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WEBINAR PROCEDURES ON GOTOWEBINAR® 
 

http://www.gotowebinar.com 
 
Login (updated 4/26/12): 

E-mail Address: slaunitwebinars@sla.org 
Password: @slaunits5 
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IMPORTANT NOTES:  
 
Be sure to check both the Webinar schedule and the meeting schedule before you schedule your 
event; a Webinar and a meeting cannot overlap.  If an event is listed for 1:00 pm-2:00 pm, understand that 
the event planner will log in before 1:00 pm to prep for the session.  In addition, the session may run over.  
Schedule your Webinars and meetings with that information in mind, leaving a sufficient buffer between 
events to prevent cutting off another unit’s meeting or Webinar. 
 
Once the Webinar/meeting is set up, please send an e-mail to slaunitwebinars@sla.org and SLA staff will 
send you the invitation e-mail that you can send to your Webinar/meeting's attendees or post on your blog or 
site. Be sure to specify the name and date of the Webinar/meeting when claiming your event. You may also 
retrieve the Webinar registration link by logging into the account, clicking the yellow “+” next to your event, 
and copying the link. 
 
All units are required to use the pre-defined SLA branded template as the starting point for each 
Webinar.  (See page 3, item 6, and page 4, item 12.) 
 
Units are the “organizers” for their own events, and must go to http://gotowebinar.com  and login using 
credentials above to start and record the webinar. SLA HQ will not serve as an organizer for a unit 

Webinar. (See page 7, “Present a Webinar”) 

http://www.gotowebinar.com/
http://gotowebinar.com/
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Create a Webinar 

 
 
1.  Log into GTW. 
 

2.  Click  on  in left margin.  
 
3.  Look below the “My Webinars” tab in the center to make sure date and time needed are available.  

Also check the meeting schedule by clicking on “My Meetings” in the left margin.  
 

 
  
4.  If the desired event date and time are available, click on “Schedule a Webinar” in left margin. 
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5. If this is your first time using GoToMeeting, you will need to download the GoToMeeting applet to start 
your Webinar/Meeting. 

 

 
 

Webinar Details Tab 
 

6.  Select “A-Unit Webinar Template” webinar from the “Schedule Similar Webinar:” drop down menu to 
modify the webinar template and create your own event. 
 

7.  Enter name and description of webinar. 
 
8.  Select date and time (taking care to modify “AM” and “PM” if necessary).  Time zone should be set for 

“Eastern.” 
 
9.  Audio:  select “Use built-in audio conferencing.”  Select “VOIP” and “Long distance….”  (Next step 

optional) Click “edit” next to “United States,” and select “all countries” from the pop-up box, then save. 
 
10.  You may skip selecting a co-organizer/panelist at this time.  Panelists can be invited closer to the 

webinar event. 
 
11.  Hit the “Save and Continue” button. 
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Branding and Theme Tab 
 
 

12.  Select a Webinar theme. NOTE: SLA logo and custom image should be in place. DO NOT REMOVE 
THESE IMAGES.  Waiting room color should be “standard” and light blue (top choice in the menu) should 
be selected. 

 
13.  Enter presenter information.  Title field can be skipped if desired.  Upload a photo for each presenter.   
 

14.  Enter welcome message that attendees will see when they arrive.  A general message can be used 
for all webinars (“Welcome to the webinar.  We’ll begin shortly.”), or a customized one can be added. 
 

15.  Preview theme and waiting room if desired.  (The waiting room is what the attendees will see before 
you start broadcasting the webinar.) 
 

16.  Hit the “Save and Continue” button. 
 
17.  Enter registration form information.  This form is what registrants will use to sign up for the webinar. 

 
+  In addition to required first name, last name, and e-mail address (all shaded and already 
selected by default), you may also select additional demographic information for the registration 

form and have the option to make it required or not required.  
 

 
 

+  Registrants should AUTOMATICALLY be admitted to the webinar, unless there is a need to 
approve registrants as they register.** 
 

**IMPORTANT NOTE:  Webinars have a 500 person limit, HOWEVER registration is NOT 
limited by GTW without intervention…the system will continue to accept registrations and ONLY 
admit the first 500 that log into the webinar.  It might be considered safe to let more than 500 

register since not everyone will log into the webinar on program day, but this GTW registration 
setting could be temporarily changed to UPON APPROVAL if, for example, a weekend is coming 
up and registration is close to the 500 attendee limit. The first 500 can then be “approved” and all 

others “denied” after the weekend. Registration is generally controlled by removing the 
registration button(s) from your website. 
 

+ It is not recommended that you redirect participants to your website or other URL because the 
redirect is very quick and doesn’t provide the registrant with enough time to read the webinar 
summary information (also provided by e-mail, however). 
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18.  Save the webinar. SLA will e-mail the webinar confirmation information to you (you must e-mail 
slaunitwebinars@sla.org to let staff know who the webinar belongs to). 
 

 
 

Edit a Webinar 

 
Go to “My Webinars.”  Use the “edit” links next to webinar elements, or select an option under “Change 
Session Settings.”  Be sure to save changes. 

 

 
Update Notifications 
 

1.  Access the webinar through the “My Webinars” list. 
 
2.  In the “Change Session Settings” menu, select “E-mail Notifications.” 

 
3.  E-mail format should be HTML.  Reply-to address should be slaunitwebinars@sla.org. 
 

4.  Confirmation e-mail can be personalized with unit info (unit contact information, for example) or further 
instructions.  Be sure to check the “Include System Requirements” box if it is not already selected.   
 

5.  Reminder e-mails are generally sent 1 DAY before the webinar, and then 5 HOURS before the 
webinar.  These settings can be changed if desired. 
 
6.  Attendee follow-up e-mail:  Send 1 DAY after the webinar (alter this setting if desired).  Personalize 

message if it is not already set.  Do NOT check the box to include the archived webinar link.  Units may 
not archive webinar files, so no link can be sent. 
 

7.  No-show follow-up e-mail:  Send 1 DAY after the webinar (alter this setting if desired).  Personalize the 
message.  Again, do not check the webinar link box, as the link will not be available.  
 

8.  Save changes. 

 

Add a Poll to a Webinar (before webinar session) 

 
1.  Find the webinar in “My Webinars.”   

 
2.  In the “Change Session Settings” menu, select “Polls.” 
 

3.  Select question type (single answer or multiple answer).  
 
4.  Add the question and up to five possible answers. 

 
5.  Hit the “Create” button. 
 

6.  Add additional polls if necessary. 
 
7.  Re-order polls if necessary using the buttons to the right of the question list.  

 
8.  Save changes. 
 

 

mailto:slaunitwebinars@sla.org
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Webinar Registration Link 

 
Once a webinar is created, the link that is used to direct participants to register is also created.  Find this 
link by looking at the list of webinars (“My Webinars”) and clicking the yellow “+” sign under the webinar 

name.  Copy/paste the link where needed, including your unit’s website or blog.   
 

Monitor Webinar Registration 

 
A tally of registrants is kept in the webinar record in GTW.  Click “My Webinars” for the webinar list and 
view the total.  For a list of registrants, click the linked registration number.  The list of registrants can be 
sorted by last name, e-mail address, or registration date. 

 
For free webinars, it may be permissible to allow more than 500 to register since not all will attend the live 
program.  See more detailed information in step 17 in the “Create a Webinar” section, above. 

 
 

Cancel a Registration for an Approved Attendee 

 
There’s no one-step method to cancel a registration, so follow these steps: 
 
1.  Find the webinar in the “My Webinars” list. 

 
2.  Select “edit” next to the word “Registration” under the webinar title.  
 

3.  Change the “After Registering” setting (at the bottom of the page) to UPON APPROVAL and save the 
changes. 
 

4.  Click the linked number under the “Registrants” header to retrieve the registration list.  
 
5.  Find the name of the registrant that wants to cancel, and check the box next to their name. 

 
6.  Scroll to the bottom of the page and select DENY from the “Actions” drop-down menu.  Click the 
“Change Status” button.  The registrant has now been excluded from the webinar.  Note that they will still 

be counted in the registration total (remember to only count approved registrants to determine anticipated 
number) but will not be permitted to attend the program.  An e-mail will be sent to the cancelling 
registrant. 

 
7.  IMPORTANT:  You must go back and re-edit the registration parameters.  Select “edit” next to the 
word “Registration” under the webinar title, and change the “After Registering” setting back to 

AUTOMATICALLY.  Save the changes.  Those who are registered for the program will get a confirmation 
message as a result of this process. 
 

 



SLA Units—Creating a Webinar or Meeting in GoToWebinar 
Updated 4/26/12 

7 

 

Set Up an Instructor Training Session 

 
1.  Create a webinar according to the steps above, using the agreed-upon date and time for the training 
session.  You can use the instructor’s information and picture, and well as  the trainer’s name, in the 

presenter information section.  There will be no attendees, so no need to share the registration link.  
 
2.  Invite the instructor as a panelist by including their name and contact information in the “Co-

Organizers/Panelists” section of the “Webinar Details” part of the setup process.  Instructors may also be 
invited once the webinar is created by using the “Change Session Settings” drop-down menu.  Select 
“Organizers/Panelists” from the menu and enter the instructor’s name and e-mail address under “Specify 

Panelists.”  Add additional names if necessary.  Hit the “Save” button.  The instructor will receive the 
invitation to join the training session.  If it ’s lost, the invitation can be re-sent by logging in and hitting the 
“Resend All Invitation E-mails” button. 

 
 

Invite an Instructor as a Webinar Panelist 

 
1.  Find the webinar in “My Webinars.” 
 

2.  In the “Change Session Settings” drop-down menu, select “Organizers/Panelists” from the list  and 
enter the instructor’s name and e-mail address under “Specify Panelists.”  Add additional names if 
necessary.  Hit the “Save” button.  The instructor will receive the invitation and link to join the webinar.  If 

it’s lost, the invitation can be re-sent by logging in and hitting the “Resend All Invitation E-mails” button. 

 
 

Pull a Webinar Registration List 

 
1.  Log in and find the webinar in “My Webinars.” 
 

2.  Click the yellow “+” sign to expand visible webinar information. 
 
3.  Under “Registration Report,” select desired file format.  Excel offers the most flexibility. 

 
4.  Click the “Generate” button and select the target directory from the dialog box.  
 

5.  Copy and paste needed information (such as list of e-mail address to which the webinar slides need to 
be sent). 

   

 
 

Present a Webinar 

 
1.  The webinar organizer (producer, leader) must go to http://www.gotowebinar.com and log in with the 
username: slaunitwebinars@sla.org and password: @slaunits5.  Plug in headset.  Hit the START 
button for the scheduled webinar.   

 
**  You may also start the webinar in practice mode by hitting the “Practice” button.  This will allow 
you and the instructor to practice with slides (sharing their PPT and/or other applications with 

http://www.gotowebinar.com/
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you) without the attendees being able to see it.  Once the practice is complete, you can start the 
webinar from within the practice session, and the instructions below apply.   Note that Mac users 
cannot participate in a practice session. 

 
2.  Once instructor is logged in, check audio and go over any last-minute questions. 
**Organizer and instructor are in a private audio subconference and attendees cannot hear any 

conversation under the organizer starts the broadcast.  Attendees are in the waiting room. 
 
3.  Right before starting the webinar, make the instructor the Presenter, and have them open their 

presentation (PPT) and any other applications they will use during the webinar.  All other applications, 
especially e-mail, should be closed.  Once they SHARE THEIR PPT (or other application they will be 
using), it will be visible to participants (participants will leave the waiting room and enter the live session). 

 
4.  Begin audio broadcast by clicking the START BROADCAST button at the top of the control panel.  
 

5.  Start script (brief welcome, etc.), and begin recording at the desired time.  Complete script (speaker 
introduction, directions for submitting questions, etc.) and cue instructor to begin the presentation.   
 

6.  The organizer should MUTE themselves. 
 
7.  Monitor incoming questions and audio quality.   

 
8.  Open and show any polls if necessary. 
 

9.  Forward questions to instructor.  UNMUTE and give instructions for submitting questions through 
computer audio or telephone, if necessary.  Questions may also be submitted through the chat box in the 
control panel. 

 
10.  When instructor has completed the presentation, read “thank you” part of script , etc. 
 

11.  Stop recording. 
 
12.  Give participants a minute or two to depart if you are having a debriefing session with instructor, but 

be sure all attendees have exited (you can dismiss them individually , if necessary, by right-clicking on 
their name and selecting the dismiss option). 
 

13.  End webinar. 
 
14.  When webinar has ended, the recording file conversion will begin.  This can take up to 2 hours or so, 

depending on length and content of presentation. 
 
15.  Once conversion is complete, if you are still logged into the system, you will be prompted to archive 

the recording.  DO NOT archive the recording, as the GTW system storage space is limited.  Any 
archived unit webinars will be deleted. 
 

16.  Share the recording with your attendees and others through your site or discussion list.  Files may be 
stored on sites such as Dropbox for easy access. 

 

Tips for Running a Webinar 

 
1.  Optimal conditions for a presenter are a wired Internet connection, a USB headset (barring 
interference from computer processes; telephone is an acceptable first choice and may offer better audio 

quality depending on computer set up), and all applications closed (including and especially e-mail) 
except for those required for the presentation.  If the instructor is using a laptop with a microphone, the 
microphone should be turned off.  The decision on audio choice (headset or phone) can be made during 

the training session based on information provided by the instructor about their computer setup.  

https://www.dropbox.com/
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2.  If there are headset/computer-related audio issues during a webinar, have the instructor switch to 
telephone.  The call-in information, access ID, and PIN are in the audio box of the control panel.  Click on 

the “Telephone” option to see it. 
 
3.  All questions from attendees go to the organizer, who must send them to the presenter.   

 
4.  Attendees enter the webinar muted.  Up to 25 attendees can be unmuted at a time. 
 

5.  To chat with an individual attendee, right click their name in the attendee list and select “chat.”  
 
6.  The webinar ORGANIZER (designated by the unit) manages the session controls (such as recording 

and polls).  A PANELIST is any instructor (there may be more than one).  The PRESENTER is the person 
sharing their screen/application. Organizers can make someone (i.e. a panelist) a presenter at the start of 
the webinar.   

 
7.  Polls may be created in advance (see instructions above) or after the organizer has logged into the 
webinar.  See the polls box in the control panel to set up the poll (similar to above instructions).  

 
8.  The practice mode of a webinar session is private to the organizer and panelist(s).  No audio is heard 
by attendees and anything shared through the computer cannot be seen.  The waiting room will NOT be 

available to attendees until the session moves from “practice” to “start.”  Practice can be run multiple 
times before the webinar.  (*Note that Mac users do not have a practice option.) 
 

9.  Once the webinar has started, if the instructor shares their screen, attendees will see this and no 
longer be in the waiting room even if the broadcast (which opens the audio) has not been started.  
 

10.  As a default, attendees cannot see the full attendee list.  Once the webinar has started, you can allow 
them to see the list by going to the “Options” menu at the top of the control panel and clicking on 
“Attendees Can See Attendee List.” 

 
11.  Attendees do not have the ability to chat with other attendees. 
 

12.  Webinars should be recorded in Windows Media Player format.  Set this  option in the recording 
preferences box.  Also choose the directory to which the file will be saved so it can be easily located later.  
These preferences will be saved until changed; it’s not necessary to set them for each webinar.  File 

conversion can take several hours depending on presentation length and content  (number of slides, 
application sharing). 
 

 
 

Pull a Webinar Attendee List 

 
1.  Log in and select “Webinar History” in left margin.  
 

2.  Click the yellow “+” sign to expand visible webinar information. 
 
3.  In the “Generate Report” drop-down menu, select “Attendee” and the desired file format.  Excel offers 

the most flexibility. 
 
4.  Click the “Generate” button and select the target directory from the dialog box.  

 
5.  The file lists all registrants (not just attendees), and is sorted with attendees at the top of the list.  Copy 
and paste the information you need to pull (the list of attendees for the evaluation e-mail, for example). 
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Account Maintenance 

 
GTW limits SLA’s file storage to 1GB and this is only for use by Click University. Any unit Webinars 
saved to file storage will be deleted.  
 

General Tips 

 
1.  Don’t forget to include the GTW technical information on the webinar registration pages on your 
website.  Also include some links to GTW help in the e-mail in which registrants are sent the program 

slides.   
 
2.  The final format for GTW program files is .wmv, which will play in Windows Media Player.  Note that 

.wmv must be selected as a format within WMP (Tools/Options/File Formats).  

 
 

Where to Find GTW Help and Additional Information 

 
** Webinar User Guide: 
http://www.sla.org/PDFs/GoToWebinar_User_Guide.pdf  

Detailed instructions for all GTW functionality. 
 
** Organizer Quick Start Guide: 

http://www.sla.org/PDFs/GoToWebinar_Organizer_Quick_Start_Guide.pdf  
Brief overview of scheduling and running a webinar. 
 

** Attendee Quick Reference Guide: 
http://www.sla.org/PDFs/GoToMeeting_Attendee_QuickRef_Guide.pdf  (also see link below) 
How to join a meeting and audio considerations. 

 
Panelist QuickRef Guide: 
http://www.sla.org/PDFs/GoToWebinar_Panelist_QuickRef_Guide.pdf  

If the presenter needs additional documentation beyond their training.  
 
Recording QuickRef Guide: 

http://www.sla.org/PDFs/GoToWebinar_Recording_QuickRef_Guide.pdf  
Detailed instructions for recording a webinar. 
 

Training documents, searchable database, training videos: 
http://support.gotomeeting.com/ics/support/default.asp?deptID=5641 
 

Attendee Quick Reference Guide: 
https://www.sla.org/PDFs/clicku/GoToWebinar_Attendee_QuickRef_Guide.pdf 

 

 

http://www.sla.org/PDFs/GoToWebinar_User_Guide.pdf
http://www.sla.org/PDFs/GoToWebinar_Organizer_Quick_Start_Guide.pdf
http://www.sla.org/PDFs/GoToMeeting_Attendee_QuickRef_Guide.pdf
http://www.sla.org/PDFs/GoToWebinar_Panelist_QuickRef_Guide.pdf
http://www.sla.org/PDFs/GoToWebinar_Recording_QuickRef_Guide.pdf
http://support.gotomeeting.com/ics/support/default.asp?deptID=5641
https://www.sla.org/PDFs/clicku/GoToWebinar_Attendee_QuickRef_Guide.pdf

