
1 
 

An initiative of Department of Biostatistics and Medical Informatics and Medical Education Unit, 
University College of Medical Sciences and GTB Hospital, Delhi                                              

 
 

 
 

Screenshot based guidebook for  
hosting lectures on GoToWebinar 

 
 

Faculty Development Program 

 

Medical Education Unit 

University College of Medical Sciences and GTB Hospital, Delhi 
 

 

 

 

 

 

 

 

April 2020 

 
 
 
 
 
 
 
 
 



2 
 

An initiative of Department of Biostatistics and Medical Informatics and Medical Education Unit, 
University College of Medical Sciences and GTB Hospital, Delhi                                              

University College of Medical Sciences and GTB hospital, Delhi shifts to online delivery of lectures 
from 8th April 2020. The lectures will continue as per the schedule. This document is to support the 
faculty to host their lectures using the login id and password provided to them.  
 
The faculty will begin with opening a browser in their laptops. Avoid using smartphones to host 
lectures.  
 
In the browser, go to www.gotowebinar.com  
You will go to the page as shown in screenshot below. 
 

 
 
Click on Sign In as shown in the pic above. You will be taken to the next page as shown below. Enter 
the log in email id and password as provided to you along with the respective license.  
 

 
 
Go to the next page, and click on Schedule on the GoToWebinar side as shown below. 

http://www.gotowebinar.com/
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The next page will be as follows. Enter the details such as your lecture topic in event title. Click on 
Live as you are doing a live lecture. In ‘Occurs’, let it be default as ‘Once’.  
 

 
 
 
 
Set date and time. In ‘How do you want to interact with the attendees’, click on ‘Standard’. This is 
given in the screenshot below. 
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After clicking on ‘Schedule’, the event will be displayed as given below.  
 

 
 
 
Scrolling down on the page, you have to enter your name as panelist. Go down below and click on 
‘Share event’. In the ‘Share event’, click on ‘Copy event info’ and then paste in your word document.  
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The copy event info will copy the information given below. The faculty must send this link to the 
participants. You can also send the Webinar ID to the students. This link has to be sent to the class 
student representatives whose mobile numbers have been provided to you in another document.  
 
Please register for Sample lecture on Apr 8, 2020 3:00 PM IST at: 
 
https://attendee.gotowebinar.com/register/5909531258246390030  

Webinar ID 
489-396-043 
 
After registering, you will receive a confirmation email containing information about joining the 
webinar. 
 
Brought to you by GoToWebinar® 
Webinars Made Easy® 
 
 
 
 

https://attendee.gotowebinar.com/register/5909531258246390030
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Going further down, you can click on ‘Engage your attendees’. This will give options of ‘Survey’, 
‘Polls’, ‘Handouts’, and ‘Videos’.  
You can upload your powerpoint presentation or other documents in Handouts section.  
 

 
 

 
 
If you want to add a survey form, such as ‘Feedback form’, you can customize the questions of the 
survey. You have the option of send survey to the students at the end of the lecture. This is shown 
below in the screenshot given.  
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You are ready to start your lecture. Ten minutes before your lecture, you login as before, and then 
click on ‘Start webinar’ on the top right side of the scheduled event.  
 
You will see this page as shown below. Click on ‘Open GoToOpener’. 
 

 
 
 
If it doesn’t work, then click on ‘download and run GoToWebinar’ as shown below.  

 
 
It will start downloading as shown below. Click on the downloaded file and you will be taken to the 
GoToWebinar Window application. 
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The GoToWebinar application when launched will look like the screenshot below. Click on the 
Computer audio option.  
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The control panel will be like this. Here you can see the video icon (a), the screen sharing icon (b), 
and various other options. On the top of this control panel there is tab called File. When you must 
end webinar, you can click on the File tab on this control panel. And click on the End Webinar option. 
 
 
 
a 
b  
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The lecture will be automatically recorded. Other details will also be recorded. The students list who 
attended will be automatically received at the e-learning emails through which you logged in.  
 
More resources:  
 
https://support.goto.com/webinar/videos  
 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

Online training and GoToWebinar related support by: 
 
Dr AK Sharma 
Head of Department 
Department of Biostatistics and Medical Informatics, 
UCMS and GTB Hospital, Delhi 
 
Documentation by: 
Dr Amir Maroof Khan 
Coordinator,  
Medical Education Unit, 
UCMS and GTB Hospital, Delhi 
 
Email: mededu.ucms@gmail.com  

https://support.goto.com/webinar/videos
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