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1: Why online meetings are vital
Our work has continued to accelerate in recent years. The  
competition doesn‘t sleep, and the market changes every day. 

A flood of emails and meetings sets the pace. We have to react, 
decide and answer quickly. It’s enough to make your head spin. 

Wish you could take a break? Clear your mind, take a step 
back and look ahead to the next appointment?

Online meetings are one way of creating a bit more freedom. 
Take back control over your day – skip the business trip and 
work from home for once. Break the chain of endless emails 
and clarify complex problems by discussing them directly. 

You can do this with online meetings.

This eBook will give you ideas by showing you whom online 
meetings are suitable for and how you can use them to change 
your everyday work and achieve more.

Discover a new meeting culture ....
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Online meetings can be productively used in almost all 
business areas; the methods of application are as varied as 
your company is. Unleash potential and increase efficiency 
while saving costs. 

Use online meetings in sales to:

•	 Shorten the sales cycle with virtual presentations.

•	 Quickly build direct personal customer relationships.

•	 Reach more sales contacts within the  
same timeframe.

Use online meetings in marketing to:

•	 Streamline agreements with agents.

•	 Accelerate decision making.

•	 Present new features and current products directly on  
the screen.

Use online meetings in project management to: 

•	 Bring together geographically distributed teams and  
promote teamwork.

•	 Present concepts and milestones to decision makers  
and managers.

•	 Hasten reactions to project changes.

Use online meetings in the training center to: 

•	 Train	your	sales	partners	without	having	to	travel.	

•	 Save	on	the	costs	of	seminar	rooms	and	equipment.

•	 Communicate	learning	content	directly	to	the		
learners‘	screens.

Use online meetings in management to: 

•	 Maintain	contact	with	remote	locations	as	if	you	were		
on	site.

•	 Hold	speeches	and	presentations	simultaneously	at		
several	places.

•	 Act	quicker	by	being	able	to	involve	experts	in	meetings	at	
any	time.	
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2: How companies benefit from online meetings.
It‘s worth using online meetings company wide. Whether you work in sales or marketing, or if you simply want to organize your work 
more efficiently, with online meetings, you can solve 7 frequent business problems at once:

1. You can act quicker. As the first in the market, you will have   
    an unbeatable USP and, therefore, increased sales and profit.

2. You can offer more flexible working hours since your  
employees can also work from home. This will make your 
company more attractive to prospective personnel.

3. You can better handle complex processes that occur in  
projects. Geographically distributed employees can work  
together at any time whenever questions arise.

4. You can increase efficiency by eliminating temporal and  
spatial obstacles such as travel delays. Instead of spending 
time unproductively in traffic jams, you can concentrate on 
what‘s really important.

5. You can distribute knowledge effectively and without much 
organizational effort. Thanks to live communication directly 
on-screen, you will reduce misunderstandings and  
streamline communication. 

6. Participants take part in audio conferences free via VoIP and 
headsets, so costly telephone charges are not necessary. 
Many modern providers also make conventional telephone 
services available via free phone service numbers or regular 
phone numbers. 

7. You are unaffected by work interruptions such as those 
incurred by labor strikes or natural catastrophes. This means 
you are always able to act, even in difficult situations. 

According to Gartner analysts, 75 percent of companies already use web conferences as a standard application in 2011. The 
market researchers at Frost & Sullivan forecast an annual market growth of 20 percent for web conferences until the year 
2014. This comes as no surprise since no other instrument is as well suited to increasing efficiency and making company 
processes more flexible than online meetings are.
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3: What exactly is an online meeting?
Online meetings are conferences that take place over the Internet. This means that a physical meeting at a specific location is 
no longer necessary. In order to hold an online meeting, you will need an Internet-capable computer, headset, webcam and a 
corresponding application, such as GoToMeeting.

The online meeting application provides the users with a virtual conference room where participants meet and see each other via 
webcam. By using screen-sharing technology, everyone sees the same screen content. So, for example, you can comfortably follow 
slideshow presentations on your own monitor.

Another basic function of online meetings is remote control of a participant‘s computer. People can use this to work together across 
distances; for example, to work on a document at the same time or to use the same application.

Voice transmission via VoIP helps companies save enormously. Sophisticated tools such as GoToMeeting also have an integrated 
audio conference function, meaning that each participant can individually select whether they want to participate in the meeting via 
telephone or VoIP.
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Glossary:

Online meeting – Also known as a web conference, online meetings take place in a 
virtual environment and may include video and screen sharing abilities.

Webinar – Similar to online meetings, webinars differ in that they are aimed at hundreds 
of participants and are used for organizing web events.

Webcast – Webcasts are events that are recorded for the Internet. They are usually 
designed for presenting content to a large public.

Screen sharing – A technology for transmitting screen content to external  
computer displays.

VoIP – Voice transmission via an Internet Protocol. The voice 
information is split into smaller data packages and then transmitted online to the 
recipients. The data packages are put together again when they are received.

Meeting remote control – Providing they have authorization to do so, an attendee in 
an online meeting can take control of another participant‘s mouse or keyboard.
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4: How online meetings increase corporate efficiency
With online meetings, you can hold conferences and presentations whenever and wherever you want. The only prerequisites are an 
Internet-capable computer and, should you choose to hold a video conference, a webcam. 

Online meetings give you unrivaled flexibility. Hold sales presentations, train customers and employees or pass on confidential  
information to co-workers and partners.

With online meetings, you increase productivity through improved presentation options and simpler cooperation across distances, 
reduce significant travel and operating costs and boost sales by having more time to interact with interested parties, securing a quick 
and high return on investment.

5: The personal advantages of online meetings.
One of the great things about an online meeting is that you are not dependent on location or time zone. It‘s irrelevant where you hold a 
meeting and whether you want to involve someone else in the conference.

Is your child sick, or can you not find anyone to look after your dog? No problem — simply hold your strategy meeting from home. 
With your child in the next room, or your dog at your feet, you can be confident that you are exactly where you’re needed most.

Work independent of location 

Do you work in distributed teams with members who live in different time zones? Use the afternoon to run errands or to enjoy a coffee 
at the Italian café around the corner; then work in the evening with your overseas colleagues. 

Plan flexible working hours

Online meetings help you to concentrate on the important things in your life.
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Concrete benefits of online meetings:

•	 You	no	longer	have	to	worry	about	traffic	jams.	Join	the	meeting	at	the	click	of	a	mouse,	right	from	your	own	desk.

•	 You	are	on	the	safe	side.	Unforeseeable	natural	catastrophes	or	strikes	can	no	longer	thwart	your	plans.

•	 You	can	clarify	questions	with	colleagues	and	partners	easily	on	the	screen.	Immediately	show	the	problem	instead	of	sending	
emails	back	and	forth.

•	 You	can	improve	your	work-life	balance.	Work	from	home	whenever	you	need	to	and	still	be	contactable	by	your	boss		
and	colleagues.

•	 You	can	say	farewell	to	stress.	Forget	about	the	hassle	of	operating	overhead	projectors,	copying	handouts	or	washing	lunch	
stains	off	your	shirt	in	the	office	lavatory.

6: What you should be aware of with online meeting tools
With	Citrix	Online	solutions	you	can	rely	on	years	of	experience	and	innovation	from	a	market	leader.

GoToMeeting	is	earmarked	by	four	standard-setting	features:

•	 Ease	of	use	–	ensures	employees	throughout	the	company	will	quickly	learn	the	tool	without	the	need	for	much	training.

•	 Integrated	phone	and	VoIP	service	–	guarantees	massive	audio	cost	savings.

•	 High-definition,	streaming		–	allows	you	to	work	face	to	face	with	anyone,	from	anywhere.

•	 Around	the	clock	support	–	provides	high	customer	satisfaction	thanks	to	a	global	service	organization	and	free-of-charge		
product	updates.

GoToMeeting	is	very	easy	and	intuitive.	No	training	is	required,	so	you	can	get	started	right	away.	
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Play it safe

With the web conference tool GoToMeeting, you start profiting 
from the very get-go due to an optimized user interface with  
self-explanatory functions. 

•	 Data is secured at all times through end-to-end encryption, 
achieved with the point-to-point Secure Socket Layer (SSL) 
method and 128-bit Advanced Encryption Standard (AES).

•	 User authentication and passwords are protected against 
a wide range of attacks, including passive eavesdropping 
and active password cracking with the Secure Remote 
Password (SRP) protocol.

Thanks to a convenient online administration center for 
administering user rights, you can prevent program misuse 
and manage the organizers of your online meetings in different 
groups. If required, you can define the scope of functions that 
should be available. For example, you can set it such that only 
meeting organizers within management may remotely control 
applications on other computers.

All you can Meet

Another advantage of GoToMeeting is its simple and econo-
mical licensing model. With GoToMeeting you can hold as many 
online meetings as you like, because you pay an affordable 
monthly flat rate. Say goodbye to old-fashioned pricing models 
that are billed by the minute or number of meetings.
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Participation is free of charge for your meeting attendees. 
They don‘t have to register or install a program on their 
computer, either.

GoToMeeting – Online Meetings Made Easy

Video Conferences for Better 
BusinessRelationships

With GoToMeeting, holding HD-quality video conferences 
with up to six participants is as easy as a mouse click. 
Participants see the presenter’s screen and webcam streams 
simultaneously, and can even stream their own webcam for 
face-to-face collaboration. 

The advantages: 

•	Your presentations take on a much more personal note. 
You’ll be able to react to body language and increase your 
closing rate.

•	 Face-to-face interaction makes online meeting 
communication much more clear. 

•	 Maintaining contact with remote team members is 
much more rewarding.

GoToMeeting: HD video, audio and screen sharing for one 
low, flat rate! 
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Audio on all channels

Regular phone calls with field service employees or customers 
and colleagues abroad can quickly eat into your budget. 
Thanks to online meetings, you can now forget about 
expensive national calls and audio conferences.

With GoToMeeting you can communicate freely without having 
to worry about the telephone bill. Use the built-in VoIP 
technology and hold audio conferences over your Internet data 
line; alternatively, use GoToMeeting’s own integrated audio 
conference function. You can even combine both technologies 
in one session by giving your attendees the option to choose.

The best thing is that you can speak for as long and as often 
as you like, since customers find that not only is GoToMeeting 
extremely easy to use but its price model is too: everything is 
included in the affordable monthly flat rate.

GoToMeeting – Simultaneous VoIP and audio conferences! 

The diagram shows different information types and transmission technologies and provides information 
about which tool is best-suited for transmitting information.
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Online meetings versus video conferences

Do you remember video conferences? They were an attempt 
to provide a large-sized screen in classic meeting rooms and 
equip them with computers, microphones and a camera system. 

The participants had to travel to attend the meeting, and with 
a bit of luck, they would still have time to familiarize themselves 
with the technology – assuming that they weren‘t held up 
by traffic.

With GoToMeeting, you can hold HD-quality video conferences 
wherever you happen to be. Traffic jams, travel costs and bad 
weather – leave those in the past. All you need is an Internet-
capable computer, a webcam and GoToMeeting.

When an online meeting user boots his laptop at home, in the 
hotel room, vacation home or comfortably at the writing desk 
at the office. Traffic jams, strikes and bad weather – leave them 
outside the door. 

Whereas relaxed users of an online meeting can open their 
notebooks at home and start  with just one click, video 
conference participants often had to frantically search around 
for the person holding the key to the video conference room, 
all the while brainstorming an apology for being late as an 
introduction to the presentation.

GoToMeeting – Increased productivity in the whole company! 
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Online meetings versus telepresence

If you want to experience science fiction first hand, you 
can consider taking part in a telepresence event. However, 
communicating via telepresence requires a lot of  
preparatory effort.

It‘s best if interested parties convert a meeting room into a 
pure telepresence room – several life-size screens on the walls, 
cameras that can capture different angles and computers that 
add a touch of “3D” to the 2D screen. The aim is to create the 
illusion that all participants are sitting in the same room.

Telepresence is usually intended for top managers who do 
not shy away from its enormous operating costs and high 
dependency on external providers. 

With GoToMeeting, you get a telepresence-like experience.

GoToMeeting – Save costs and act independently! 
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7: How to use online meetings correctly
Once you‘ve found a professional online meeting tool such as GoToMeeting, you want your first web conference to be a resounding 
success. Here are 5 important tips:

1. Choose one solution.

2. Use online meetings frequently.  
Online conferences can be used flexibly in terms of time and location, thereby eliminating time-consuming planning. You 
can discuss projects much more simply and quickly if you avoid the complicated telephone and email route. Use this to your 
advantage! It makes more sense to review important matters often and directly than it does to pack infrequent meetings full  
of information.

3. Set time limits.  
For more comprehensive meetings, set a time frame. The participants get down to business quicker and focus on discussions better.

4. Prepare carefully.  
The informal impression of an online conference is deceiving – even though you don’t have to worry about logistics, thorough 
preparation is a requirement for any successful meeting. In a broader sense, this also means observing etiquette, which includes 
correct manners and appropriate clothing for video-supported online meetings.

5. Take advantage of the digital possibilities.  
Online meetings offer functions that you cannot benefit from in a classic in-person meeting. Work together on documents and 
use visual resources such as digital markers.
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8: What you should remember when introducing new software to your company
The future is SaaS
The introduction of new software places obstacles in the paths of many companies, making the integration of updates into existing 
system landscapes difficult. You should therefore use Software-as-a-Service (SaaS). This takes the pressure off your IT department as 
you are always up to date.

You can get started straightaway without any roll-out costs or lost time. You don‘t have to import any patches or updates either, since 
the solution provider does all that for you.

A further advantage of the SaaS model when compared to purchased software is the security of being able to use the application 
across operating system updates without any interruptions – the solution provider takes care of the required compatibility. Purchased 
software, however, often incurs costs for expensive upgrades or procurement of new patches.
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9: Successfully Holding Video Conferences
HD webcams are generally affordable, and, thanks to Citrix Online’s innovative GoToMeeting with HDFaces, companies and individuals 
can profit from high-definition video conferencing.

7 tips that will help you achieve your video conferencing goals:

1. Test your technology.  
Prior to your video conference, check that your webcam is oriented correctly and all settings are correct. Also pay attention that 
lighting is favorable. 

2. Take a look at your mirror image 
Even just a tiny inkblot on the face can distract meeting participants from the contents of your speech. The GoToMeeting screen 
shows a video image of how you look to others, so make sure you look appropriate before starting your presentation.

3. Check your surroundings.  
Your surroundings can be very distracting during a video conference. That’s why it’s important that you have a muted, respectful 
background to keep the focus on your content.

4. Avoid background movement. 
If you initiate a video conference from your office, try to prevent colleagues and passers-by walking through your picture. 

5. Maintain control.  
With GoToMeeting, you can have up to six webcam streams going at once. If one of these images is defective or distracting, 
switch off this image. The audio and screen sharing for all the others will remain intact.

6. Keep things authentic. 
Behave naturally and avoid pretenses. As the meeting organizer, your behavior will set the tone for everyone else.

7. Make your position as leader work for you.  
Use video conferencing often and extensively. You’ll be surprised how much an engaging smile can help build solid business 
relationships with customers and prospects. 
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Checklist
When choosing an online meeting solution, you should be  

able to answer “Yes“ to the following seven questions: 

1. Is the solution easy to use so that employees and 
customers accept it and use it frequently?

2.  Do your meeting attendees have the option of 
participating in your online meeting via audio conference 
or VoIP?

3. Does the provider follow a long-term online meeting 
strategy that guarantees a reliable partnership?

4.  Can you brand the solution with your own logo?

5.  Does the solution enable a high degree of scalability so it 
can grow with your company’s requirements?

6. Can future developments be integrated into the solution 
as they become available?

7.  Are the costs of the solution straightforward, and is 
around-the-clock support included?
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