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1. WebEx Overview

WebEx is a set of tools designed for personal and corporate collaboration. It’s used to connect to others, typically
through the internet, and allows you to communicate with audio, video, text chat, file sharing, whiteboard and other
features.

WebEXx uses:

e To hold and attend online meetings, collaborate on team projects, and share documents

e To record/capture class lectures and facilitate student discussions for distance education

e To watch and attend presentations, communicate with the presenter, and collaborate with remote participants

How does it work?

WebEx software is delivered over the web as you need it. The first time you attend a meeting, WebEx will
automatically install on your computer — and takes only a few moments.

You can use WebEx from any computer with an internet connection, and from most smartphones and tablets. You
can schedule a WebEx lecture or meeting ahead of time, or start one spontaneously as needed.

If you use WebEx to invite someone to a lecture or meeting, they will receive an email that allows them to attend.
Attendees don't have to have a WebEx account. Your invitation includes a link they can click to join you online.

During your meeting, you can video conference, type chat messages, share content, annotate materials or just have
an audio discussion.

[] A typical meeting is for 2 to 10 participants. The University currently supports a maximum of 25 participants per
conference and, institutionally a maximum of 250 concurrent conferences.
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2. Setting up a WebEx Meeting

Some information you may want to gather about a meeting you will host:

Host name, department, phone & email

Topic for the meeting or conference

Date, time and approximate length

Approximate number of local participants

Email addresses and phone numbers of remote participants
Audio only or audio & video

Other WebEx features (video, whiteboard annotation, recording)

Room location for the teleconference (is it the best room and is it booked?)

General Tips:

2a. Creating a WebEx Meeting Webex sonmynumver | vep QY et
1. Inabrowser (Internet Explorer, Chrome, Sign in to WebEx
Fll’efOX, or Safarl) go tO Enter your company email address and password

http://mymeeting.uleth.ca

Note the time zones people are in (Google — What time is it in “City”)

Schedule % hour in advance of the actual start time, and an hour to the end time in case it goes longer than
expected. That way people aren’t cut off in mid-sentence.

Meeting events are added to your calendar with reminders

Don’t book too early as people may forget the meeting (in the meeting you can send them a reminder)

If additional equipment is needed, like a webcam or speakers, ensure you have them and test them ahead of
time

Wired internet is generally faster than wireless

Install software updates, like Java, on your computer prior to the meeting. Read ‘2d’ below to ensure your

version of Java is up to date.

Email Address

2.
credentials and an account is activated

3.
you may want to do this by setting up a test

Password

Login with your regular University

¥ Remember me @

The Productivity Tools add WebEx features; (ST

Contact your system administrator to retrieve or reset your password

meeting rather than on the actual day of a live meeting


http://mymeeting.uleth.ca/

2b. Meeting Information

To Create a Meeting select the appropriate Tab to
Meet Now or Schedule a Meeting

To Meet Now, complete the fields as indicated.

Meetings: Today

[@] Meat How [E] Schedule 522 Join by Mumbes
° What: Testing WebEx
Wna: usermnamefihoimed com
Name or emad

usemameigmail.com

usemamegfulelh.ca

Meeting Paseword.

R

Show aciusl password

Exchude password from email invitalon

Cancel

Cisco

enex

Meetings Recordings

Meetings: Today

[3] Meet Naw Schedule
Today All Meetings
Aug 11, 2014

253 Join by Number

For a Scheduled Meeting - Add and select the appropriate meeting information:

Schedule a WebEx Meeting

* What:

* When: Length:

Mon, 11/08 1200pm | ¥ | |1 |¥|hrjg | ¥ | min
* Recurrence: None

Who:

* Audio Connection: WebEx Audio

Meeting Password:

A training session password should contain a minimum of 4 characters, and can contain a maximum of 16 characters. A
password cannot contain any of the following characters:\ " " / & <> =[], and cannot be your username, the host's name, the

topic name, or the site name.

Specify a registration password only if you want to limit registrants to those whom you invite to register. If you invite attendees
to register, each invitee receives an invitation email message, which contains the registration password. If you are scheduling a
Personal Conference meeting, you do not need to specify a password. By default, the password is the attendee access code in

your Personal Conference number account that is specified for this meeting.




2c¢. The Email Communication

After a meeting has been created by the Host, email messages are sent to participants from which they can join
the meeting immediately, or on the appropriate date and time.

Email example:

Inversity of

1
W Lethbridge

It's time to start your WebEx meeting:

Monthly WebEx Testing

:‘:_;_;; The 23rd of every 1 month(s), from Tuesday,
September 23, 2014 to no end date, 2:00 pm | Host:
| 30 mins

Access Information

Meeting 997 067 856

Number:

Password: (This meeting does not require a password.)
Host Key: 403056 (Use this key during the meeting if you ever

need to reclaim the host role.)

Audio Connection

4500 (On Campus)
403 332 4500 (Off Campus)
1 877 332 4504 (Toll Free)

Access Code: 997 067 856

Click the “Start” button to use your computer, or phone in to join the meeting using the on- or off-campus numbers,
or the toll-free number. On a phone call connection you will be requested to enter the Meeting Number or Access
Code (either will work) followed by the pound key (#).

2d. Joining a WebEx Meeting

If you created the meeting you can login to http://mymeetings.uleth.ca
And select “Start Meeting”
OR - Join from your email communication

Connecting to the Conference

When you or a visitor to a meeting starts the meeting, or clicks the email link and enters the conference
information, they will have to install the WebEx client software on their computer.

This can be made easy if the visitor has JavaScript installed. For either a Windows computer or a Mac go to
www.java.com and install JavaScript. Watch out for the default ‘'ON’ check box option during the installation inviting
you to install Chrome and the Ask toolbar — you may not want them!


http://www.java.com/

If you are having issues with your browser because of Java it is a good idea to use another browser.

When you are requested to install the WebEx client: please click Install

]
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webex

It's easy to set up WebEx on your computer!

o Salert the yellow Bar 28 the: bottom and chaoss o Vihen you e requased 1o take an acton. sedct
tstall... & Ru... Yeu, Contiset, Install o Run..

Mo massage bar? 2 1 Bnnd your mewteg
Dot warst 22 7 7 BppeC e e oy g
J Dt warg ez chwara® Fan 2 st Tis e s ety gl

roblems with the lava

aliifin
eisen

Just click "Run a temporary application’

Thiid oot e it 1 il the Tolowsng add-ov: atgpcl.ca’ fiom Ciio Wbk LLE

The last step before the meeting starts is to let WebEx know how you @ i Corforerce T — = Il
will be participating in the conference.

o Use your phone or computer to join this audio conference.
You can simply phone in to hear the conference (you will be in the | e

participant list), or

¥ Use Computer for Audio @

Click Call Using Computer where you can test your speakers and —
mleOphone Test speaker/microphone

If you have multiple cameras you can switch cameras by clicking the Gear icon “ inthe top of the participant’s
pane. You can adjust your speaker volume through the operating system’s preferences. You typically do not adjust
the microphone levels as this level is auto-detected.

3. Using WebEx Conference Screen & Tools

Meeting essentials

1. Audio conference: Call in to your meeting
or connect using your computer's audio |
T T

8 Gpmak o B | Cormeciee @ S04

G ( | =
s,r_-.tem ‘VD P"' | b i Recaring | Mesting Mo, 3265 228 BS6 | Atlances 1011
(S~

Topic: John Hajdu's Instan Meeling

2. Record: Record the meeting, including the
audio, video, and presentation, for sharing later.

3. Share my desktop: Share files, applications,

or videos. Present anything on your computer's k:- an
desktop. o_ e 000 M.ﬁ.m
4. Share video: Click the camera icon to allow
others to see you. View the presenter in full- e_ .
—E Share My Desktop

screen HD by clicking the top right corner of
the video.

5. Chat: Start a side conversation with anyone in
the meeting.



With “Share My Desktop” active, another set of tools becomes available at the top of the screen:

You can click “Stop
Sharing” to go back to the
WebEx Program window

i - 2. QG & J | ]
Prae Fhaw AT Prrls P by E
;_'it'; B WebEx Mesting Cenber % X ... e - Sabe Al : '

8 hupsy/ulethwebexcom,/ mwl306ld/mywebex/defaultdo?siteur] = uleth &service = LAmain_url = 3% 2F ma805id% 2Fmeetingeenter¥2 Fdefaultde 7
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4. Using WebEx on an iPad

The iPad has a built in camera, microphone, and speakers and as such it has the hardware required to participate in
a WebEx conference.

To use WebEx on the iPad you can open Safari and go to mymeeting.uleth.ca or install the Cisco/WebEx app (search
for the free “Cisco WebEx Meetings” App).

WebEx Meetings

Sign in

W Walch Video

Don't have an account? Sign Up
Join by Nurmber

i
cisco

Email reminder message, example:

Fa W 0D AN L@ TeE
£ Gmall Inbox Edit = ™ I‘" & [/
From: Cisca WebEx John Walkey via Hda
John Walkey via Cisco... 101000 Toc Walkey Johe
Initation to WebEx mesting: Window, .,
Hi pinlosy@gmail.com, Jorn Walkey is Invitasion te WebEx mesting: Windows to IPad Alr Test
wiling you b this WebEx meeting: W. Ausgust B, 2014 a1 1015 AM

Hi il G il 3411

John Walkay is inviting you to this Weblx mesting:

Windews o IPad Al Test
Hest. John Wity

Join by clicking
Whn i time, joi the mesting from hers -

Join the mesting — _— 7 the meetlng link

Wheer Fricary. Asgust B, 3014, 11:00 am {1 i), Mouritain Daylight Time (Denver, GMT-08:00)

ACcess Infcrmmation N - -
P—— ~_+— Join knowing this
o D number

Passwond
(This mestieg does net require & password)

Auyda Connection
1mmm{m{rcmee11 - — Phone in access

Accoss Cote
90 796 167




To get and use the WebEx App on an iPad

Open Safari browser

Go to http://mymeeting.uleth.ca

Login

Select Downloads

Select WebEx for Mobile Devices

Then “Apple iPhone and iPad devices” by clicking Continue

ok wnNE

e An “Activation email” will be sent to you

e Open the email through webmail on the device itself.

In the email is a link where you can download the app and/or activate it.
This way the “i-Device” will have the WebEx App that uses the University WebEx account.

Cisco

| John Walkey (My Account) Downloads
eDex
Meetings Recordings
Downloads

WebEx for Mobile Devices

Join WebEx online meetings in seconds when you're away from the office by simply tapping your mobile device. Now

m Apple iPhone and iPad devices

AT
I'I Android devices

Continue

University ol

Lethbridge

Hi John Walkey,

Did you download the Cisco WebEx app to your mobile device? If not, you
can do so now.

After downloading the Cisco WebEx app:
1. Select this link to activate your service on your mobile device.
2. Sign in by using your mymeeting.uleth.ca credentials.

Delivering the power of collaboration
The mymeeting uleth.ca team



http://mymeeting.uleth.ca/

5. Some Concepts and Terms

What is a host?
A host is the organizer who schedules and starts a WebEx meeting or session.

What is a presenter?
The presenter is the person who shares content with everyone in the meeting.
The host can pass control to anyone in the session by simply clicking the appropriate name in the attendee list and

choosing "Make presenter"”, or by dragging the Cisco ball e to them. That attendee can then share content with
the group.

How does the audio work?

Integrated audio is part of every WebEx product. A single meeting invitation allows both the web and phone
connections for your meeting.

VolP (Voice-over-internet-protocol or internet calling) allows participants to attend meetings using their computer’s
built-in audio system.

Toll call-in (by phone) provides a phone number that participants can use to join the conference. Long distance
charges may apply.

Toll-free call-in provides attendees with a toll-free number so they may choose to attend the meeting at no expense
to them.

International calling and international toll-free service are also available, on a per-minute, per-attendee basis.

WebEx products support mixed conferencing capabilities, so different people can join with a Windows or Mac
computer or a phone into the same session. WebEx Mobile App is for WebEx Meetings whereas the desktop, laptop
or tablet user uses a program called Meeting Centre.

Active Speaker technology dynamically features the current speaker whether you are in a video conference or an
audio-only meeting. As the host, you can mute any or all attendees, and participants can mute or unmute their own
audio. Participants can turn their own video feed on or off.

Does WebEXx include video conferencing?
WebEx Meetings includes standard-quality video. You can watch up to seven video feeds per meeting!

Can | record my WebEx session?
You can record any of your WebEx sessions for sharing or reviewing later. A link to your recording will be available
for you to access and share.

Is WebEx supported across different platforms?
You can host or join a WebEx meeting from PC, Mac, Linux, Unix, and Solaris systems — and most smartphones and
tablets.

True Video Conferencing

True video conferencing technology typically uses specialized hardware (codec), includes sophisticated cameras and
microphones to produce high quality audio and video feeds. It is recommended when you are connecting to groups
of people like a classroom of 30 people. True Video conferencing utilizes the internet with its own protocol (E-164)
so that the data runs separate from common Internet Protocol data (http).



6. Saving Whiteboard files, Chat Notes & Recorded sessions

Saving conference chat notes and whiteboard files

If you used the whiteboard or chat during a meeting, you will have the opportunity to save the files when you end
the meeting.

r 5
@ End Meeting Ié]

} Do you want to end this meeting for all participants?

End Meeting Cancel

OR, do you want to leave the meeting without ending it @

Chat files save as text files and the whiteboard image saves as a PDF.

Recording Sessions

ex

You can record the conference.
During the session click the Record button. Meetings Recordings
Approximately an hour after the session ends:

1. Log in to your Uleth WebEx account . .

2. Select the Recordings Tab Meeti ng Recordi ngs

3. Click the Options button
You can play the recording or you may want to download the file. Options
From the Download options you can download the Webex media player to view hd

your Webex recording (Webex Player). It is also worth noting that in the player you

can go to the File menu and Export the file as a WMV or SWF file to allow viewing Play
in other players or editing the movie. Share
Download

NOTE: Recorded videos are only stored for 30 days!
Delete




