
GoToMeeting – some hints and tips 

To join a meeting: 

Click the link provided in the Meetup event, on Facebook or in an email. 

Follow the onscreen instructions. 

In the Meeting 

A window will open up. The main part of this window will have an icon view or the webcam 

view of other participants. There will also be some icons which can be clicked to access 

various functions. (See the next page for a guide to icons.) You can make this main window 

full screen size by clicking the icon at the top right of the GoToMeeting window.  

It’s a good idea to re-arrange things so the shared screen is as big as possible. 

One way to create more screen space is to limit the number of participants you can see at 

any given time. At the top middle of the GoToMeeting window, there is a dropdown 

headed, ‘View Who’s Talking’. This offers 4 options to view: 

• Everyone 

• Who’s Talking 

• Active Cameras 

• Hide Everyone 

Choose whichever suits you best.  



A Guide to the Icons 

 

You will see this window for each member 
of the meeting. If their webcam is on, their 
video will be displayed. 
 
Click the mic icon to switch your mic off and 
on. 

  

 

NB You will only be able to share your 
screen if the organiser of the meeting 
makes you the presenter. 

  

 

Click this to display the video screens. 

  

 

Click to see a list of participants. The 
number shows the number taking part. 

  

 

Click this to open up a chat window where 
you can type and read messages. 

  

 

Click this to open up settings for your 
camera and audio. 

  

 

Click this to detach the cameras so they are 
in a separate window. This is useful to give 
more screen space for a shared screen. 

 


