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Quick Reference Guide with detailed steps to schedule Webex Meetings

If you have never scheduled a WebEx meeting and/or you’ve never signed into Jabber, it is
possible that your WebEx account has not been automatically generated yet. Make sure you’ve
signhed into Jabber for the first time before attempting to schedule a WebEx Meeting to ensure
your WebEx account gets generated. If you HAVE already scheduled WebEx meetings in the
past, you can skip to step 7 on the third slide.
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Upon launching Jabber, you will be presented
with a login screen. Enter your credentials in

the format shown in the screenshot. Once Cisco Jabber
finished entering your information, click Sign
In.

Username: Replace “example” with the
username you use to unlock your computer.

Replace “de” W|th the doma|n you,re d Enter your username and password for Phone Services
member of, which will be ads, bds, or cds. s instent Messaging.
Password: This is the same password you example@bds state.mo.us

use to unlock your computer. ¢

When signing into Jabber for the

first time, a separate popup window -
will appear with the Missouri state % motrust.mo.gov

flag. Sign into this page with the e

following format:

Username: bds\example

Replace ‘bds’ with the domain
you’re a member of, either ads,
bds, or cds. Replace ‘example’ with
the username you use to unlock
your computer.

Password: This is the password you
use to unlock your state computer.
Signing into this page will generate
your WebEx account.
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Quick Reference Guide with detailed steps to schedule Webex Meetings

Insert Format Text Review 2 Tell me what you wan|

x m O =] Appointment @ Eﬁ [

L,?Scheduling Assistant

Delete = ,  Add WebEx Teamns Meeting C
* Meeting ~ Meeting MNotes Inv
| Open a blank calendar invite in Microsoft Actions WebEx Show Teams Meeting ' Meeting Motes
Outlook and invite your attendees’ fill in @ vou haven't sent this meeting invitation yet.
your subject/location, and adjust the time & | [ swalon. Micad: B Feim. Laa
date. =7
Subject Team strategy meeting
5end
Lacation Webex meeting
Start time Thu 3/29/2018 12:00 PM - D Al
Endtime | Thu 3/29/2018 12:30 PM -

Meeting Insert Farmat Text Review Q

IGCIick the Webex dropdown menu along the x m O 5] Appointment %
top and select Add Webex Meeting. A =) Oc, Assistant
popup should appear stating that you need Delete © . Add webay Teams
to login to your WebEx account for the first Meeting - Meeting
time. Click OK. Actions IQ Add WebEx Meeting ns Meetin
ﬂ‘r'n:nu haven't ﬁ:] Add Persorgl Room
Q Cisco Webex Meetings l ®

You need to login to your Webex account first to use this function.
Please click the OK button below to login, and then try it again.

Coc ] e

I The Cisco WebEx Meetings program will appear. Q Cisco Webex Niiiings & - X
Enter your email address here, NOT your username. .
Then click Sign In. It will then ask you which WebEx
site you’d like to use. Type or select Which Webex site do you want to use for

stateofmo.webex.com. For some, a list appears that
you can select from, for others you may have to
manually type the URL. Once you’ve got the correct
site information selected/entered, click Next. [

T I Email
| T raddress

o stateofmo-test.webex.com

stateofmo.webex.com I " URL selection
list

Enter your site URL:

Domain site URL

-

URL manual entry box

This will bring you to the state flag login page again. '
Enter your credentials, same as you did for step 1a

above, and click Sign In.
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'e The WebEx program will notify you that : &
they’ve sent a verification email to your
email address. Find the email in your B
inbox and click the prominent green Verify your email address
button that says Verify your email Weve _‘um_:_*. your email address o outor iy o e g s ci o

address. A webpage will open stating
that you’ve verified your email address.

Verify your email address |

You're required to verify your email address to improve your

H account security. To complete this one-time verification
You can go ahead and C|ose thls process, follow the instructions in the email message we've 4 . A
icking the link doesn't work, copy and paste this link into your
We b pag e . sent to you. rowser address bar to verify your email address:
http tateofmo.webex.com o/verifyemail. php?
USID=2d2a724ffc2c49ca8685c7 1c9bdbcall
N
L)
N/

You've verified your email address for Cisco Webex Meetings, "s!"P? S0 nip/nepuenexcon
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Quick Reference Guide with detailed steps to schedule Webex Meetings
(Continued from previous slide)

Back in your Outlook appointment for
this meeting, click the Webex dropdown Meeting T o T
menu along the top and select Add .
Webex Meeting. This will generate a x ) o =] Appointment E’g
unigue meeting link, meeting number, Wﬁﬁiﬂﬂnt

. . Delete [ Add WebEx Teams
w\(. A settings box will 3 Meting - Meeting
auF(_)matlcaIIy appear and offe:r you the Actions IQ Add Webbx Meeting | s Meetin
ability to customize your settings for
this specific meeting. When you’'re @ Vou haven't @ Add Personal Room

done, click OK at the bottom of the
settings box.

@ NOTE: A password is required for all Meeting password: kqPUSVESyaW

meetings, events, and training
sessions. WebEx will automatically
generate a password for you during the
scheduling process. You can modify
this password to your liking, however
you MUST have a password set to
schedule the meeting. This field can
NOT be blank. This will NOT affect the
joining experience unless you are
joining by manually entering the
meeting number on the WebEx site, at
which point you will also need to enter
the meeting password in order to join
the meeting.

This is an example of an automatically
generated meeting password.

You’ll now see a Webex message in the body of the invite. If you reserved a conference
room, that will be visible in the location field. If you would prefer to see all of the Webex
Meeting details (link & access code) prior to sending the invite, Click Save. If not, click Send
and you’re all done! Your unique meeting link and access code will be generated and sent to
your attendees AFTER you click Send.

Team Strategy Meeting - Meeting

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

m O ‘I} [=] Appointment @ m @ @n = Meusy _:

E Scheduling Assistant

Delete 5. Cancel Webex Change Skype Meeting Cancel R .[:_l. 15 minutes - |r
Meeting  Settings Meeting Motes Invitation <_'"—_| - [
Actions Webex Show Skype Meeti... | Meeting No... Attendees Options

@‘r’ou haven't sent this meeting invitation yet.
This appointment is next to another one on your calendar.

To.. Maxfield, Jennifer;
E. Subject Team Strategy Meeting
send Location ‘Webex meeting
Start time Fri 6/14/2019 E 1:30 PM hd D All day event
End time Fri 6/14/2019 E 2100 PM -

-- Do not delete or change any of the following text. --
A Webex meeting has been added. Meeting details will replace this section after you save or send this invitation
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Quick Reference Guide with detailed steps to schedule Personal Room Meetings

Open a blank calendar invite in i i Insert Format Text Review Q Tell me what you wan
Microsoft Outlook and invite your x = Q ITS) Appointment $ @ [
attendees, fill in your B T ES Scheduling Assistant T Meet .
R . . . elete . e eams eeting
subject/location, and adjust the time 8~ | Neeting - Meeting Notes  Inv
Actions WebEx Show Teams Meeting Meeting Notes
& date.

0Y0u haven't sent this meeting invitation yet.

To... ¥ Swallow, Michael; ™ Helm, Laura
:EI Subject Team strategy meeting
e Location ‘Webex meeting
Start time Thu 3/25/2018 - DA|
End time Thu 3/25/2018 -
Cli Meeting Insert Format Text Review g
ick the Webex dropdown menu along
the top of your calendar invite and x [=) Appointment
select Add Personal Room. This type of i Assictant $
meeting will offer a static meeting link, Delete . Add Webay Teams
meeting number & host pin that never il b S
changes. Actions (Q Add WebEx Meeting ns Meetin

0‘(.;.|_| haven@ Add Personal Room I

Note: You will not see the option to
customize settings for your personal
room as this is done in your Webex site.
Please see quick guide titled Personal
Room Setup & Preferences for more
information.

You’ll now see a Webex message in the body of the invite. If you reserved a conference
room, that will be visible in the location field. If you would prefer to see all of the Webex
Meeting details (link & access code) prior to sending the invite, Click Save. If not, click Send
and you’re all done! Your static Personal Room meeting link and access code will populate
and send to your attendees AFTER you click Send.

Tearn Strategy Meeting - Meeting

File Meeting Insert Format Text Review Help ¢ Tell me what you want to do

m O {:I. Ehppointlment | @ m @ ;@5 = Meusy ':'

ESchedulmg Assistant

Delete . Cancel Webex Change Skype Meeting Cancel .[;1 15 minutes = |r
Meeting  Settings Meeting MNotes Invitation <i':| - |:
Actions Webex Show Skype Meeti... | Meeting No... Attendees Options

@‘r’ou haven't sent this meeting invitation yet.
This appointment is next to another one on your calendar.

To.. Maxfield, Jennifer;
% Subject Team Strategy Meeting
eend Location Webex meeting
Start time Fri £/14/2019 E 1:30 PM - |:| All day event
End time Fri 6/14/201% E 2:00 PM -

-- Do not delete or change any of the following text. —
A Webex meeting has been added. Meeting details will replace this section after you save or send this invitation
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