Cisco'WebEx
User Training

Cisco
webex



Schedullng a'Meeting -from Outlook

In Outlook, click on a:",:fn“g'i icon. = ()

A Select Schedule WebEx Meeting. If the [ ,_.|”°m
Windows Security Window appears, =1 &m
. New  New Meetll | Schedule ° Delete  Reply Reply Forward
. Email Items~ Now{ Meeting~ J %5 ™ All Meeting template: pic: Meeting Center Default v e
please enter your credentials. You must
enter your username and password to — ¥ Q' Schedule WebexMecting gy V
access WebEX 4 Favorites @) Schedule Personal Roormn Mesting Ten ccina pessmer

B BB =

Send / Receive Folder View Enterprise

(& WebEx Settings x

Meeting Information

Exclude password from email invitation
eat List on public calendar
~ Attendees can join meeting 5 v minutes before starting time

Inbox 1 '\‘ Schedule Personal Conference Meeting

s intitled - Mesting
Sign in i T s Untitled - M
Q Tell haf do.
https://moadfs.mo.gov ”O - {:} e = Tell mewhat you wari “ yw—— Audio & Tracking Registration Resources
x o ppointment ﬁ Elil=] T —_—
Scheduling Assistant § Check Names Aud i : ~
Delete (. Cancel Webex Change e o Meeting Y T hou ko connection ype: | Webx Audio
Username | waerns . Meeting  Settings Notes ! Display global callin numbers to attendees
ions ‘Webex Show Meeting No..
~ Attendees can also join teleconference before starting time
@ You haven't sent this meeting invitation yet.
Passwiord | sessssssssrsnss ‘ . Tow
Bl ea Entry and exit tone: Beep v
send
Location

Starttime | Wed 1/16/2019 | [11:00am - All day event
Cancel
Endtime | Wed 1/16/2019 M@ [11:30am -

AThe WebEx Settin O O S || o lmeetnanes ean stous weeuns oot eice i secton sty s o s s,
accessed here. If desired, you can add a
password for your meeting. You can also
modify other settings as needed which & i Sgrsdesiissing
will be covered in future slides. When

- Required fields
==

In Shared Folder [} Calendar

Meeting Insert Format Text Review Q Tell me what you want to do...

x @ O ﬁ EAppomtment E} F [EE Address Book M usy | €3 Recurrence [ ]
d th h | t E2 Scheduling Assistant il e &5 Check Names & Time Zones i 1
elete 3 , Cancel Webex Change eeting ancel . ategorize
you are done with your changes, selec o oy | Concatm il e’ o e,
2 Meeting  Settings Motes Invitation £ Response Options - 2t Room Finder - +
O K Actions Webex Show Meeting No.. Attendees Options = Tags ~

A Add your attendees to the meeting using @zt mestog nitaien e

This appointment conflicts with another one on your calendar.

the Scheduling Assistant. 1o, | [ OATTSD Comm

. - =1 .
A Click Send to finish your WebEXx e[ e
inVitation ) :::::n:‘e :::E::TE/ZOTQ E 11:00 AM - All day event : fooms

A After the invite is sent it is populated with Fnctne  [Wed V12018 0 [roemm .
Calllng Informatlon' attendee Informatlon' Meeting to discuss the implementation of the upgrade to the Unity cluster,| =
an d Web | In k' ) -- Do not delete or change any of the following text. --

A p as SWO rd IS n Ot r‘eq u | red 0 r n ec es s ary A Webex meeting has been added. Meeting details will replace this section after you save or send this invitation.

to setup a WebEx Meeting. i snarea Foraer [ Caender




WebEX Settings

Password:

Requires all attendees to use the password you set to
enter the meeting.

List on public calendar:

Allows your meeting to be viewed by anyone who
accesses the stateofmo.webex.com website.

Ateticensd e eos) medaing “jarinntesme et i ng
before starting time:

When checked, you can select either 5, 10 or 15

minutes prior to the scheduled start time.

Audio connection type:

Should always be left on WebEx Audio.

Attendees can also join teleconference

before starting time:

If you allow attendees to join the meeting before the
scheduled starting time, you can also allow attendees to
join the WebEXx Audio conference before the meeting
starts by checking this box.

Checking this box will allow the attendees to
communicate with each other prior to the host
starting the meeting.

Entry and exit tone:
Can be set to Beep, Announce Name, or No Tone.

‘(@ WebEx Settings

Meeting Information

Meeting template: pC: Meeting Center Default v 0
Meeting type: peeting Center Pro 1000 v

Meeting password:

Exclude password from email invitation
List on public calendar
| Attendees can join meeting |5 v | minutes before starting time

Audio & Tracking Registration Resources

Audio connection type: WebEx Audio hl

< Display global call-in numbers to attendees

| Attendees can also join teleconference before starting time

Entry and exit tone: Beep v

= Required fields
o |



WebEx Settings Continued

Regqistration Tab

Require attendee registration:

Checking this box will require all attendees enter their name and contact
information prior to entering the meeting (not recommended). You will
also have to approve all attendees who register for your meeting.

Automatically accept all registrations:
By checking this box, anyone who registers will be allowed to join your
meeting.

Resources Tab

Info Tab Templates:
Leave t hibDefaull lofermadian Tabo

Alternate Host:

Place a check mark in the box next to the name of the person(s) you
would like to make an alternate host for your meeting. You can select
multiple alternate Hosts.

NOTE: You can invite anyone to your meeting, but only State of Missouri
employees can be alternate hosts for your meeting.

Automatically play the presentation before the host joins the
meeting:

This file must be in .UCF format created in PowerPoint. Please contact
the help desk for assistance if you need to use this feature.

NOTE: If you need to change
the WebEx settings after the
meeting has been created,
double-click on the meeting on
your Outlook calendar and you
will be able to make changes
or cancel the meeting.

Q

Cancel Webex (& Host Information
Meeting

[{} Change Settings ]

Actions

Webex

(A WebEx Settings

Meeting Information

Meeting template: pqc: peeting Center Default ML
Meeting type: peeting Center Pro 1000 ~

Meeting password:

Exclude password from email invitation
List on public calendar
~| Attendees can join meeting 5 minutes before starting time

Audio & Tracking Registration Resources

Attendees can register prior to join a meeting by entering their name and email
address. This allows you to accept or deny entry into your meeting.

Require attendee registration

Automatically accept all registrations

= Required fields

N =3

O Webex Settings
Meeting Information
Meeting template:  pjc: webex Meetings Default v @

Meeting type:  yyehex Meetings Pro 1000 v
Meeting password:
Exclude password from email invitation

List on public calendar
~ Attendees can join meeting 5 * minutes before starting time

Audio & Tracking Registration Resources
Info tab templates: pefault Information Tab ~
Alternate host: ) | Woerner, Darcy
Cartee, DeWayne
< Porter, Alex
Automatically play the presentation before the host joins the meeting:
Upload...
+ Required fields
o |

~ Don't show me these settings again




StartingYour-Scheduled-Meeting lor-Joining
Meeting You'Acceptedr an Invitation to

To I Do o

Through Outlook

Open your Outlook calendar.
Double-click on the event.
Click6Joi n WebEX

~or ~
If signed into Jabber, click on the
0 St auttdn érom the Meeting
reminder pop-up.

&) Meeting reminder 4
Scheduling
10005 AM - 11:05 AM
me [Host)
WebEx

BT starts in 3 minutes

d
BTN

me et

4 December2017  p
SuMo TuWe Th Fr Sa

3 4 5 6 17

10 11 12 13 14 15 16
17 18 19 20[21]22 3
24 25 26 27 28 29 30

31

4 (@ My Calendars
Calendar
[7] kcrMs03
[C] calendar
[C] calendar (485)
[F] calendar

4[] Team: Woerner, Scott
[C] 0APost Office - DAHC

4[] Team: Kelly, Bill
[2] Kelly, Bin
[C] Brock, Jim
[] cartee, DeWayne
[ Porter, Alex
[T Thomas, Fonda
4[] Other Calendars
[T] Beard, David
4 @] shared Calendars

<

4 » December 18 - 22, 2017

12
8 9 Calendar - Scott.Woerner@oa.mo.gov X
18 Monday 19 Tuesday 20 Wednesday 21 Thursday
4am
500
500
700 \
800
‘Status Update on Unity
. WebEx
goo Staff Meeting Woerner, Scott
Room 350
Kelly, Bill °
1000
Test of Registration: WebE
1700

E Appointment
ES Scheduling Assistant

>_.( i} o £} Change Settings
Ef) . Cancel Webex () Host Infarmation

Meeting Meeting it Tracking -

n g Actions Webex Show

GND responses have been received for this meeting.
This appeintment is next to another one on your calendar,

= To.. OA.ITSD Comm Systems; |
j WebEx
o Subject el
JELHE Location WebEx
Start time ‘Wed 1/16/2019 E| 1:00 PM
End time ‘Wed 1/16/2019 | [1:30PM

Join Webex meeting

Meeting number (access code): 802 768 954

Join from a video system or application

Dial 802768954 @stateofmo.webex.com

You can also dial 172.243.2.68 and enter your meeting number.

Join by phone
1-650-479-3207 Call-in toll number (US/Canada)
Global call-in numbers

Can't join the meeting?

If you are a host, go here to view host information.

NOTE: If you are the host, you can click on
@ohere6 | ink. This wil/l
stateofmo.webex.com website where you can
view the host information and start your
meeting. You may be prompted to enter your
credentials to view the information.

t



WebEx AudioOptions

When joining a WebEx Meeting, tNé! dzehd ¥ideo/ 2 Yy S Gaga \&llyb@dlsplayed Sel&Zall
a S &nd enter thephonenumber you want to be called at, thencliégkl 2 yy SQG | dzRA 2 Q
St SO2y T SNBY ©,80u @il jdirki2e duéetirg)vdgadately upon ¢

T

If you checkBoinii K S

receiving the phone call

T Do

2 Af € OrWiff ELY @AY abtioh2 YLldzi S NQ

NOTE:
Youshould
always select
theW | f f
option as this is
a free call. If
you elect to call
the number
provided, you
will be charged
for the call.

asSQ

Audio and Video Connection

%, Select Audio Connection [h Select Video Connection

Call Me W Mo Video

BE .1 v 573-522-2920 e

Join the teleconference without pressing
e

/

If you have a webcam attached to your PC, or a laptop with an integrated camera, you can select it

You cannot use thi | f f fear® @you are behind an extension. If you are, you will have to us@tt

NOTE:

If you are behind
an extension, you
can also elect to
use a cell phone
to join the

meeting using
theW/ | £ £ a
feature.



WebEx AudioOptions

Once you have clicked on Connect Audio, you will see
the a status window appear.

A When your phone rings, answer the call as you
normally would for an incoming call.

X
) A Onceyou answeryou will see that you are
connected to the call.
o Cisco Webex Meetings
o Vv Participants

Waiting for others to join

00000000

om0

_Conneded .

X



Manage Call'Me Numbers

A To save numbers for future meetings, click on the phm
number box, and thenselett I Yy 3S t K2y S

A Clickond Rki§yQ &2dz gAfft o065 Gt
t NEFSNBYyOSaQ ¢gSoL) ISP
A ScrolldowntdPa @ t K2y Sand eéroy@NAE Q

office phone number. You can also add your cell phorje

and up to two alternate phone numbers
l My Phone Mumbers ol

Office phone

Country/Region Mumber (with areafcity code)

BE 1

b dzV ud§ RP‘%Védeo Connection
1 é\yselect Aﬁu cﬂi]necmm

Call Me

q; g\edgj técnrgt\cE

7 A
u K
~ No Video

573-522-2920 ~

Manage phone numbers ... I

pressing "1"

skip

Cell phone :  Country/Region Mumber {with arsaltity cods)

Altemnate phone 1

Country/Region Mumber (with areafcity code)

Altemate ... — . __untry/Region Mumber (with arealcity code)

« Audio PIN @@

Personal Conferencing

Personal Conference number:  1-650-47! 07 Call-in toll number (US/Canada)

all-in toll number (US/Canada) 0

Show all global call-in numbers

Accounts:  You can sst up to three Personal Conferencing sccounts in your preferences.

Generate account

Account 1 (Default) 84136817 Host access cods
84105018 Aftendes access code
Edit | Delete

» Video Systems

» My Personal Room

» Scheduling Templates
» Scheduling Options

» Support Center

Q Manage Phone Mumbers
Your preferred Call Me numbers:

Label Number

Call Me numbers stored on this computer:

Close




Manage Call'Me! Numbers

A After you enter your numbers, chetthe W | f  boxafd® &y numbers you would like displayed on th
Audio Connection page for future calls.

A Scroll to the bottom of the page and cligkl @S Q&
A You will see a confirmation screen acknowledging your changes.$CNckR &

My Phone Numbers (@

Confirmation =
Office phone :  Country/Region Mumber (with arealcity code)

SEE5555555 Call Me

All the changes are saved /
Cell phone . Country/Region Mumber (with arealcity code)
1 GEE5666656 Call Me
Altemate phone 1:  Country/Region Mumber (with arealtity code)
N o The next time you join a WebEXx
Alternate phane 2:  Country/Region Mumber {with arealcity code)

meeting, the numbers you added will
Ao PN G be available from the dropown.

Personal Conferencing

Personal Conference number:  1-650-475-3207 Call-in toll number (US/Canada) Au d |O an d V | d eo C onne Ctlo n

1-650-478-3207 Call-in toll number (US/Canada) ﬁ

Show all global call-in numbers

Accounts:  You can 2et up to three Personal Conferencing accounts in your preferences. ‘\, Select Audio Connection 4 Select Video Connection
Generate account
Call Me e No Video W
Account 1 (Default): 54136817 Host access code
54105018 Attendes access code E 1 v 555-555-5555 ~
Edit | Dglete "\ .. .
Office: 1-5555555555 \/

» Video Systems

Manage phone numbers ...

» My Personal Room

¥ Scheduling Templates

» Scheduling Cptions I f you want to access you
» Support Center numbers outside of a scheduled meeting,

/ go to stateofmo.webex.com, then click on
Cancel My WebEx > Preferences > Audio. From

% there you can enter your phone numbers.



‘WebEXx Video Options

A You can select it from thaudio and Video Video Connecton %
Connectionscreen when you join the call. v ®

A LT &2dz RARYQlU asSftsSoi .
can still activate your webcam by clicking onse _
the camera icon, then selecting your. -
camera.

A Once selected, clicdk{ (G F NI a &

HD Pro Webcam C920

hers to join

Audio and Video Connection

‘\‘ Select Audio Connection ¢ Select Video Connection
Call Me v Logitech HD Pro Webcam C9... v

g |

| l[_‘“f.‘.

BE .1 v 573-522-2920 v L N\
[ RN

5
=

Join the teleconference without

¥ pressing "1"

N S

Preview only

Your video is not showing in the meeting
yet. @

[=][e)
Ski
Nm P




WebEx Meeting Center

While in your meeting, the Meeting Controls are displayed at the
bottom of the screen.

. 9 Cisco Webex Meetings

File Edit Share View Audio Participant Meeting Help 0 Connected »

v Participants X

6 4} Scott Woerner (Host, me

0]

v Chat

Waiting for others to join

Notes
/ Lock Meeting
Opens / closes

Notes panel Invite and Remind

To: | Everyone

v Notes

Copy Meeting Link

Audio Connection

Video Record

00060000 -
olo
More options

n Ope_n§ / closes Opens / closes
Participants panel Chat panel



Sharevour Screen

As the host, you have the ability to share your desktop with all participants. Once logged in the
web, you can click on the Share Screen icon o . The menu allows the host to share a monitor
(desktop), a file, or an application. Use the scroii bar to see more options

Share content X /
..“ == :-“:J 20 = - . s Share content
Screen 1 Screen 2 Screen 3 = =
nore than D) S ':__.
yu will - o S . o
- FRA— = isco Jabber & Webex Teams E| Microsoft Excel @ Microsoft Power...
wing e - ,
sz . = [Inean s —"—
]g yOU tO Cisco Jabber(3) B Microsoft Power... ¥ Microsoft Outloo... 2 Internet Explorer
- monitor = = = =
share. When sharing your desktop, the menu bar I Caater Bl seres P Phetes o s
i You're sharing screen 1.
appears at the top center of the screen B = +
you are Sharlng' Hovering Over It WI” give Share File Other Applications New Whiteboard
you a drop down menu with more options.

Nl '|'_q. n] P - Pt ,-? _
[ stop Sharing T 8 S ® Q %

Share Aszzign Connection Recorder Participants Annotate

MO.gov Live Stream You're sharing screen 1.

bf Admin ...

When sharing your screen, everyone in the WebEx meeting can see everything on
your screen. Make sure they are authorized to see your screen BEFORE they see
it. Itis recommended that you use the Share Application or Share File option (if
N possible) to avoid any potential issues with information displayed when using the

share screen option.




Pass the:Ball

While in the web int
the Ball 6. Passing t
participant allows them to share their
desktop. You simply drag the ball from your
name and drop it on another users name
from the d@Participantsalist.

A Once the ball has been passed it will confirm
that you want to change the presenter.

A Once you have confirmed to change the
presenter the ball will appear by the users
name.

A As the host, you can stop that person from
presenting at any time by assigning yourself
as the presenter by right clicking on your
name, hovering over
selecting6 Pr e s e iau ean dlso click on
the ball and drag it back to your name.

~ Participants *

resenter Change Role To

Y]

MMute
Unmute
Mute All

Unmute All

Chat

Bl %, Scott Woerner (Host, me, internal)

} fonda ')

Change Presenter

Do you want to change the presenter to fonda?

e

Yes

60 Ch g

Mo

Connected »

~ Participants *

(Host, me, internal)

_ & x
Connected »
A ~ Participants X
e a S
h e %, Scott Woerner | (Host, me, internal
%, fonda
v Participants *x



Meet Now

In Outlook you can select 6 Me e t tdNbeginGan T
instant meeting without having to schedule it in '

advance Serd [ Receive Folder
: | | | | : .
Once you make you audio selections and click on [=1] ."T"j (0] = X
0 Connect,tha mekiing Will start. The next slide New Mew  Meet Schedule Delete
i i i i . Email [tems= MNow Meeting - 8@'
will describe how to invite someone to the meeting. o T -

File Edit Share View Audio Participant Meeting Help
v Participants

©
Q Scott Woerner (Host, me, internal

Audio and Video Connection

\ %, Select Audio Connection [h Select Video Connection

Call Me v No Video N

e

o
Sm 0000000



Meet Now

A Once in the meeting, you can invite attendees to join your meeting by

selectingdl nvite & Remindb©®

A A dialog box will open allowing you to enter the email addresses of those

you would like to invite to your meeting.
A Once you have entered all of the names, click Send.

Waiting for others to join

[Z] Notes

Lock Meeting

Invite and Remind /

Copy Meeting Link

Invite & Remind

& S O]

Erna Phone Rernind

Invitees:

Bill.Kelly@oa.mo.gov

Alex.Porter@oa.mo.gov *

Allow attendees to bypass
registration

Invite with your local email /

Send

@@0@@@/‘@

E Click on .to access the

Njm Invite and Remind option.




Advanced Options

. Recording a Meeting
- Using the Whiteboard
. Odd Screen Solution



Record-a-Meeting

Or click on the Record icon at the bottom
of the screen.

From the Meeting tab sele®ecorder Settings >
Record on Server

Make sureRecord Audio from This Computier
checked.

Q Cisco Webex Meetings
File Edit Share Wiew Audio Participant Help

Information
Audio & Video Statistics...

Start Recording

Record on This Computer Recorder Settings 3

® Record on Server

Welcome Message...
v Record Audio from This Computer Options...
Recorder Pane Lock Meeting

Then selecMeeting > Start Recording. Then click on the Record button.
Q Cisco Webex Meetings
File Edit Share View Audio Participant Help
. Infarmation
© Audio & Video Statistige?., /
Start Recording

Recorder Settings v

Welcome Message...
Options...

Lock Meeting




