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Recommended before the Patient Based Assessment

System checks:

Is your firewall blocking GoToMeeting?
GoToMeeting Firewalls

Can your system accept GoToMeeting events?
GoToMeeting System Check & System Requirements for Attendees

Have you tested your Microphone/ Webcam/ Speakers?
GoToMeeting Event

GoToMeeting quick start (YouTube guide)
GoToMeeting attendee quick start
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https://support.goto.com/meeting/help/how-do-i-configure-gotomeeting-to-work-with-firewalls-g2m090002
https://support.goto.com/meeting/system-check
https://support.goto.com/meeting/help/system-requirements-for-attendees-g2m010003
https://support.goto.com/webinar/help/join-a-test-session-g2w060001
https://www.youtube.com/watch?v=8VaHHVP0FCU&feature=emb_rel_end
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GoToMeeting software

Following your system checks in slide 2, you will
need to download the GoToMeeting Application for:

Windows
Mac

This is the only way you can successfully record
your PBA.
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https://link.gotomeeting.com/help-windows-install-guide?_ga=2.136351792.123781153.1588585797-730513069.1571924000
https://link.gotomeeting.com/help-mac-install-guide?_ga=2.259185802.123781153.1588585797-730513069.1571924000

Best Practice

Please do not save recordings to your local drive

To record an Event, you must download the GoToMeeting app. If using the
web browser, you will not have the option to record

We recommend you log into your GoToMeeting account, click on one-
time and a list of your scheduled events will appear. Currently, it auto routes
into ‘My Room’ which means they will not meet the apprentice
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Connecting to your event

To access a full list of your events, use Google Chrome and login to your
GoToMeeting account at https://www.gotomeeting.com/en-gb/meeting/sign-in

Once you have logged in successfully, you will be in ‘My Room’ you will need
to click on one-time to view all of your up and coming events.

With the GoToMeeting software installed, when you launch the event it will ask
you to launch using the app, which we recommend you do. Otherwise, you
cannot record your event.

Please ensure you join your event 15 minutes prior to the start time. ’ o ¢
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https://www.gotomeeting.com/en-gb/meeting/sign-in

Joining your GoToMeeting — Google Chrome

When you click on your booking link, you will be taken to your chosen
browser; please note browsers will provide different options: ¢

Choose an audio Py

ABC123 / Test Learner
Waiting for Alexander Shipton to start the
meeting.

Google chrome
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Controlling your GoToMeeting - Google Chrome

1. Choose how you wish to use your
audio (Computer Audio is preferred)
2. Allow Google Chrome to use your
Microphone

Choose an audio ¢

If it says “awaiting organiser” then click
on the organiser button to login and start ——
the meetlng Waiting forzEI;g::;t;J:gfl;ie;Itger:tostartthe .

meeting.

If you're the organizer, please start the meetin

Y
Cit
G’%




@ Alexander Shipton's Meeting

AS

¥ Alexander Shipton »

MEETING ATTENDEES

¥ EPA3 Team 3

« To view attendees click on the silhouette to expand the page

« To make attendee a presenter click on the three dots next to their name whichgill ¢
give you the option to Make Presenter

« To record you will need to click on the following symbol and the web app will opg
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Talking:

Recording

Audio » treen Webcam »

When you and the candidate are ready

. . 2
you WI” need to Stopped Mo one sees your screen
« Ensure the webcams are being shared N 5:'“5““‘"9“3"-
 Press Record
Q Presenter:
)
Alexander Shipton (me, presenter, crga...
We need to ensure Record is pressed, this Will| ) share keyboard & mouse with:

also ensure the candidate’s ID is checked. Noene 2

»  Audience view

Prompts for Examiner to ask candidate

v Attendees: 1 of 26 (max)

W, =« Alex Shipton (me, presenter, organ... v

Please can you show your ID ¢ Alexander Shipton <
Please can you confirm you are alone

Carry out an environment check of the room
Please can you confirm you are ready to start | war & Wcal & invite
your PBA. 5 A
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Making a delegate a presenter

Click on the Attendees tab to expand

Vv Attendees: 2 of 26 (max)

o) Alexander Shipton (me, presenter,... vV
EPA3 Team 3 v

Right click on who you wish to make presenter, then select Make Presenter... ¢

EPA3 Te;n'\ '.3:_ -
- Connected to Audio

Mute EPA3 Team 3

Send unmute request

Send Webcam Request

Make Presenter...

Make Organizer...
Give Keyboard and Mouse h .

Allow Drawing

v Allow Attendee List
v Allow Chat
Send Chat Message...
Cityg& | Copy Email Address to Clipboard
Guilds ‘ Dismiss EPA3 Team 3...
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Making a delegate a presenter cont.

A prompt box will appear, you will need to press Yes ¢
X
@ Verify Presenter Change °
Are you sure you want to make EPA3 Team 3 the Presenter?
L 2
[] Request keyboard and mouse control Yes No
Your candidate will then receive the following
and must click Share.
They can then share their webcam.
®
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Ending your GoToMeeting

When you have finished your Webinar, you can end this by clicking on the X top right of the screen. This
will provide the following prompt

@ Leave or end meeting?

Choose someone to host the meeting after you leave or end the meeting for all.

End Meeting for All Choose an Organizer & Leave Cancel

Choose End Meeting for All which will then ask if you are sure, press yes

Where will | find the recording?

The recording will be automatically saved in GoToMeeting and made available to the OSCE Admin
team who will upload the recording into Learning Assistant.
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Troubleshooting

¢

A troubleshooting guide will be added to the VN-PBA Examiner Document Library

City
Gui%c%

13




