video’s)

2.2. There is a short Checklist available from GTW, which you can use to plan your
webinar.

2.3. The webinar will be filled in for you as you’ve requested in the webinar form. You can
still edit the information about the webinar, change the organizers and panelists. Just
click on the title and you
will see fields where you
can change the information.

2.4. These are the roles in
GTW:

Staff – these are people who is organizing the webinar, the Organizer(s) and
Panelist(s), Presenter.

Organizer
This is the basic user role for an account. An organizer has a GoToWebinar account
and manages and hosts sessions that attendees can then join. Organizers have
control of all in-session features including starting, recording, and ending the webinar.
While scheduling a session, an organizer can designate other attendees to be
organizers or panelists. During a session, the scheduling organizer is the default
presenter and may either begin presenting or pass the presenter controls to another
organizer or panelist.

Co-organizer (part of the staff)
An organizer can add co-organizers to their sessions before or during a session,
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allowing them to have access to some organizer tools and features and to help with
facilitating sessions. Although co-organizers can access all the same in-session
features as the organizer, they can only start webinars on the organizer's behalf if
they are members of the organizer's same GoToWebinar account. They also do not
have access to post-session features like reporting, archiving recordings, and follow-
up emails.

Panelist (part of the staff)
A panelist is like a guest speaker of a webinar. They can present their screen if given
Presenter rights by the organizer, share their webcams, and/or answer questions
assigned to them during a session. Panelists can also be given the presenter controls
at any time during the session and are able to speak on the conference call by default.
Note that Panelists do not need to have GoToWebinar accounts to participate in web
events.
You can add up to 24 panelists from the Event Details page. Use this page to
add panelists before or during an active webinar!

Presenter (part of the staff)
A presenter is the person who is sharing their screen with the audience. The
GoToWebinar organizer is always designated as the initial presenter but the
presenter role can be easily passed to another organizer, panelist or attendee.
Presenters may also give other organizers or panelists the ability to control their
keyboard and mouse.

2.5. The ‘Add Payment’ options are not yet in use. Please do not opt for this.

2.6. In the section, ‘Settings’

You can choose for the option ‘auto-record’.
This option allows you to record the whole webinar, from the start to the end. It also
records everything the organizers want to discuss before the actual webinar starts,
and maybe will need some editing afterwards.
The PO’s advice is to start the recording when the actual webinar starts in which

case please leave the auto-record option off. You can click on the record button at
the top of your screen when you want to start recording and click on it again when
you want to stop recording.

You can edit the ‘Welcome Message’, when the attendee arrives this message will
be displayed in the chat box. This is also where you can add the presenter
information.
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2.7. In the section, ‘Branding and Colors’

2.7.1. Here you will be able to add the logo and featured image as well as the
custom colors for the registration page:

2.7.2. There is also a link for a preview of the registration page so you can view your
changes.

2.8. Section “Share Event”:

2.8.1. Here you’ll find the invitation link and the webinar’s ID which you’ll need to
share with your attendees.
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2.8.2. You can even share this information via social
media or e-mail. This window will become visible
when clicking on the ‘Preview event info’.

2.8.3. You can share your event on our
ISI channel on GoToStage.
GoToStage is part of GoToWebinar. If
you wish to promote your Webinar via
the official ISI Vimeo Channel, please
contact the ISI PO.

2.9. Section “Registration”
2.9.1. This is the section where you can set the registration limit - our webinar

license allows up to 500 attendees. GoToWebinar recommends setting a higher
number of people for registration of an event. The attendee limit is 500 and the
Registration limit can be set to 1000.

2.9.2. With ‘Source tracking’ you can track your sources, for example you can share
your registration link via Twitter, Facebook and e-mail. To track how these
campaigns are doing: Read more.

2.9.3. You can edit the registration questions. The First Name, Last name and E-mail
address are always required. If you need more information about your attendees,
you can add the questions here.

2.9.4. Approval - you can approve your registrants manually or automatically.
2.9.5. Custom Confirmation Page - You can add your own confirmation page for a

participant to see once registration is completed.
2.9.6. You can choose this option in case you want to receive a notification when a

participant registers.
2.9.7. After session video - After the session, you can add the video recording here

and the registrants receive the link to this video.
2.9.8. Tracking - here you can view people who have registered.

2.10. Section “E-mails”
2.10.1. In this section, you can set-up e-mails the

system will send to your registrants, the
confirmation e-mail, reminder e-mail and the
follow-up e-mail - to attendees and to the
absentees (who registered but could not join the
webinar)

2.10.2.There is also an option to send a certificate to
the attendees after the webinar.

2.11. Section “Engage your attendees”
2.11.1.You can add a survey, polls, handouts or videos to your session.
2.11.2.You can upload MP4 and YouTube videos and handouts (up to 5 files) before

the webinar starts.
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3. Start a Webinar
3.1. When you click on Start, you will enter the ‘Pre-broadcast mode’ when you start your

webinar from the dashboard. When you are in the ‘Pre-broadcast mode’ you can
speak to your panelists and co-organizers, the attendees will not be able to hear nor
see you. You can start your
pre-broadcast 30 minutes before your webinar is scheduled.

3.2. Production Checklist:

• Confirm your panelists have received their login information.
• You and the staff arrive 30-60 minutes before the start of the webinar.
• Run your audio and role check, make sure everyone knows their role.
• Close unused programs, especially the instant messaging / e-mail application to

avoid any notification showing up while you are presenting.
• Provide a greeting and an agenda.

3.3. When you start your webinar, you will see a control panel where you will be able to
see various sections, share screen, see the list of the attendees and stuff. You can
read more about the control panel on the GoToWebinar Support Page.

From the above GTW menu you can check or
uncheck various options:
- The option “Attendees can raise hands”
means that an attendee can raise hands, but
nothing else, he or she probably wants to ask a question. The best option is then
- “Attendees can ask questions”. Only a person with the role “Organizer can see
and answer the questions.”
- “Attendees can View Attendees List” is obvious, attendees can see a list of other
attendees, but cannot communicate with each other.

3.4. When you are ready, you can start your Broadcast.
Don’t forget to check ‘Record on start’.

3.5. This is a summary of the roles in the webinar:
3.5.1. Organizer

 Starts the pre-webinar
 Starts broadcast
 Default Presenter
 Manages in-session features
 Can have a co-organizer

3.5.2. Panelist
 Guest Speaker
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 Can chat with staff
 Can share webcam
 Can NOT see Q&A

3.5.3. Attendee
 Joins via computer or mobile app. (We advise your attendees to use a PC

or tablet, as there are some issues with mobile devices and GTW.)
 Enters muted
 Can use Q&A chat tool

Support

There a lots of instruction video’s which will help you with GoToWebinar application. You can
register on this website.

Q&A:
1. Using the Control Panel

2. Give Keyboard and Mouse Control

3. Change Preferences (Mac or Windows)

4. Is there a maximum length for the webinar?
As far as we know, there is no time limit, however there is a maximum limit on the size of
the recording itself. We also advise you to check your corporate firewall times out if there
is no web activity for a certain amount of time, the firewall can time out after couple of
hours. GoToWebinar activity is not seen as web activity.
The recording file is dependent on your computer’s screen settings as well as the
frequency of slide changes, the rule is 1MB per minute, which means to reach the
recording file maximum of 1GB, you could have a maximum webinar length of
approximately 16,6 hours.

5. Send Chat Messages (Desktop App)
Staff members (e.g., Presenters, panelists and organizers) can exchange instant chat
messages with each other during a webinar.
Organizers can also send public chat messages to all attendees, which will appear in
each attendee's Questions pane. If desired, staff members can save a Chat log after the
session ends to review messages later.
Chat with others
It is not possible for attendees to exchange chat messages with other attendees, but they
can send questions to staff members if desired. Please note that chats are currently not
being displayed for attendees joined from an Android device.

5.1. In the Chat pane, use the drop-down menu to select the recipient of the message:
All - Entire Audience – All participants will see the message; it will appear in the
Chat pane for staff members and the Questions pane for attendees. This option is
available to organizers only.
Organizers and Panelists only – All organizers and panelists will see the message
in their Chat pane.
Presenter only – The Presenter will see the message in their Chat pane.
Individual staff member – Send a message to an individual Presenter or Panelist.
Send question to staff – All members of staff will see the message appear as a
question in the Questions pane rather than their Chat pane.

If you have additional questions,
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• Please have a look on the GoToWebinar support page. There is also a chat function you
can use that is available 24 hours a day/7 days a week.

• Watch the tutorial videos on the GoToWebinar website, also available at all times.

• Send an e-mail to the ISI PO, webinars@isi-web.org.
Please allow some time to process your questions at the PO as the PO staff works
mostly part time. The working hours of the PO are: Monday – Friday 0900-1700 CET.


