
Setting up a GoToMeeting Link 
 
*Please note that you cannot run multiple meetings simultaneously with our current GotoMeeting account.  
 
www.gotomeeting.com 
 
Click the Sign In button at the top right-hand side of the screen: 
 
 
 
 
Type in our Username: 
gcfht@niagaranorthfht.ca 
 
Type in our Password: 
NNfht.2017  
 
Click the big orange SIGN IN button 
 
 
 
Click the orange SCHEDULE button to schedule a meeting.   
 
 
 
 
 
 
 
 
Enter the Name of the Meeting, Select the Date, the Time and the duration of the Meeting. 
Leave all of the other settings alone.  
Click the orange SAVE button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Click the COPY button (to copy the meeting link to your clipboard).  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click the green OK button to finish.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Now you can PASTE the meeting link in to an email.  
Right Click with your mouse and Select PASTE  
(OR Command V) 
 
To Send an email to ALL FHT staff at ALL sites you can use this email address: nnfht@niagaranorthfht.ca 
 
 
 
 
 
 
 
 
 
 
 



 
To START a GoToMeeting when you are the presenter: 

 
www.gotomeeting.com 
 
Click the Sign In button at the top right-hand side of the screen: 
 
 
 
 
Type in our Username: 
gcfht@niagaranorthfht.ca 
 
Type in our Password: 
NNfht.2017  
 
Click the big orange SIGN IN button 
 
 
 
 
Click the START button beside your meeting.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
A Launch Application window will open. Click the OPEN LINK button. (There may be multiple Launch Application 
Windows that appear when it is the first time GotoMeeting is being launched on a device).  
 
 
 
 
 
 
 
 
 
 
 
 



 
If it is the first time you are launching GotoMeeting on a device, you may also see this. 
Select COMPUTER AUDIO.  
You may be able to test your computers speakers and microphone.  
 
If for any reason your computer audio is not compatible, you can use the Phone Call option. You will be given a 
phone number and an access code to use for the audio portion if you choose the Phone Call option.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The GotoMeeting Control Panel will open.  
Make sure that the AUDIO (Microphone Image) and the VIDEO (Video camera image) are GREEN.  
If they are not green, click on them to make them green.  
You will see a list of attendees. New names will appear as new people join the meeting.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
If you need to share your screen, click the SCREEN icon (below the Video Camera Icon).  
You will be asked if you want to share your screen, applications or use the whiteboard.  
Choose Screen. Click SHARE. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The screen icon will be GREEN when you are sharing your screen.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
To END the meeting click on the RED x in the top left corner of the GotoMeeting Control Panel.  
It will ask you if you want to End the Meeting for Everyone. Click OK.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If you have not already done so, please SIGN OUT of GotoMeeting on your web browser as well.  


