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Hosting and Managing a

Meeting

As host, your responsibilities include overall management of the meeting. The
Meeting window provides a forum for you to manage all aspects of the meeting and
enable participants to chat, send video, share information and interact with each other
via documents, presentations, whiteboards, applications, and more.

Some of the most common tasks that you can perform as host are described below:

Topic: 0 Jey'x retant Hesting

\
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Bl 5o oy Dt

m
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LTS

= Edit your welcome message
(on page 16)

= Record the meeting (on page
3)

= Invite more people (on page
4)

= Remind invitees to join (on
page 10)

= Change presenters (on page
10)

=  Make someone else the host
(on page 13)

=  Send a transcript (on page
18)

= End the meeting (on page
19).

A host can often be a presenter.
For instructions on presenting
information, see Sharing Files and
Whiteboards (on page 199) and
Sharing Software (on page 225).
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Note: For a more in-depth understanding of how to navigate the meeting window, go to A quick
tour of the meeting window (on page 20)

Interacting with other participants

After you start or join a meeting, the meeting window opens and on the right side, you
can see all participants who are in the meeting. As other people join, you will see their
names appear in the list.

You can interact with other participants in the meeting in different ways, depending
on your role:

Role Task description:

host Windows 1) View who's in the meeting

2) Use video to see others and
have them see you (on page
169)

3) Make someone else the
presenter (on page 11)

4) Chat with a specific participant

5) Invite someone else (on page
4) or remind an invitee (on
page 10) to join the meeting.
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Role Task description:

participant

1) View who's in the meeting
Mac

| 2) Use video to see others and
have them see you (on page
169)

' 3) Chat with a specific participant

) Mariab @:II_I;_:.__; H
— 1l

~ . Ji jay e

Send to | N fay s & Presenten) w

Note: You can set preferences that assign specific sounds to participant actions, for example,
when a participant joins or leaves a meeting. To change preferences:

=  Windows: On the Edit menu, choose Preferences.

= Mac: On the Meeting Center menu, choose Preferences.

Recording your meeting

Recording a meeting is a great way to share meeting content with invitees who could
not make the meeting or other interested people.
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To record your meeting:

In your meeting window select
Record located at the top right of
the meeting window.

* B participants

|| Speaking

@ Record

w R@um‘
&

v, A sl M T e g MHM_J

Recording begins immediately. At the end of your meeting the recording is saved to a
file. For information on accessing and managing your meeting recordings, see
Managing Meeting Recordings (on page 189).

Note: You can stop and restart recording during your meeting, but if you do so, you create
multiple recording files. To avoid creating multiple files, simply pause and resume the recording as
necessary.

Inviting more people to your in-progress meeting

After you start your meeting, you may find that you forgot to invite a stakeholder or
someone else who should be in the meeting.

To invite someone after you start your meeting:

Select Invite & Remind on the Quick

ﬂ ﬂ Start page.

=

Invite & Remind

The Invite and Remind dialog box appears.
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® Invite and Remind L) [
W 8 = | O
Ermail Phaona G ™M Ramind

Separabe addrasses with commas of semicolons

Enytmes:

Irrvite withy: your locsl e

Meating URL:  hitpsifjgo.webex, com/gols, php? AT=WHMIAEvanl.., Copry

You can invite someone to the
meeting by

Email: invite by WebEx or your
own email. More (on page 7)

Phone: Enter the invitee name
and phone number and select
Call. More (on page 8)

Text message (SMS): Enter
the invitee mobile number and
select Send. More (on page 9)

IM: Invite by WebEXx or your
own IM. More (on page 5)

Inviting people by instant message to a meeting in progress

You can invite more people to your in-progress meeting by WebEx IM or another

instant messenger.

To invite more people using WebEx IM:

Note: Start your WebEx IM if it is not currently running.
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® Jnvite and Remind MIE38 1) From the Quick Start page,
open the Invite and Remind

l\‘ E F 4@- dialog box.

Emal I M5 ™ Fgmirs] 2) On the IM tab, select Invite.

| irmite | using Cisco WehEs IM,

In & hurry b gat someona inkto tha meeting? Simply salect Copy at the
bottom of tha screen, then pasta tha masbing URL diractly ko your T4
AT

Meeting URL:  hittps:/mobiiega. websas comimobilega/e.phptal=.. Copy

The Invite More dialog box appears.

L& Invite Mare x] 1) Type a screen or domain name for the
sl participant
| Attendees & | Method 2) Click the Plus button to add the name to the list
B BB marebr.| M g of participants.

ERE randa. m -

Inwite Messsge:

Mesting Topic: Stabis mesting e
Start Time: Friday, June 20, 2006 2: 12 pin, Pacilic
Darylight: Taeretr (S0 Francisca, GHT-07:00) o

Irpamis Cmncel

To quickly find screen names:
1 Click the Address Book button to open your address book.
2 In the Method drop-down list, select IM.

If the participant is not currently available, you can send an email invitation
instead. Simple select Email in the drop-down list.

3 Click Invite.

Each participant receives an IM message, which includes:
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= A link that the participant can click to join the meeting
* Meeting topic

* Meeting start time

Tip: If you invite participants by instant messenger, and your meeting requires a password,
remember to provide the password to participants.

To invite more people using another IM:

BT 1) Open the invte and Remind db

from the QuickStart page.

: - [g !‘Vj ‘a‘ 2) Select Copy at the bottom of
™

Emal M5 Hamind the db, then paste the URL into
your own IM and send it.

Irveke using Cisoo WehEs [M,

Iri & hisrry bo gat somecna into tha mesting? Simply salsct Copy at the
bottam of the screen, then paste the meebing URL dsactly nko your I
Lol e ]

Meeting URL:  hitps:/mobilega. webe i comlmobilegale.phpTal=. ., Copy

Inviting people by email to a meeting in progress

Each person that you invite receives an invitation email message, which provides
information about the meeting-including the password, if any-and a link that the
participantcan click to join the meeting.
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To send an email invitation:

® Inwite and Remind

W B &8 O

Erniail P SHE ™ Bermand

Seaate addrasees with Commas of pemicolons

Invibess:

Brwdbe with! woLE WoCa amal

Mestng URL!  Bbbos: oo, webesx comjoofs, pho A T=WMIBE went. Copiy

O

From the Quick Start page, Open
the Invite and Remind dialog box.

On the Email tab do one of the
following:

Enter one or more email
addresses and select Send to
have WebEx send the
invitation emails.

Click the link to send
invitations using your own
email program (MS Outlook
or Lotus Notes only).

Inviting people by phone to a meeting in progress

You can invite people by phone to a meeting in progress.

To invite people by phone:

Inwite and Remind

1§ =

Email Phane ™

9]

Remind

Iresibee Name:  Dhore user 1

Gty [Regon
Phone Bumber: 24 |

Masbied URL:  Ritps: fpo.webes, comiiga e, ohp? A T="WHIGE vere,

Copy

1

2)

3)

From the Quick Start page,
open the Invite and Remind
dialog box

On the Phone tab, enter the
invitee name and phone
number.

Select Call.
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You can speak to the invitee privately, then add the invitee to the general meeting.

If you are not yet connected to the audio conference, the invitee receives a phone call
to join the audio conference.

Inviting people by text message (SMS) to a meeting in progress

You can invite people by text message (SMS) to a meeting in progress. This feature
must be enabled by your site administrator.

To invite a person by text message from the meeting:

Invite and Remind dialog box.

k E] r 'G' 2) On the SMS tab, enter the invitee

= mobile phone number
Emal P i ™ Ramind p .

3) Select Send.

Country/Pegion

Irvitee Mobae Number: 1

Mesbing URL:  Fetps:i oo websx. comjgofe phpt & T=\IEEverk, Capy

Each invitee receives a text message, which includes:
= A number the invitee can call to join the meeting
* The account code

= Meeting topic

* Meeting start time

= The host name

= A reply code to receive a call from the meeting.
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Reminding invitees to join your meeting

After the meeting starts, and you see that some invitees have not yet joined, you can
send an email reminder.

To remind someone to join your meeting:

Select Invite & Remind on the

ﬂ'ﬁ Quick Start page.

e

Invite & Remind

The Invite and Remind dialog box appears.

Select the Remind tab. All invitees
who are not in the meeting are
automatically chosen to receive the
reminder.

'!:' Inwite and Remind

Emal

1) Uncheck the box beside any
Tha Tollowing paopla hayve nol, yel jarsd ths mastrg, person you don't want to

Which inibsss should recere mssbing resinders? B
remind.
#’

2) Select Send Reminder.

[#] jadk. trebengeabon. com

An email reminder is sent to each person selected.

Changing presenters

Depending on your site settings, a participant can become the presenter in a number
of ways:

= The first person to join automatically becomes the presenter.
= As host, you can make a participant the presenter before sharing (on page 11) or

during sharing (on page 12)

10
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Making a participant the presenter when you are in the meeting
window

During a meeting, you can make any meeting participant the presenter - also referred
to as passing the ball. Any presenter can also pass the ball to make another meeting
participant the presenter.

There are numerous ways to make someone the presenter depending on how you are
viewing participants.

Here are a couple of quick ways to make another participant the presenter:

Pariigpents Chat L3 mecorder  « 1T yOU are viewing a list of participants, do either
of the following:

=  Drag the ball from the last presenter to the
next presenter.

=  Choose a name and select Make
Presenter.

11
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» : @ - If you are viewing participant
thumbnails, do either of the
following:

= Mouse over a thumbnail and select Make
Presenter.

=  Choose a thumbnail, then select Make
Presenter.

s Mabe Prasenites || auda | - || &*

The participant becomes the presenter with all associated rights and privileges for
sharing information.

Note: Use the docked tray at the top of your screen to change presenters when you are sharing.

Making a participant the presenter when you are sharing

When you are sharing your desktop, an application, or files in full screen mode, the
docked tray at the top of your screen provides an easy way to change presenters.

To make someone else the presenter using the docked tray:
=  Mouse over the bottom of

= the docked tray to expose
it.

=  Select Assign, then Make
Presenter.

12
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=  Select a participant.

The participant becomes the presenter with all associated rights and privileges for
sharing information.

Note: You can make someone else the presenter from the participant list when you are in the
meeting window.

Making someone else the host

As a meeting host, you can transfer the host role - and thus control of the meeting - to
a participant at any time. This option can be useful if you need to leave a meeting for
any reason.

To make another participant the host:

1 Do one of the following:

= Right-click on a participant
name or thumbnail.

= Select the Participant menu

L 1 W lay (Host, me - g
0 Armiie Lopas | Charge Fols To . W Fresenter
[#] o to sgpotate [ et
i ® Mako Frapariem k.-:lrv = 2

2 Select Host from the Change Role To menu. The selected participant is now the
host.

The word (host) appears to the right of the attendee's name in the participant list.

13
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Transferring the host role

As a meeting host, you can transfer the host role - and thus control of the meeting - to
a participant at any time. This option can be useful if you need to leave a meeting for
any reason.

To transfer the host role to a participant:

1 Optional. If you plan to reclaim the host role later, write down the host key that
appears on the Info tab in the content viewer in the Meeting window.

2 In the participant list, select the name of the person to whom you want to transfer
the host role.

3 On the Participant menu, choose Change Role To> Host.

A confirmation message appears, in which you can verify that you want to transfer
control of the meeting to the participant whom you selected.

4 Click OK.

The word (host) appears to the right of the participant's name in the participant list.

Reclaiming the host role

14

To take over the role of meeting host:

If a participant has control of a meeting, you can assume control of the meeting by
reclaiming the host role.

Important: If you leave a meeting—whether intentionally or inadvertently—and then log back in
to your meeting service Web site, you automatically become the meeting host once you rejoin the
meeting. You can rejoin a meeting using either the public meeting calendar or your private
meeting calendar.

To reclaim the host role:

1 In the participant list, select your own name.

2 On the Participant menu, choose Reclaim Host Role.
The Reclaim Host Role dialog box appears.

3 Type the host key in the Host key box.
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‘™ Reclaim Host Role

Hiost Kes: |

] Cancel

4 Click OK.

In the participant list, the word (host) appears to the right of your name.

Tip: If you did not write down the host key before transferring the host role to another
participant, you can ask the current host to send you the host key in a private chat message. The
host key appears on the current host's Info tab in the content viewer.

Obtaining information about a meeting after it starts

To obtain information about a meeting in progress:
In the Meeting window, on the Meeting menu, choose Information.

The Meeting Information dialog box appears, listing general information about the
meeting, including the:

* Meeting name or topic

= Location, or URL, of the Web site where the meeting is taking place
= Meeting number

= Teleconferencing information

= Current host

=  Current presenter

= Current user-that is, your name

= Current number of participants

15
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Editing a message or greeting during a meeting

When scheduling a meeting, you can create a message or greeting for participants, and
optionally specify that the message or greeting automatically appears in participant
windows once they join the meeting. During a meeting, you can edit the message or
greeting that you created, or edit the default greeting.

In your message or greeting, you can welcome the participant to the meeting, provide
important information about the meeting, or provide special instructions.

To edit a message or greeting during a meeting:
1 In the meeting window, on the Meeting menu, choose Welcome Message.

The Create an Attendee Greeting page appears.

_" [ Esplay this messoge when attendees join the meetmg
Mestage

Velcome To By EEcClng.

You can chat, shacs
PCESEnTACioRS, doCUmERtS, O

applicatians right in pous
browvase ¥

Regards,

Marije Brooks
(285 characters mim:) ﬂ _'\:'"3'F"-‘-"

2 Optional. Select the Display this message when attendees join the meeting check
box.

The message or greeting automatically appears once the participant joins the
meeting.

3 Type a message or greeting in the Message box.
A message or greeting can contain a maximum of 255 characters.

4 Click OK.

Note: Participants can view the message or greeting at any time by choosing Welcome Message
on the Meeting menu.

16
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Restricting access to a meeting

Once a host starts a meeting, the host can restrict access to it at any time. This option
prevents anyone from joining the meeting, including participants who have been
invited to the meeting but have not yet joined it.

To restrict access to a meeting:
1 In the Meeting window, on the Meeting menu, choose Restrict Access.
Participants can no longer join the meeting.

2 Optional. To restore access to the meeting, on the Meeting menu, choose Restore
Access.

Removing a participant from a meeting

The meeting host can remove a participant from a meeting at any time.

To remove a participant from a meeting:

1 In the Meeting window, open the Participants panel.

2 Select the name of the participant whom you want to remove from the meeting.
3 On the Participant menu, choose Expel.

A confirmation message appears, in which you can verify that you want to remove
the participant from the meeting.

4 Click Yes.

The participant is removed from the meeting.

Tip: To prevent an expelled participant from rejoining a meeting, you can restrict access to the
meeting. For details, see Restricting access to a meeting (on page 17).

Leaving a meeting

You can leave a meeting at any time. If you are participating in WebEx audio, or an
integrated voice conference, Meeting Manager disconnects you from the audio after
you leave the meeting.

17
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To leave a meeting:

1

In the Meeting window, on the File menu, choose Leave Meeting.

A confirmation message appears in which you can verify that you want to leave the
meeting.

Click Yes.

The Meeting window closes.

Note: If you are the meeting host, first transfer the host role to another participant before leaving
the meeting. For more information, see Transferring the host role to a participant (on page 14).

Sending a meeting transcript to participants

18

You can send a transcript of a meeting to all participants at any time during the
meeting. The transcript is an email message that contains the following general
information:

Meeting topic
Meeting number
Meeting starting and ending times

URL for the Meeting Information page for the meeting on your meeting service
Web site

List of participants who have joined the meeting (audio-only participants are not
listed)

Meeting agenda

Any public notes that you took during the meeting

You can optionally attach any of the following files to the transcript, if you saved them
during the meeting:

Shared documents
Chat

Poll questionnaire
Poll results

Public notes or closed captions that you took or that the note taker or closed
captionist published during the meeting
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To send a meeting transcript to participants:
1 In the Meeting window, on the File menu, choose Send Transcript.

If you have saved any files during the meeting, the Send Transcript dialog box
appears, allowing you to attach the files to the transcript email message.

If you have not saved any files during the meeting, a transcript email message
opens.

2 Ifthe Send Transcript dialog box appears, select the check box for each file that
you want to attach to the transcript, and then click OK.

The transcript email message opens.
3 Review the email message and make any changes that you want.

4 Send the email message.

Note: The transcript is sent to all participants who provided their email addresses when joining
the meeting, whether or not they are still attending the meeting when you send the transcript.
Audio-only participants will not be listed on the transcript.

For security purposes, a participant who receives a transcript email message cannot see the email
addresses for the other participants.

The transcript contains notes only if you are the meeting host, the public note taker, or the closed
captionist, and you have saved the notes to a file. If all participants can take private notes, the
transcript email message does not include your private notes, and the option to attach your notes
in a file is not available.

If you saved notes or closed captions to a file, the transcript email message and the attached notes
file contain the latest version of notes that you saved.

If you are the meeting host and end the meeting-and you have not sent a transcript-a message
appears, asking you if you want to send a transcript.

Ending a meeting

Once you end a meeting, the meeting window closes for all participants. If the meeting
includes WebEx audio, or an integrated voice conference, the audio also ends.

To end a meeting:
1 In the Meeting window, on the File menu, choose End Meeting.

A confirmation message appears, in which you can verify that you want to end the
meeting.

19
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2 Optional. If there is any meeting information that you have not yet saved, you can
save it now - including shared files, chat messages, poll questionnaires, poll results,
or notes.

3 Select Yes.

The Meeting window closes.

Tip: Alternatively, as the meeting host, you can leave a meeting without ending it. Before you
leave a meeting, you should first transfer the host role to another participant. For more
information, see Transferring the host role to a participant (on page 14).

A Quick Tour of the Meeting Window

The Meeting window provides a forum for you to share information and interact with
participants via documents, presentations, whiteboards, applications, and more.

You share or view content using the tools in the Meeting window. You can use panels
to chat, take notes, and perform other tasks.

When you start or join a meeting, your meeting window opens with the Quick Start
area on the left and a panel area on the right. Nearly everything you want to
accomplish in a meeting can be done from these areas:

Choose an audio device (on
page 147) for listening and
speaking

™ man vk i Gy e e
B W v e e
[rrrEe

Invite (on page 4) or remind
(on page 10) people

b it i Share your application (on
@ page 226) or desktop (on page
\s & . 229)

farda Donkmemer revie & Sl

[6 o}

B owmerypitn =

O - Share a file (on page 199) or
browser (on page 231)
window.

Share a whiteboard (on page
205)

3)

Interact with other participants
(on page 22)

@
®
@ Record the meeting (on page
@

20
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Note: If you are hosting a meeting that includes TelePresence systems, the following WebEx
features are unavailable:

=  Recording
= Polling

=  File Transfer

=  Chat (with TelePresence room participants)

Working with panels

When your meeting window opens, the area on the right displays some default panels.
Other panels are available from an icon tray at the top of the panels area.

Windows

* 3% participants

Speaking:

@ () Becky Cox (Host,
[ Il

) Mariah

Restore Layou ‘. *

Hide Panels

Manage Panels...

| # Make Presenter || Audio |

+ @ chat

from Becky Cox to Everyone:
Welcome everyone
from Becky Cox to Everyone:

terms,

== [ &4
= -

»

we'll start with introductions and then get started with agenda

Send to: | Everyone

s |

“ Send |

» £ Notes E,
> &l polling

x
®x

(D To display the Panels menu, on the
icon tray, select the down arrow.

@ Select an icon from the icon tray to
open or close a panel.

@ In this example, the Notes and
Polling panels are collapsed. Select
the arrow on the title bar to expand or
collapse the panel.

Tip: To access panel options, right-
click in the panel title bar.

@ To display the Panels menu, on the
icon tray, select the options icon.

@ Select an icon from the icon tray to
open or close a panel.

@ In this example, the Notes panel is
collapsed. Select the arrow on the title
bar to expand or collapse the panel.

Tip: To access panel options, right-
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click in the panel title bar.

1 il (e

L]
3

& 01 Becky Cox (Wast)

01 Mlarial

% Audin == O
|* .

| e Bachy Can B Everyons

| Weloome everone

| e Baeky Cos & Everyona

W'l EtEn wilh FTo0uChonl and hed el Faned with Sgands Weni

an W B

] Restore Layout
Hide Panels
Manage Panels..

Using panels to interact with other participants

After you start or join a meeting, the meeting window opens and on the right side, you
can see all participants who are in the meeting. As other people join, you will see their
names appear in the list.

You can interact with other participants in the meeting in different ways, depending
on your role:

22
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Role What you can do

Host 1) View the list of meeting
Windows v 2% Paticipants 6 x participants

2) Use video to see others and
have them see you.

3) Make someone else the
presenter

4) Chat with a specific participant
or with everyone.

5) Invite someone else or remind
an invitee to join the meeting.

Participant ¥ 2L e 1) View who is in the meeting
Mac 8 | 2) Use video to see others and

have them see you

| 3) Chat with other participants.

JE

o mm @;'1]-;’-_;..
[ i ey Hes - |
|

v

Sand 1o | 30 Juyr Brlows & Prasanin)

&
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Managing panels

You can determine which panels are displayed in the meeting window, and in which
order they will be displayed:

To manage the display of panels:
1 Click this button.

E” for Windows

—_—

| 3%~ for the Mac

2 Choose Manage Panels from the menu.

= Use the Add or Remove buttons

to specify which panels should
Pleae salect panels you wank bo enabls: display in your meeting window.
iyl = Use the Move Up or Move Down
{ | buttons to specify the order of the
il 1} oirded panel display.
<< Rernove | Eﬁﬁﬁ, . =  Click the Reset button to restore
the panel view to the default
| layout.
Mervs Ciown =  Clear the check box beside Allow
participants to change the
*These pancls are avalable bo partiiparts with sppeogriste privieges. sequence of panels if you want
Hote: ?rn;mmatm mtrﬂ,:&ruefrsf‘rfmtwnlbam to permit attendees to manage
TRk e R their own display of panels.
¥ fllow parbicipants to change the sequence of panels.
. Feset | ok || Concel |

R ¥ T T L SR S S R

Restoring the panel layout

If you have closed, expanded or collapsed panels, you can restore the display to the
layout

= you specified in the Manage Panels dialog box.

24
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= that existed when you first joined the meeting (if you did not specify a layout via
the Manage Panels dialog box)

To restore the panel layout:

1 Click this button.

=l for Windows

$#~ for the Mac

2 Choose Restore Layout.

Accessing panel options

Each panel provides a menu of commands related to the panel. For example, Expand
Panel and Close Panel are two common commands for all the panels.

Depending on what operating system you are using, access the commands for a panel
by following these steps:

=  Windows—Right-click the panel title bar to see a menu of commands related to
the panel.

= Mac—Select ctrl and then click to see a menu of commands related to the panel.

Panels with
options Options
Participants Sound Alerts: Lets you choose a sound to play when a participant:
= Joins a meeting
= Leaves a meeting
=  Selects the Raise Hand icon on the Participants panel.
Assign Privileges: Displays the Participant Privileges dialog box.
Chat Sound Alerts: Lets you choose the kinds of chat messages for which you want

a sound to play. Select a sound from the drop-down list or click Browse to find a
sound in a different location on your computer.

Assign Privileges: Displays the Participant Privileges dialog box.

25
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Panels with
options Options
Notes Notes: Displays the Meeting Options dialog box, where you can set note-taking

options as well as other options

= Allow all participants to make notes: Lets all participants take their own
notes during the meeting, and save them to their computers.

= Single note taker: Lets only one participant take notes during the meeting.
By default, the host is the note-taker, but can designate another participant
as the note-taker during the meeting. A note-taker can publish notes to all
attendees at any time during the meeting. The host can send a transcript of
the notes to participants at any time.

= Enable Closed Captioning: Lets only one participant-the closed captionist-
take notes during the meeting.

Resizing the content viewer and panels area

26

When you are sharing a document or presentation, you can control the size of the
content viewer by making the panel area narrower or wider.

Note: This feature is unavailable when you are sharing your desktop, an application, or a Web
browser.

To change the size of the content viewer and panels:
Click the dividing line between the content viewer and the panels.
= Drag the line to the left to make the area devoted to the panels wider.

= Drag the line to the right to make the content viewer larger.
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Send to: | All Participants | - |

For details about hiding, minimizing, and closing the panels, see Accessing panels in
full-screen view.

Accessing panels from the Meeting Controls Panel

While you are sharing a document in full-screen view, or sharing an application,
desktop, or Web browser, you can access panels from the Meeting Controls Panel:

OQmmm il G- 2o\ & @ @ /|
\‘ Pa Sham Amign N, Parcesaz Che ode dnnaten |
m—[ Yo are shacog this monter, | (25

Control

@ Displays icons for working with attendees

Displays a maximum of 4 panel icons. You can open any remaining panels from the
menu that appears when you select the down arrow.

Provides access to meeting controls and panels that are not usually displayed on
the Meeting Controls Panel, such as Polling and Notes.

l0 Stops sharing and returns to the Meeting window
A
L

- Displays the Participants panel

Paricizanty

27
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Control

"- Displays the Chat panel
4"_( Displays the Annotation Tools panel

-E. Displays the Recorder panel

Viewing Panel alerts

28

You will see an orange alert if a panel is collapsed or closed and requires your
attention.

Some reasons for seeing alerts:

= A participant arrives or leaves a meeting

= A participant starts or stops sending video

= A Raise Hand indicator appears in the Participants list
= The note taker publishes notes

= An participant sends a chat message

= A poll opens or closes

= Poll answers are received

For example, if a participant joins or leaves your meeting, and you have collapsed or
closed the participant panel, the following table shows you different ways you can be
alerted.

Participants panel alerts ways to see alerts
Windows Meeting window-panel is closed

[E ¥ Chat
» Bl Notes

Mac



Chapter 1: Hosting and Managing a Meeting

Participants panel alerts ways to see alerts

Windows Meeting window-panel is collapsed

B 2% Participants

=[N

Meeting Controls Panel (during sharing)-
panel is closed

The panel remains in the alert status until you open and view the change.

Accessing the meeting window using the keyboard

Participants who have special needs can navigate around the meeting window using

keyboard shortcuts.

Use this key or key

combination to

F6 navigate between meeting window areas (on page 30).

Ctrl+Tab navigate between open documents (on page 34) in the content area

and navigate within the panels area (on page 31).

Shift+F10 Open the participant right-click menu (on page 32).
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Use this key or key
combination to

Tab

Alt+F4
Spacebar
Enter

Ctrl+A

switch between elements (on page 33), such as buttons, fields, and
checkboxes within a dialog or panel

Close any dialog box (on page 34).
Check or uncheck an option box (on page 35).
make a selection (on page 35) (usually replaces a mouse click)

Select the Chat panel text (on page 36).

Navigating between meeting window areas

Select F6 to switch between the content area and the panels area.

B e Wb Mestiog Deites - Check 1T

D [ Shew Mo febe Ewboand Peirg e

Ok BEt | et (b
i
Pty Cioos meebirg . Folida Cos [Hist, ) < WM
Tapic: ChedkTT
! .H.ﬁ
ascho Conferenice Irnite & Foemind

ehe  Mectrg rumber; 361 339 780 | To get 2 cabe b, chitss Mastrg, than Tnfmmation o b manu

B e vy peciop v

foractsd & m Ak

Navigating between open documents

30

Select the combination keys Ctrl+Tab to switch between open documents in the
content area of the meeting window.
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Marcom Workflow Process: L i i ]~

Navigating the panels area

The panels area contains:

the panel icon tray from which you can select panels to open or close

any panels that are currently open
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Select the combination keys Ctrl+Tab to
switch between the panels icon tray and any

v e Participants

open panels.
Spaaking
[ ¥ Rebecca Cox (Host, ma) il M
Ao HE ] -
Serdbor | Everyone v
Sand

To navigate within the panels icon tray:

=  Select Tab to navigate from one icon to
the next.

= Using the spacebar and Enter keys open
and close a panel.
a [ "

=  When focused on the dropdown menu
arrow, use the spacebar or down arrow
keys to open the dropdown menu.

=  Select Esc to dismiss the dropdown list.

Working with the participant list

The participant panel provides a right-click menu that allows you to act upon a
participant depending on your role in the meeting.

= Ifyou are the host or presenter, you can perform actions such as making someone
else the presenter; or muting another participant's microphone if it is too noisy.

= Ifyou are not the host or presenter, you can perform actions such as asking to
become the presenter or muting your own microphone.
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* M participants o % =  Use the up and down
TP arrow keys to navigate
el between participants.
v Rejfgcca Cox (Host, me) o/ | HM = Select Shift+F10 to
be Charge Fole To b open the right-click
TN Manaes \ i menu on a specific
participant.
Azsign Privieges...

: & [Maks ~htE :: Ao

Switching between elements in dialog boxes or panels

When you open a dialog box or a panel, you can switch between the elements using
the Tab key. If you open the Audio Conference dialog box, here is an example of how
the Tab key guides you through the elements:

| Audio Conlerence WIEIN = The first time the Audio Conference
dialog box opens, the initial focus in
) use your phone or computer to join this audio conference, on Use Phone.

=  Continually selecting Tab moves the
» ke Phone| 1 initial focus focus through the elements, and
eventually back to Use Phone.

-

£ 3
¥ Use Computer for Audio ﬂd

Test spadkon e |_1rlr-.5

When the focus is on an element that can be expanded, or a drop down box, select
Enter to expand and view the information.
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* audio Conference

@ Use your phone or computer 1o jon this audo conference.

B-mﬂ | 14085667645 (Office) | ;l

141 BEDAETES (Cal)
1-HIESE TS
16509480486

1-(E50) B4B-P40
1={#0E) ShHt-Toa6
b Use Computy =5 e ot & nevw rumber

Tl callin

Manage phone rumbers. ..

Closing dialog boxes

If you have expanded a dropdown
box, use the down arrow key to
move the focus through the
dropdown list of options.

Select Esc to dismiss the
dropdown list.

When you want to close a dialog box, simply select Alt+F4

» Speaker/Microphone Awdin Test

Speaker

Select & speaker to test:
|IDT Audio [+

Check if the wolume: is burmed up:
_ |__ e +

icrophone

Select & n“l:fl:ll:ﬂl:lnE b Besk:
_ 107 Audo -
| ¥, |

.

.

green bar moves inko the good ranga,

[#] sutomatically adjust wolume

34

Speak into your microphone and adjust the velume until the

- Eam=s - ] +

Selecting Alt+F4 is just like
selecting the "x" on any dialog
box.




Checking and unchecking boxes
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Use the spacebar to check and uncheck option boxes. For example, in the Audio
Conference dialog box, you can have a phone number remembered for the next time

if you check the box beside this option:

® Audio Conference

(]

) Use your phone or computer to join this audo conference,

¥ Use Phone | Call me at a new number

= ~Enter a phone number
=k .
[+] Hemembes phore number on this compuber

_—

i Call Me

» Use Computer for Audio &

Making a selection

1)

2)

Navigate to the checkbox
option using the Tab and down
arrow shortcut keys as
required.

Select the spacebar to check
or uncheck the desired option
box.

If the focus is on a button, select Enter to activate the feature.

" Participant privileges

Al Particpants Commuricos |Partu:-mts |

‘Communscation
Partiopant can chat:
Privately with

¥ Host

W Presanter

W caher particpants
Publichy with

W Everyone

Al Selecting Enter is
the same as using
a mouse click.

| ¥ asson sl previeges

| Resel to Meeting Defauks |

Al

Cancel |
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Selecting text in the Chat panel

Want to copy and paste text from the Chat panel to another application?

Use the combination keys
Ctrl+A to select all the chat
text.

Send to: | Everyone -

Send
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Joining a Meeting

If you want to...
get an overview of joining a meeting

join a meeting from an instant message
join a meeting from an email invitation

join a meeting from the meeting calendar
join a meeting from the host's personal
meeting page

join a meeting if the meeting is not listed on
the calendar or on the host's personal
meeting page

obtain information about a meeting, such as
its agenda and meeting number

add a scheduled to your calendar program,
such as Microsoft Outlook

register for a meeting

About joining

See...

About joining a meeting

Joining a meeting from an instant message
(on page 38)

Joining a meeting from an email invitation (on
page 39)

Joining a meeting from the meeting calendar
(on page 40)

Joining a meeting from the host's personal
page (on page 41)

Joining a meeting using the meeting number
(on page 41)

Obtaining information about a scheduled
meeting (on page 47)

Adding a meeting to your calendar program
(on page 50)

Registering for a meeting (on page 44)

You can join a meeting in a number of ways. The simplest and quickest is by clicking
the meeting URL, which the host can send you via an invitation email message or an

instant message.
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If the host has given you just the meeting number, you have a couple of ways to join
the meeting. For details, see Joining a meeting using the meeting number (on page 41).

Notes:
=  The meeting host may choose to record the meeting.

= If you are the host but you inadvertently land on the page for participants to join the a meeting,
click If you are the host, start your meeting.

= If you are the participant but you inadvertently land on the page for the host to start the a
meeting, click If you are not the host, join as a participant.

About the Join Meeting page

To access this page: Click the meeting link in your invitation email message, and then
click Join Now.

When joining a meeting, you may need to enter some details on the Join Meeting

page:
*  Your name: Enter the name you want attendees to use to identify you during the
meeting.

* Email address: Enter your email address, in this format: name@your_company.
For example, msmith@company.com.

* Meeting password: Enter the meeting password. The meeting host may have
included the password in the email invitation or, for security reasons, provided it
to you in another way. If the meeting does not require a password, the text box
does not appear on this page.

Joining a meeting from an instant message

1 From the instant message window, click the link to join the meeting.
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Cisco
€X Connect
File Edit Wew Help

@Kat Mac
i I am Available
! M ]m Recent Emails

Kat Mae (5:21:258 am); 1

Kat Mac (5:28:02 A Meeting Topic: Bay City Softvware

Start Time: Thursday, February 12, 2009 8:26 am, Pacific Standard Time (San Francisco,
GT-05:00) T

Join URL: hitps: digaweeb] 02 ga vwebex comt 27 newfitie php?

AT=EEventiD=1 55326397 &R T=hiki0

g | -l—--—hi-r“" — '---M il a

2 On the Meeting Information page, enter the requested information.
For instance, you may be asked to enter the meeting password.
3 Click Join Now.

The Meeting window appears.

Joining from an email invitation

If you received an email invitation to a meeting, you can join the meeting by clicking a
link in the invitation.

Note: Asyou fill in the information requested, you may also be asked to type your username and
password. This page appears only if the meeting host requires that you have a user account to
attend the meeting.

To join a listed meeting from an invitation email message:

1 Open your email invitation, and then click the link.

2 On the Meeting Information page, enter any requested information.
For details, see About the Join Meeting page (on page 38).

3 Click Join Now.

The Meeting window appears.
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Note: If you did not receive an email invitation to a meeting, you can also join a meeting directly
from your Meeting Center Web site or from the host's Personal Meeting Room page. For details,
see Joining a meeting from the meeting calendar (on page 40) or Joining a meeting from the host's
personal page (on page 41)

Joining from the Meeting Center calendar

40

If you do not have an email invitation for a meeting, you can join it from the meeting
calendar, if the meeting host has listed it there.

To join a meeting listed on the meeting calendar:

1

On the navigation bar, expand Attend a meeting, and then click Browse Meetings.
The Browse Meetings page appears.

On the meeting calendar, locate the meeting that you want to attend.

Tips for quickly finding a meeting:

= Select a view of the meeting calendar by clicking one of the following tabs:
Today, Daily, Weekly, or Monthly. For more information about calendar
views, see Viewing the meeting calendar. (on page 54)

=  Sort a meeting list by clicking the column headings. For details, see Sorting the
meeting calendar. (on page 57)

= View a meeting list for another date. For details, see Selecting a date on the
meeting calendar (on page 55)

= Search for a meeting. For details, see Searching for a meeting on the meeting
calendar (on page 57).

Under Status, click Join.
On the Meeting Information page, enter any requested information.
Click Join Now.

The Meeting window appears.

You can obtain detailed information about a selected meeting or its agenda before joining it.
For details, see Obtaining information about a scheduled meeting (on page 47).

You can display all meeting times in another time zone.

You can refresh the meeting calendar to ensure that you are viewing the most recent
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information.

Joining a meeting from the host's personal page

You can join a meeting from the host's Personal Meeting Room page if the host has
listed it there.

To join a listed meeting from the host's Personal Meeting Room page:

1 Go to the URL, or Web address, for the host's Personal Meeting Room page. The
host must provide you with this URL.

2 On the Meetings tab and under Meetings in Progress, locate the meeting that you
want to join.

3 Under Status, click Join.
4 On the Meeting Information page, enter any requested information
5 Click OK.

The Meeting window appears.

Tip: If the meeting is not in progress, you cannot join the meeting. To check whether the host has
started the meeting, you can periodically click the Refresh button on the page.

Joining a meeting using the meeting number

If the meeting host has not included a link to the meeting on the meeting calendar or
on his or her Personal Meeting page, you can still join that meeting. You need to
obtain the meeting number from the meeting host.

You can join a meeting by providing the meeting number on either:

*  Your Meeting Center Web site, see Joining a meeting from your Meeting Center
Web site using the meeting number (on page 42).

* The host's Personal Meeting page on your Meeting Center Web site, if the host
gave you the URL (Web address) for the page, see Joining a meeting from the host's
personal page using the meeting number (on page 42).
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Joining a meeting from the host's personal page using the
meeting number

If you want to attend a meeting that is not on the host's Personal Meeting Room page,
you can still join that meeting. Simply ask the host for the meeting number.

To join a meeting from the host's Personal Meeting Room page:

1 Go to the URL, or Web address, for the host's Personal Meeting Room page. The
host must provide you with this URL.

2 On the Meetings tab and under Join an Unlisted Meeting, type the meeting
number that the host gave to you in the Meeting number box.

3 Click Join Now.

4 On the Meeting Information page, enter the requested information.
For details, see About the Join Meeting page (on page 38).

5 Click Join Now.

The Meeting window appears.

Joining a meeting from your Meeting Center Web site using the
meeting number

42

If the meeting you want to attend is not listed on the meeting calendar, you can still

join the meeting. You just need to know the meeting number, which the meeting host

can give you.

To join an unlisted meeting from your Meeting Center Web site:

1 On the navigation bar, expand Attend a meeting, and then click Unlisted Meeting.
The Join an Unlisted Meeting page appears.

2 In the Meeting number box, type the meeting number that the host gave to you.

3 Click Join Now.

4 On the Meeting Information page enter any requested information.

5 Click Join Now.

The Meeting window appears.
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Joining a meeting from your iPhone

If you receive an invitation to a meeting on your iPhone, you can join the meeting by
tapping the link in the invitation or from the Meet icon on your iPhone's home page.

To join a meeting from an email invitation link:
In your email invitation, tap the meeting link.

The WebEx Meeting Center application launches.

To join a meeting from your Meet icon:
Open your home page, and tap the Meet icon.

The WebEx Meeting Center application launches.

Note: If you have a WebEx account, we recommend that you sign in and save your account
settings so you can join meetings quickly in the future.

For detailed information about all aspects of using your iPhone to start or attend
meetings, visit our website http://www.webex.com/apple/.

Joining a meeting from your BlackBerry device

If you have no WebEx account, join a meeting in one of these ways:

= Start the WebEx Meeting Center application and then select Join Now on the
welcome screen.

= Select the appropriate link in your email invitation or the meeting item on your
calendar.

If you have a WebEx account, follow these steps to join a meeting:
1 Start the WebEx Meeting Center application.

2 Sign in to your WebEx account if you have not signed in or saved your account
settings.

We recommend that you save your account settings to join meetings quickly in the
future.

3 Select the meeting on the My Meetings page.

4 Select Join Meeting on the menu.
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Registering for a meeting

If you want to... See...

get an overview of registering for a meeting About registering for a meeting (on page 44)

register for a meeting from an invitation email A Registering from an email message (on page

message 44)

register for a meeting from the meeting Registering from the meeting calendar (on
calendar on your Meeting Center Web site page 45)

register for a meeting from the host's Registering from the host's personal page (on
Personal Meeting Room page page 46)

About registering for a meeting

If a meeting host invites you to a meeting that requires registration, you receive an
invitation email message. The email message contains a link that you can click to
register for the meeting.

If you did not receive an email invitation to a meeting that requires registration, you
can register for the meeting on either:

The meeting calendar on your Meeting Center Web site

The host's Personal Meeting Room page on your Meeting Center Web site, if the
host gave you the URL, or Web address, for the page

Registering from an email message
Registering from the meeting calendar
Registering from the host’s personal page

Obtaining information about a scheduled meeting

Registering from an email message

If you received an invitation email message for a meeting that requires registration,
you can register for the meeting from the message.
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To register for a meeting from an invitation email message:

1

2

3

4

Open your invitation email, and then click the link to register for the meeting.
On the Meeting Information: [Topic] page that appears, click Register.

The Register for [Topic] page appears.

Provide the required information.

Click Register Now.

Once the host approves your registration, you receive a registration confirmation
email message. You can then join the meeting once it starts.

If the meeting is already in progress, and the host has chosen to approve all
registration requests automatically, you join the meeting immediately.

Registering from the meeting calendar

If you did not receive an invitation email message for a meeting that requires
registration, you can register for it from the meeting calendar on your Meeting Center
Web site.

To register for a meeting from the meeting calendar:

1

On the navigation bar, expand Attend a meeting, and then click Register.

The Register for a meeting page appears, showing the meeting calendar. This
calendar lists each meeting that requires registration for the current date.

On the meeting calendar, locate the meeting for which you want to register.
To locate a meeting quickly, you can:

=  Sort the meeting list by clicking the column headings. For details, see Sorting
the meeting calendar (on page 57).

= Display the meeting list for another date. For details, see Selecting a date on the
meeting calendar (on page 55).

* Find a a meeting. For details, see Searching for a meeting on the training
meeting (on page 57).

Under Topig, select the option button for the meeting for which you want to
register.

Click Register.
On the Register for [Topic] page that appears, provide the required information.
Click Register Now.
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Once the host approves your registration, you receive a registration confirmation
email message. You can then join the meeting once it starts.

If the meeting is already in progress, and the host has chosen to approve all
registration requests automatically, you join the meeting immediately.

Tip:

You can obtain detailed information about a selected meeting or its agenda before registering
for it. For details, see Obtaining information about a scheduled meeting (on page 47).

You can display all meeting times in another time zone.

You can refresh the meeting calendar to ensure that you are viewing the most recent
information.

Registering from the host's personal page

46

You can register for a meeting from the host's Personal Meeting Room page on your
Meeting Center Web site.

To register for a meeting from the host's Personal Meeting Room page:

1

4

5

Go to the URL, or Web address, for the host's Personal Meeting Room page. The
host must provide you with this URL.

On the Meetings tab, do one of the following:

= If the meeting is not currently in progress, under Scheduled Meetings, click
Register.

= If the meeting is currently in progress, under Meetings in Progress, click Join
Now. On the Join Meeting: [Topic] page that appears, click Register.

If the Log In page appears, provide your user name and password, and then click
Log In.

The Log In page appears only if the meeting host requires that you have a user
account to join the meeting. In this case, you must provide your user name and
password before you can register for the meeting.

On the Register for [Topic] page that appears, provide the required information.
Click Register Now.

Once the host approves your registration, you receive a registration confirmation
email message. You can then join the meeting once it starts.
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If the meeting is already in progress, and the host has chosen to approve all
registration requests automatically, you join the meeting immediately.

Obtaining information about a scheduled meeting

If you want to... See...
get an overview of obtaining information About obtaining meeting information (on page
about a scheduled meeting 47)

obtain meeting information from an invitation | Obtaining information from an email message

email message (on page 48)
obtain meeting information from the host's Obtaining information from the host's
Personal Meeting Center Room page personal page (on page 49)

About obtaining meeting information

Before joining a meeting, you can obtain information about it from the Meeting
Information page. The information you can view includes the host's name and email
address, meeting number, and agenda.If you received an email invitation to a meeting,
you can click a link in the message to view the meeting information.

If you did not receive an email invitation from the host, you can view the meeting
information from either:

* The meeting calendar on your Meeting Center Web site

= The host's Personal Meeting Room page on your Meeting Center Web site, if the
host gave you the URL, or Web address, for the page.

About the Meeting Information page
To access this page: In your invitation email message, click the appropriate link.

The Meeting Information: [Topic] page provides information about a selected
meeting. The following is a description of the information you can view from that

page.
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Term Details

Status Status of the meeting can be: Not Started, Join
Now, or Registration (Meeting Center only).

Date Date of the meeting—for example, July 28, 2009.

Starting time Starting time for the meeting, including the time
zone—for example, 10:00 am, Pacific Standard
Time.

Duration Length of the meeting in hours or minutes—for

example, 1 hour or 30 minutes.

Meeting number Number that the meeting server assigns to a
meeting automatically.

Meeting password Meeting password that the host specified.

Teleconference Instructions for joining the teleconference, if the
host included one for the meeting.

Host Meeting host's full name.

Alternate host Appears only if the host designated one or more
participants as alternate hosts.

Host's email address Host's email address.

Agenda Agenda: Displays the Agenda page,
where you can view the meeting's detailed
agenda provided by the host.

Add to My Calendar Adds the meeting to your calendar program, such
as Microsoft Outlook. Your calendar program
must support the iCalendar standard, a common
format for exchanging calendaring and scheduling
information across the Internet.

Obtaining information from an email message

If you receive an email invitation for a meeting, you can view the meeting information
from the email message.
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To obtain information about a meeting from an invitation email message:

1

2

Open your invitation email message, and then click the link.
The Meeting Information appears.

Optional. To view the meeting agenda, click View Agenda.

Obtaining information from the meeting calendar

If you did not receive an email invitation, you can obtain meeting information from
the meeting calendar on your Meeting Center Web site.

To obtain information about a meeting from the meeting calendar:

1

From the navigation bar on your Meeting Center Web site, expand Attend a
meeting.

Click Browse Meetings.

On the meeting calendar, locate the meeting about which you want to obtain
information.

Under Topic, click the link for the meeting.
If the meeting requires a password, the Get Info page appears.

If the meeting does not require a password, the Meeting Information page
appears. You can skip to step 6.

If the Get Info page appears, type the password that the meeting host gave to you
in the Meeting password box, and then click OK.

Optional. To view the meeting's agenda, click View Agenda.

The Agenda page appears.

Obtaining information from the host's personal page

You can obtain meeting information from the host's Personal Meeting Room page on
your Meeting Center Web site.

To obtain meeting information from the host's Personal Meeting Room page:

1

Go to the URL, or Web address, for the host's Personal Meeting Room page. The
host must provide you with this URL.

On the Meetings tab, locate the meeting about which you want to obtain
information.
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3 Under Topic, click the link for the meeting.
If the meeting requires a password, the Get Info page appears.
If the meeting does not require a password, the Meeting Information page appears

4 If the Get Info page appears, type the password that the meeting host gave to you
in the Meeting password box, and then click OK.

5 Optional. To view the meeting's agenda, click View Agenda.

Adding a meeting to your calendar program

If you want to... See...

get an overview of adding a scheduled About adding a meeting to your calendar
meeting to your calendar program program (on page 50)

add a scheduled meeting to your calendar Adding a meeting to your calendar program
program (on page 50)

About adding a meeting to your calendar program

You can add a scheduled meeting to your calendar program, such as Microsoft
Outlook. This option is applicable only if your calendar program supports the
iCalendar standard, a common format for exchanging calendaring and scheduling
information across the Internet.

You can add a meeting to your calendar from either:
* The invitation email message that you receive from the host

= The Meeting Information page for the meeting, which you can access by clicking
the link for the meeting on the meeting calendar or on the host's Personal Meeting
Room page

Adding a meeting to your calendar program

50

You can add a scheduled meeting to your calendar program if your calendar program
supports the iCalendar standard.

To add a scheduled meeting to your calendar:

1 Do one of the following, as appropriate:
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= In the invitation email message that you receive, click the link to add the
meeting to your calendar.

*  On the Meeting Information page for the meeting, click Add to My Calendar.
A meeting item opens in your calendar program.

2 Accept the meeting request. For example, in Outlook, click Accept to add the
meeting item to your calendar.

Note: If the host cancels the meeting, the cancellation email message that you receive contains an
option that lets you remove the meeting from your calendar program.
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Using the Calendar

If you want to...
get an overview of using the calendar

view the meeting calendar

select a date on the meeting calendar
search for a Meeting on the meeting
calendar

sort the meeting calendar

refresh the meeting calendar

select a language and time zone on the
meeting calendar

register for a meeting from the meeting
calendar

About the meeting calendar

See...
About the meeting calendar (on page 53)

Viewing the meeting calendar (on page 54)

Selecting a date on the meeting calendar (on
page 55)

Searching for a meeting on the meeting
calendar (on page 57)

Sorting the meeting calendar (on page 57)

Refreshing the meeting calendar (on page 58)

Selecting a language and time zone on the
meeting calendar (on page 58)

Registering for a meeting from the meeting
calendar (on page 59)

The public meeting calendar on your Meeting Center Web site provides information
about each listed meeting that is either scheduled or in progress. However, the
meeting calendar does not provide information about any unlisted meeting.

You can navigate the meeting calendar to quickly find a listed meeting - either on the
current date or any date - using one of several calendar views. For example, you can
view a meeting list for today's date only or for an entire month.
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When viewing a meeting list, you can sort the list and refresh it at any time.

You can view a list of meetings that require registration.

Viewing the meeting calendar

You can open one of the following calendar views of all listed meetings:

Today Contains a list of meetings occurring on the current date, including
all meetings currently in progress and all scheduled meetings that
are not yet in progress.

Daily Contains a single list of all meetings occurring on the current date,
or on another date to which you have navigated.

Weekly Contains a list of scheduled meetings for each day of the selected
week.

Monthly Indicates on which dates meetings are scheduled for the selected
month.

To open a calendar view of all scheduled meetings:
1 On the navigation bar, expand Attend a meeting to view a list of links.
2 Click Browse Meetings.
The meeting calendar appears.
3 Click the tabs to navigate to different views of the meeting calendar.

You can also view a list that includes past meetings.

You can view a list of meetings that require registration.

To include past meetings in your list of meetings:
1 Select the Today or Daily tab.
2 Select the Show past meetings check box.

The list of meetings displays accordingly for the tab.

To display a list of only meetings that require registration:
1 Select the Today, Upcoming, Daily, or Weekly tab.
2 Select the Show only meetings that require registration check box.

The list of meetings that require registration displays accordingly for the tab.
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Selecting a date on the meeting calendar
You can view a list of scheduled meetings for any date on the meeting calendar.

To display a list of scheduled meetings for the previous or next day:

1 Ifyou have not already done so, open the meeting calendar. For details, see
Viewing the meeting calendar (on page 54).

2 On the Daily view of the calendar page, click the forward or backward arrow to
navigate to the list of meetings for the next or previous day.

4 Friday, December 3, 2010 b

For details about the options on the Daily view, see About the Daily view (on page 62).

Note: You can use this procedure on the Register for a Meeting page as well.

To display a list of meetings for a specific date:

1 Ifyou have not already done so, open the meeting calendar. For details, see
Viewing the meeting calendar (on page 54).

On the Today, Upcoming, Daily, or Weekly tab on the calendar page, click the
Calendar icon.

The Calendar window appears, showing the calendar for the current month.
2 Optional. Do any of the following:
= To view the calendar for the previous month, click the forward arrow.

= To view the calendar for the next month, click the backward arrow.

= To view the calendar for a specific month, in the drop-down list, select a
month.

= To view the calendar for a specific year, in the drop-down list, select a year.
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3 Click the date for which you want to view a list of meetings.
The Daily view for the date that you selected appears.
For details about the options on the view tabs, see the following:
= About the Today view (on page 60)
= About the Daily view (on page 62)
= About the Weekly view (on page 64)

Note: You can use this procedure on the Register for a Meeting page as well.

To display a list of meetings for a specific date using the Monthly view:

1 Ifyou have not already done so, open the meeting calendar. For details, see
Viewing the meeting calendar (on page 54).

2 Click the Monthly tab.

3 Click the forward or backward arrow to navigate to the list of meetings for the
next or previous month.

4 December 2010 »

4 Click a date for which you want to view a list of scheduled meetings.

The Daily view appears for the date that you selected.

Note: Only dates on which an icon appears have at least one scheduled meeting.

For details about the options on the Monthly view, see About the Monthly view (on
page 65).
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Searching for a meeting on the meeting calendar

On the meeting calendar, you can locate a meeting by searching for text in the name of
the host or presenter, meeting topic, or meeting agenda. You cannot search for a
meeting number.

To search for a meeting:

1 If you have not already done so, open the meeting calendar. For details, see
Viewing the meeting calendar (on page 54).

2 Type the text for which you want to search in the Search for box.

3 Click Search.

The Search Results page appears, listing all meetings that contain the search text.

Sorting the meeting calendar

By default, meeting lists on the meeting calendar are sorted by hours, in ascending
order. However, you can sort the meeting lists by any column:

Time Sorts the meeting list by hours, in ascending or descending order.

Topic Sorts the meeting list alphabetically by topic, in ascending or
descending order.

Host or Presenter Sorts the meeting list alphabetically by host or presenter name, in
ascending or descending order.

Duration Sorts the meeting list by duration, in ascending or descending
order.
To sort the public meeting calendar:

1 If you have not already done so, open the meeting calendar. For details, see
Viewing the meeting calendar.

2 Inalist of meetings on the Today, Upcoming, Daily, or Weekly tab on the
calendar page, click the column heading by which you want to sort the meetings.

An ascending or descending sort indicator appears and the meetings are sorted
accordingly.
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Note: You can use this procedure on the Register for a Meeting page as well.

Refreshing the meeting calendar

Information about meetings on the public Meeting Center calendar can change at any
time. Thus, to ensure that you are viewing the most current Meeting Center
information, you can refresh the Meeting Center calendar at any time.

To refresh the public Meeting Center calendar:

1 Ifyou have not already done so, open the meeting calendar. For details, see
Viewing the meeting calendar (on page 54).

2 Click the Refresh button.

()

Selecting a language and time zone on the meeting
calendar

58

On the meeting calendar, you can access your Preferences page to select the language
and time zone in which you want to view meeting times. Your site administrator
specifies the default language and time zone that appears on the meeting calendar.
You may need to change the time zone, for example, if you are travelling and
temporarily in another time zone.

To select alanguage on the public meeting calendar:

1 Ifyou have not already done so, open the meeting calendar. For details, see
Viewing the meeting calendar (on page 54).

2 Click the language link on the right side of the page.
The Preferences page appears.

3 In the Language drop-down list, select another language.

4 Click OK.
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To select a time zone on the public meeting calendar:

1 If you have not already done so, open the meeting calendar. For details, see
Viewing the meeting calendar (on page 54).

2 Click the time zone link on the right side of the page.
The Preferences page appears.
3 Inthe Time zone drop-down list, select another time zone.

4 Click OK.

Note:

"  Your time zone selection affects only your view of your Meeting Center Web site, not
other users' views.

= Ifyou have a user account, all meeting invitations that you send automatically specify
the meeting starting time in the time zone that you selected.

= Ifyou select a time zone for which daylight saving time (DST) is in effect, your Meeting
Center Web site automatically adjusts its clock for daylight saving time.

Registering for a meeting from the meeting calendar

If you did not receive an invitation email message for a meeting that requires
registration, you can register for it from the meeting calendar on your Meeting Center
Web site.

About the Register for a Meeting page

The Register for a Meeting page lists each meeting that requires registration. Each page
of the meeting calendar displays each meeting occurring on a given day that requires
registration, unless it is unlisted.

To select a scheduled meeting, click the option button to the left of its topic. Once you
have selected a meeting, you can click one of the following buttons on the button bar:

Click this button... To...

Fegister | Register for the meeting.
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Click this button... To...

Join Mo | Join the meeting, if the meeting is currently in progress.
Get Infa | View detailed information about the meeting.

Agenda View the agenda for the meeting.

Registering for a meeting

If you find the meeting you want to register for, you can easily complete the
registration form and send it to the meeting host.

To register for a meeting:

1 Select a meeting for which the status is Registration.
2 Click Register.

3 Enter your information and click Register Now.

Once the host approves your registration, you receive a registration confirmation
email message. You can then join the meeting once it starts.

If the meeting is already in progress, and the host has chosen to approve all
registration requests automatically, you join the meeting immediately.

About the Today view

How to access this page

On your Meeting Center Web site, click Attend a Meeting > Browse Meetings >
Today tab.

What you can do here

The Today view lists the live meetings that are scheduled for the present day, including
those in process, those concluded, and those that have not yet begun.

60



Chapter 3: Using the Calendar

The meeting information displayed in the list can be sorted by clicking the column
headings. For details, see Sorting the meeting calendar (on page 57).

Options on this page

Option Description

@ Click the Refresh icon at any time to display the most current list of
meetings.

Click to open the Preferences page, where you can select the

Language link language setting for your Meeting Center Web site.

. . Click to open the Preferences page, where you can select the time
Time zone link ; . d
zone setting for your Meeting Center Web site.

Show past meetings Select to include concluded meetings in the list of meetings.

Show only meetings that | Select to display only those meetings that require registration in
require registration check | the list of meetings.
box

The Ascending Sort indicator appears next to a column
- heading, and the meetings are sorted by the column, in
ascending order.

The Descending Sort indicator appears next to a column
g heading, and the meetings are sorted by the column, in
descending order.

Time Lists the starting time for each scheduled meeting.

Topic Lists the _sch_eduled meetings by name. Click the topic name to
get meeting information.

Host or Presenter Lists the host or presenter for the meeting.

Duration Lists the scheduled length of the meeting.

Indicates that the live meeting is in process.

Join link Click the link to join the Meeting Center from the Meeting

> Information page.

Register link Click to open the Register for page, where you can enter the
E{ required information to register for the meeting.

& Indicates that this is a Personal Conference meeting.
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Option Description

Start link (Host only) Click to start your meeting.
»

End link (Host only) Click to end your meeting.
O]

About the Daily view

How to access this page

On your Meeting Center Web site, click Attend a Meeting > Browse Meetings > Daily
tab.

What you can do here

The Daily view lists the live meetings that are scheduled for the present day. From the
Daily view you can navigate to the previous or next day, or use the calendar to view
the schedule for another day.

The meeting information displayed in the list can be sorted by clicking the column
headings. For details, see Sorting the meeting calendar (on page 57).

Options on this page

Option Description

@ Click the Refresh icon at any time to display the most current list of
meetings.

Click to open the Preferences page, where you can select the
Language link language setting for your Meeting Center Web site.

Click to open the Preferences page, where you can select the time

Time zone link zone setting for your Meeting Center Web site.

d4 Click the Previous Day icon to display a list of meetings for the
previous day.

3 Click the Next Day icon to display a list of meetings for the next
day.
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Show past meetings

Show only meetings that
require registration check
box

Time

Topic

Host or Presenter

Duration
Join link

¥

Register link
E{

Start link

[

End link
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Description

Click the Calendar icon to open the Calendar window for the
current month. Click on any date to open its schedule.

Select to include concluded meetings in the list of meetings.
Select to display only those meetings that require registration in

the list of meetings.

The Ascending Sort indicator appears next to a column
heading, and the meetings are sorted by the column, in
ascending order.

The Descending Sort indicator appears next to a column
heading, and the meetings are sorted by the column, in
descending order.

Lists the starting time for each scheduled meeting.

Lists the scheduled meetings by name. Click the topic name to
get meeting information.

Lists the host or presenter for the meeting.
Lists the scheduled length of the meeting.

Indicates that the live meeting is in process.

Click the link to join the Meeting Center from the Meeting
Information page.

Click to open the Register for page, where you can enter the
required information to register for the meeting.

Indicates that this is a Personal Conference meeting.

(Host only) Click to start your meeting.

(Host only) Click to end your meeting.
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About the Weekly view

64

How to access this page

On your Meeting Center Web site, click Attend a Meeting > Browse Meetings >
Weekly tab.

What you can do here

The Weekly view lists the live meetings that are scheduled, but not ended for the
selected week.

The meeting information displayed in the list can be sorted by clicking the column
headings. For details, see Sorting the meeting calendar (on page 57).

Options on this page
Option Description
@ Click the Refresh icon at any time to display the most current list of
meetings.
Click to open the Preferences page, where you can select the
Language link language setting for your Meeting Center Web site.

. . Click to open the Preferences page, where you can select the time
Time zone link ; . ,
zone setting for your Meeting Center Web site.
Click the Previous Week icon to display a list of meetings for
4 the previous week.

> Click the Next Week icon to display a list of meetings for the
next week.

Click the Calendar icon to open the Calendar window for the
| current month. Click on any date to open its schedule.

Show only meetings that  Select to display only those meetings that require registration in
require registration check | the list of meetings.

box

Day link Opens the Daily view, which shows the scheduled meetings for
. the selected day.
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Description

The Ascending Sort indicator appears next to a column
heading, and the meetings are sorted by the column, in
ascending order.

The Descending Sort indicator appears next to a column
heading, and the meetings are sorted by the column, in
descending order.

Lists the starting time for each scheduled meeting.

Lists the scheduled meetings by name. Click the topic name to
get meeting information.

Lists the host or presenter for the meeting.
Lists the scheduled length of the meeting.

Indicates that the live meeting is in process.

Click the link to join the Meeting Center from the Meeting
Information page.

Click to open the Register for page, where you can enter the
required information to register for the meeting.

Indicates that this is a Personal Conference meeting.

(Host only) Click to start your meeting.

(Host only) Click to end your meeting.

About the Monthly view

How to access this page

On your Meeting Center Web site, click Attend a Meeting > Browse Meetings >

Monthly tab.
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What you can do here

The Monthly view shows when the live meetings are scheduled in a monthly calendar
view. You can navigate to a specific day or week within the current month, or navigate
to the previous or next month.

Options on this page
Option Description
d4 Click the Previous Month icon to display a list of meetings for

the previous month.

S Click the Next Month icon to display a list of meetings for the
next month.

@ Click the Refresh icon at any time to display the most current list of
meetings.

Click to open the Preferences page, where you can select the
Language link language setting for your Meeting Center Web site.

Click to open the Preferences page, where you can select the time

Time zone link zone setting for your Meeting Center Web site.

Week link Opens the Weekly view, which shows the scheduled meetings

Weekis for each day of the selected week.

Day link Opens the Daily view, which shows the scheduled meetings for
4 the selected day.

7 Appears on the calendar to indicate that one or more meetings

are scheduled on that day.

About the Search Results page

What you can do here

* Find a meeting on your Meeting Center Web site.
= Display past meetings.

= Sort the search results.

= Select a language for your Meeting Center Web site.

66



Chapter 3: Using the Calendar

= Select a time zone for your Meeting Center Web site.

= Display meetings that require registration.

The meeting information displayed in the list can be sorted by clicking the column
headings. For details, see Sorting the meeting calendar (on page 57).

Options on this page
Option Description
Search for... !Enter a host name, meetmg topic, or any text that may appear
in the agenda, and click Search.
text box Note: You cannot search for a meeting number.
@ Click the Refresh icon at any time to display the most current list of
meetings.
Click to open the Preferences page, where you can select the
Language link language setting for your Meeting Center Web site.

. . Click to open the Preferences page, where you can select the time
Time zone link ; . )
zone setting for your Meeting Center Web site.

Show past meetings Select to include concluded meetings in the list of meetings.

Show only meetings that | Select to display only those meetings that require registration in
require registration check | the list of meetings.
box

Navigation links Click the page numbers or next to navigate through the search
results.

The Ascending Sort indicator appears next to a column

heading, and the meetings are sorted by the column, in

ascending order.

The Descending Sort indicator appears next to a column
g heading, and the meetings are sorted by the column, in
descending order.

Date & Time Lists the date and starting time of the meeting.

Lists the scheduled meetings by name. Click the topic name to

Topic get meeting information.
Host or Presenter Lists the host or presenter for the meeting.
Duration Lists the scheduled length of the meeting.
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Option

Join link
¥

Register link
#

Start link
3

End link
O]

Description

Indicates that the live meeting is in process.

Click the link to join the Meeting Center from the Meeting
Information page.

Click to open the Register for page, where you can enter the
required information to register for the meeting.

Indicates that this is a Personal Conference meeting.

(Host only) Click to start your meeting.

(Host only) Click to end your meeting.



If you want to...
get an overview of scheduling a meeting

allow another user to schedule a meeting for
you

use the Quick Scheduler to start a meeting
quickly

use the Advanced Scheduler to include an
agenda and other options in your meeting

set up a meeting that recurs on a regular
basis

start a scheduled meeting
edit details for a scheduled meeting

cancel a scheduled meeting

Scheduling a Meeting

See...

Choosing the scheduler that works for you (on
page 69)

Allowing another user to schedule meetings for
you (on page 126)

Using the Quick Scheduler (on page 79)

About the Advanced Scheduler (on page 79)

Setting up a recurring meeting (on page 125)

Starting a scheduled meeting (on page 118)
Editing a scheduled meeting (on page 117)

Canceling a scheduled meeting (on page 120)

Choosing the scheduler that works for you

Meeting Center provides several ways to set up meetings. Review the details about the
different means of scheduling a meeting and then pick the one that meets your needs.

Short on time?

Use the one-page Quick Scheduler. Simply enter a few details and you are ready to

host your meeting. For details, see Using the Quick Scheduler (on page 79).
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Looking for more meeting options, such as adding additional security?

Use the Advanced Scheduler. Enter the level of detail you need. You can schedule or
start the meeting from any page in the wizard. For details, see Using the Advanced
Scheduler .

Want to reuse the information you saved in the scheduler?

You do not have to type in the same information every time you set up a meeting. If
the meeting recurs on a regular basis, with the same attendees, you can set up a whole
series of meetings. If the meeting details (such as attendees, meeting options) are
constant, you can save those details in a template, which you can apply to any meeting
you schedule. For details, see:

= Setting up a recurring meeting (on page 125)
= Using meeting templates (on page 121)
Note: If you decide to switch from the Advanced Scheduler to the Quick Scheduler (or from the

Quick Scheduler to the Advanced Scheduler) any information you have typed is saved and
available in the other scheduler.

About the Quick Scheduler

Use this one-page scheduler to set up a meeting with just a few mouse clicks.

Your site administrator decides whether your site displays the Quick Scheduler or the
Advanced Scheduler, a wizard that helps you step through the process of selecting
meeting options.

If your site displays the Advanced Scheduler automatically, you can easily switch to the
Quick Scheduler. Simply click the Return to Quick Scheduler link at the top of the
Required Information page.

About the Quick Scheduler page

How to access this page
On the navigation bar, click Host a Meeting > Schedule a Meeting

If you see the Advanced Scheduler, click the link to display the Quick Scheduler.
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Ieeting Center Defauh]Rd

To st advancod masting aplicns, go to Advanced Scheduls e |

* Being lopic:
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Drate:

Time:;

Duration:

Attendres:

Audio confarance:
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Canfirm passswid:
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4 #i3 = Cam @pm San Francieco Time
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conma of semicolon:
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WebEx Audin  Change sudis conlerence,,,

s T

What you can do on this page

Set up a meeting quickly, using this one-page scheduler.

Options on this page

Use this option...

To...

Set options using template | Select a template and use the settings saved in that

Meeting Topic

template for this meeting.

You can save time by using a template that includes the list
of attendees you want to invite, a presentation you want to
show before the meeting starts, and other options you have
used in a previous meetings and saved as a template.

For more details about creating and editing templates, see
Using meeting templates (on page 121).

Enter the topic or a name for the meeting.
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Tracking codes

Password

Confirm password

Date

Time

Duration

Attendees

72

Identify your department, project, or other information that
your organization wants to associate with your meetings.
Tracking codes can be optional or required, depending on
how your site administrator set them up.

If your site administrator requires you to select a code from
a predefined list, a list of codes appears. Select a code from
the list on the left. Then do one of the following in the box on
the right:

= If alist of codes appears, select a code from the list.

=  Type a code in the box.

Require participants to enter the password you set to join
your meeting.

Your site may require that all passwords comply with
security criteria, such as a minimum length and a minimum
number of letters, numbers or special characters. A
password:

= Can contain a maximum of 16 characters.

=  Cannot contain spaces or any of the following
characters:\ " “/ & <> ==[]

Each participant that you invite to your meeting receives an
invitation email message that includes the password, unless
you request that passwords do not appear in email
invitations.

Set the date you want the meeting to occur. Select the
month, day, and year in the drop-down lists. Or, you can
click the Calendar icon, and then select a date.

Set the meeting's starting time and the time zone. To select
another time zone, click the time zone link.

Important The time zone you select does not affect the
time zone setting for the meeting calendar on the
Browse Meetings page. You and each attendee can
select the time zone for your view of the calendar
independently, using the Your time zone option on the
Preferences page. To access this page, on the
navigation bar, click Set Up > Preferences.

Enter the length of time you estimate that the meeting will
continue. The meeting does not end automatically after the
duration that you set.

Enter the email addresses of the attendees you want to invite
to your meeting.

You can type the addresses, separating them with a comma
or semicolon or you can click Select Attendees to choose
attendees from your address book.



Use this option...

Allow external attendees

Send a copy of the invitation
email to me

Audio options

CUVC Meeting ID
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To...

Allow attendees located on the public internet to join your
meeting. If unchecked, only attendees within the same
internal network can join.

Note: This option is available for Cisco Unified MeetingPlace
users only.

Receive a copy of the invitation you are sending to
attendees. Later, if you decide to invite additional attendees,
you can simply forward this email message to them.

The default settings appear. To select a different
options, click Change audio option.

Enter a custom URL to create a virtual meeting room in which
you can use Cisco Unified Video (CUVC) in your meeting.

If you leave this box empty, the WebEx Meeting ID is used by
default.

When you start your WebEx meeting, the CUVC Video panel
displays automatically.

This is an optional feature that must be enabled by your site
administrator.

About the Change Tracking Code page

How to access this page

On the navigation bar, click Host a Meeting > Schedule a Meeting

If you see the Advanced Scheduler, click the link to display the Quick Scheduler. Then

click Select tracking code.

What you can do on this page

Add or remove tracking codes assigned to this meeting.

Options on this page

Use this option...

Tracking Code

To...
Assign a tracking code to this meeting.

Your site administrator provides the group name,
such as "Division," or "Department" or other
identifier. Depending on how your site is set up,
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Use this option... To...
you have one of these options:

=  Select the tracking codes from a list

= Enter the tracking codes in the boxes
provided,

=  Both options (either select codes from a list or
type it)

About the Time Zone page

How to access this page
On the navigation bar, click Host a Meeting > Schedule a Meeting

If you see the Advanced Scheduler, click the link to display the Quick Scheduler. Then
click the current time zone link (for example, Pacific ST).

What you can do on this page

Select a different time zone for the meeting you are scheduling.

Important: The time zone you select does not affect the time zone setting for the meeting
calendar on the Browse Meetings page. You and each attendee can select the time hzone for your

view of the calendar independently, using the Your time zone option on the Preferences page. To
access this page, on the navigation bar, click Set Up > Preferences.

About the Select Attendees page

How to access this page
On the navigation bar, click Host a Meeting> Schedule a Meeting

You can select attendees from the Quick Scheduler or the Advanced Scheduler>Invite
Attendees page.

Then click the Use Address book link.

What you can do on this page
= Select contacts in your personal address book and invite them to the meeting.
* Add new contacts to your personal address book and invite them to the meeting.

= Designate one or more invited attendees as alternate hosts

74



Options on this page

Use this option...
Address book

New Contact

Search

Invite as
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To...

Select the address book from which you want to
select attendees. The contacts in the address
book that you select appear in the box. These
address books are available:

= Personal contacts: Includes any individual
contacts that you have added to your
personal address book. If you use Microsoft
QOutlook, you can import the personal
contacts that you keep in an Outlook address
book or folder to this list of contacts.

= Company address book: Your
organization's address book, which includes
any contacts that your site administrator has
added to it. If your organization uses a
Microsoft Exchange Global Address List, your
site administrator can import its contacts to
this address book.

= List: Includes any distribution lists that you
have created for your personal address book.

Add a new contact. Enter the requested
information about the new contact you want to
invite to the meeting. You can also add the new
contact to your personal address book.

Search for text in the selected address book. For
example, you can search for all or part of a
contact name or email address

Add the selected contacts to the list of attendees

Attendee: Adds the selected contacts to the list of
attendees.

Alternate Host: Adds the selected contacts as
alternate hosts to the list of attendees. An
alternate host receives an invitation email
message that provides information about acting
as the alternate host. An alternate host can start
the meeting and act as the host. If you join the
meeting after an alternate host has started or
joined it, you do not automatically assume the
host role.

An alternate host must have a user account on
your meeting service Web site.
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Use this option... To...

Address book Select the address book from which you want to
select attendees. The contacts in the address
book that you select appear in the box. These
address books are available:

= Personal contacts: Includes any individual
contacts that you have added to your
personal address book. If you use Microsoft
QOutlook, you can import the personal
contacts that you keep in an Outlook address
book or folder to this list of contacts.

= Company address book: Your
organization's address book, which includes
any contacts that your site administrator has
added to it. If your organization uses a
Microsoft Exchange Global Address List, your
site administrator can import its contacts to
this address book.

= List: Includes any distribution lists that you
have created for your personal address book.

New Contact Add a new contact. Enter the requested
information about the new contact you want to
invite to the meeting. You can also add the new
contact to your personal address book.

Remove Remove the selected contacts from the list of
attendees.

About the Audio Conference Settings page

How to access this page
On the navigation bar, click Host a Meeting > Schedule a Meeting

If you see the Advanced Scheduler, click the link to display the Quick Scheduler. Then
click Change audio conference.

What you can do on this page

Change the preset audio options, such as the teleconferencing service you plan to use.



Options on this page

Use this option...

Select conference type

Chapter 4: Scheduling a Meeting

To...
Select the type of audio conference you would like to use:

WebEXx Audio: Specifies that the meeting includes an integrated
audio conference. If you select this option, choose one of the
following types of teleconferences:

= Display toll-free number: If participants call in to the
conference, they can call a toll-free number.

= Display global call-in numbers: This option provides a list
of numbers—such as toll-free or local numbers—that
participants in other countries can call to join the audio
conference.

= Enable teleconference CLI authentication when
participants call in

CLI (caller line identification) is a form of caller ID, a
telephony intelligent service that transmits a caller's
telephone number before the call is answered. If you use
WebEx audio conferencing, you can help participants join
the meeting more quickly, if participants have:

[0 aWebEx host account

[0 saved their phone numbers in their WebEXx profiles
This option is not available for Cisco Unified MeetingPlace
users.

Personal Conference number: Displays the personal audio
conference accounts you have set up in the Personal
Conferencing area of My WebEx. Select the account you want to
use for your meeting. You can create up to three accounts.

Click Edit to make changes, such as updating the subscriber or
attendee access code.

If you have not yet set up any accounts, select Create Personal
Conference account to get started. This option is not available
for Cisco Unified MeetingPlace users.

Other teleconference service: Specifies that the meeting
includes a teleconference that another service provides.

Instructions: Provides space for you to type instructions for
joining the teleconference.

Instructions for any teleconference option that you select
automatically appear:

=  On the Meeting Information page on your site, which
participants can view before you start the meeting

= Ininvitation email messages, if you invite participants using
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Use this option...

Entry & exit tone

To...
the Schedule a Meeting page options

= On the Info tab, which appears in the content viewer in the
Meeting window

= In the Join Teleconference dialog box, which appears in
participants' Meeting windows once they join the meeting

Cisco Unified MeetingPlace Audio Conferencing: Specifies
that the meeting include an integrated audio conference with
your Cisco Unified MeetingPlace audio conferencing account. If
you select this option, choose the type of conference:

= Attendees call in: Select if you want customers to dial a
number to join

=  Attendees receive call back: Select if you want customers
to type in a phone number and receive a call back from the
conferencing service.

A participant must have a direct phone line to receive a call from
the conferencing service. However, a participant without a direct
phone line can join an audio conference by dialing a call-in
number, which is always available in the meeting window.

Use VolP only: Specifies that you want to set up an Integrated
VolIP conference for the meeting. If selected, you can still set up
a traditional teleconference for the meeting.

= You must start VolIP after you start the meeting.

=  Only participants whose computers meet the system
requirements for integrated VolP session can participate in
the conference.

None: Specifies that the meeting does not include a
teleconference, or the meeting includes a teleconference for
which you will provide information for participants using a method
other than your meeting service.

Select the sound you would like all participants to hear when an
attendee joins or leaves the meeting:
= Beep: A simple tone plays

=  Announce name: Upon joining the teleconference, a
participant records his or her name, which is then played in
the teleconference.

= No Tone: No alert plays
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Using the Quick Scheduler

1 Login to your Meeting Center Web site.
2 On the navigation bar, expand Host a meeting to view a list of links.
3 Click Schedule a meeting.

The Required Information page appears.

4 Check whether you are viewing the Advanced Scheduler. Click the Return to
Quick Scheduler link to display the Quick Scheduler.

The Advanced Scheduler consists of several pages, with the links to them on the
right side of the page. The Quick Scheduler is one page.

5 Enter the details about your meeting. For information about the fields on this
page, see About the Quick Scheduler page (on page 70).

6 Start or schedule the meeting:

= If the meeting's starting time is the current time, click Start to start the
meeting.

= If the meeting's starting time is after the current time, click Schedule.

The Meeting Scheduled page appears, confirming that the meeting is scheduled. You
also receive a confirmation email message that includes information about the
scheduled meeting.

About the Advanced Scheduler

When scheduling a meeting, use the Schedule a meeting wizard to set several options
for your meeting. These options allow you to customize your meeting for your specific
needs, such as additional security. Once you schedule a meeting, you can change its
options at any time, or cancel the meeting.

If another user has granted scheduling permission to you in his or her user profile, you
can schedule a meeting on behalf of that user. For details about granting scheduling
permission to another user, see Allowing another user to schedule meetings for you (on
page 126).

Note: If you use Microsoft Outlook 2000 or a later version, you can schedule, start, and join an
online meeting using Outlook. For instructions on using Integration to Outlook, refer the
Integration to Outlook User's Guide, which is available on your Meeting Center Web site.
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Choosing a level of security for a scheduled meeting

When scheduling a meeting, you can provide security for the meeting using these
means:

Require a password: Attendees must provide the password you set before joining
the meeting. For more information, see About the Required Information page.

Decline to list this meeting on the meeting calendar: An unlisted meeting does not
appear in the meeting calendar on the Browse Meetings page or on your Personal
Meetings page. To join an unlisted meeting, attendees must provide a unique
meeting number. For more information, see About the Required Information

page.

Exclude the meeting password from email invitations: If you invite attendees to a
meeting, you can prevent the password from appearing in the email invitations
that your Meeting Center Web site sends automatically to attendees. For details,
see About the Required Information page.

Require attendees to log in: You can require attendees to have a user account on
your Meeting Center Web site to join the meeting. Thus, attendees must log in to
your site before they can attend the meeting. For more information, see About the
Invite Attendees page.

Require attendees to register for the meeting: If you require each attendee to send
a registration request to you before joining a meeting, you can accept or reject
each registration request. For more information, see About the Registration page
(on page 100).

Tip: Choose a level of security based on the meeting's purpose. For example, if you schedule a
meeting to discuss your company picnic, you probably need to set only a password for the
meeting. On the other hand, if you schedule a meeting in which you will discuss sensitive
financial data, you may not want to list the meeting on the meeting calendar. You may also
choose to restrict access to the meeting once all attendees have joined it.

Using the Advanced Scheduler

When scheduling a meeting, you must provide a meeting topic and a starting time.
You can also set options to customize your meeting and enhance its security.
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Using the Advanced Scheduler, you can schedule a meeting quickly. You can click the
Start button at any time to start your meeting. If you have questions about the
information requested on a page, click the Help button, which is located in the upper
right corner of each wizard page.

To start the Advanced Scheduler:

1

2

3

Log in to your Meeting Center Web site.

On the navigation bar, expand Host a meeting to view a list of links.

Click Schedule a meeting.

The Advanced Scheduler appears, showing the Required Information page.

To schedule a meeting:

1

Click Required Information.

Enter the requested information, such as the meeting topic, meeting password,
tracking codes, and whether you want to display this meeting on your meeting list.

For details, see About the Required Information page.
Click Date & Time.

Set the date and time for the meeting. You also set the meeting duration, how
many minutes in advance you will allow participants to join the meeting, whether
the meeting recurs and how often and other information related to meeting times.

For details, see About the Date & Time page (on page 87).
Click Audio Conference.

Set up a voice conference for the meeting. Select the type of voice conference (call
back or call in). Also, you can include VoIP as well as the traditional
teleconference.

For details, see About the Audio Conference page (on page 91).
Click Invite Attendees.

Enter the email addresses of the attendees you want to invite or you can select
them from your contact list. You can also make your meeting more secure by:

= Selecting the option not to send the meeting password in the meeting
invitation

= Requiring attendees to have an account on your Web site before they can join
a meeting.

For details, see About the Invite Attendees page.
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Click Registration.

If you want to have participants register for the meeting, select information to be
requested on registration page.

For details, see About the Registration page (on page 100).
Click Agenda & Welcome.

Type an agenda for the meeting or a welcome message for attendees, which they
can view before the meeting starts. Select a file that you want to open
automatically in each attendee's Meeting window once he or she joins the meeting.

For details, see About the Agenda & Welcome page (on page 104)
Click Meeting Options.

Select the meeting options you want to be available to all participants during the
meeting. You can also choose an alert to play once a participant either joins or
leaves the teleconference.

For details, see About the Meeting Options page (on page 109)
Click Review.

You view all the information you've entered on each page of the Advanced
Scheduler. If you need to make a change, return to that page in the wizard and edit
the information.

For details, see About the Review page (on page 115).
Optional. Save your meeting settings in a template.

If you may need to use these same meeting settings (for example, with the same
attendees, telephony options, and other meeting details), you can save the settings
in a meeting template.

For more details about using meeting templates, see Using meeting templates (on
page 121).

Start or schedule the meeting:

= If the meeting's starting time is the current time, click Start to start the
meeting.

= If the meeting's starting time is after the current time, click Schedule.

The Meeting Scheduled page appears, confirming that the meeting is scheduled.
You also receive a confirmation email message that includes information about
the scheduled meeting.
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Page-by-page guide to the Advanced Scheduler

Scheduling a meeting can be done in one click, or you can take a bit of time and set up
audio conferencing options, invite attendees, assign privileges, and select other
options in advance of the meeting. If you have questions about any options or how to
complete the information requested on any page in the Advanced Scheduler, refer to

these topics:

If you want to...

learn about meeting types, listed and
unlisted meetings, meeting passwords

set the day and time for a meeting or set up
a recurring meeting

set up audio conference with VolIP or voice
audio conferencing or both

invite attendees to a meeting
select contacts to invite to a meeting

require attendees to register for a meeting

create an agenda and select a presentation
to share while attendees wait for the
meeting to start

set options for participants, such as allowing
them to chat, transfer files, and take notes

set privileges for attendees, such as
allowing them to view a list of meeting
participants, control another computer or a
Web browser remotely

review all meeting details

How to access this page

See...

About the Required Information page

About the Date & Time page (on page 87)

About the Audio Conference page (on page

91)

About the Invite Attendees page (on page
96)

About the Select Attendees page (on page
99)

About the Registration page (on page 100)
About the Agenda & Welcome page (on
page 104)

About the Meeting Options page (on page
109)

About the Attendee Privileges Page (on
page 112)

About the Review page (on page 115)

About the Required Information page

On the navigation bar, click Host a meeting > Schedule a meeting > Required

Information

83



Chapter 4: Scheduling a Meeting

Required Infermation Set optisis ising template: [T 00T
Rwtum to Quick Schoduler

* Fsgpsirenl Siesled

= Heeting type: | Meeling Center Pro CLUAVE Meeting Dynamic 1D =

i & T
* Masgting tople
Audio Coud srence
=] Listod on calendas
e, lwrie AHpndens
#] Dolote from My Mostings whan completed
Meeting paspeord: ngistration
Confirm password: Agrnds & Welcome

Passwoed must be at loast & characters and contain af leaxsd
Weeling Oplions

1 rumbir (1. 2,3..)

1 hafied (o b, e} Aferie Privioges

1 mixod case (&_a, B, b. )

CINVC Meting 10:

(o) (CSmmemn ] -

Famanw

What you can do on this page
= Set up a meeting on behalf of someone else

You can select the hosts you want to include in the Schedule for drop-down list
from the list of hosts available in the Profiles area of My WebEx.

= Select the type of meeting you are setting up.
= Define a topic for the meeting.

* Indicate whether the meeting is listed on the meeting calendar. For information
about a listed or unlisted meeting, see About joining a meeting.

= Decide whether the meeting is deleted from My Meetings on My WebEx after it is
over.

= Set the meeting password, if required.

= Select tracking codes, if your administrator has set them up.
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Use this option...

Set options using template

Meeting type

Meeting topic

Listed on calendar

Delete from My Meetings
when completed
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To...

Select a template and use the settings saved in that template for
this meeting.

You can save time by using a template that includes the list of
attendees you want to invite, a presentation you want to show
before the meeting starts, and other options you have used in a
previous meetings and saved as a template.

For more details about creating and editing templates, see Using
meeting templates (on page 121).

Select the type of meeting you want to schedule.

The list includes the meeting types that are available for your
service website.

In addition to the standard meeting types, the list may include
one or more of the following options, depending on your site
settings:

=  Personal Conference: Allows you to schedule a Personal
Conference meeting that begins with an audio portion and
automatically includes an online portion you can join later.
You must have at least one Personal Conference number
account specified in the My WebEx > Personal Conferencing
page in order to use this meeting type.

= MeetingPlace Personal Conference: Allows you to specify
a Cisco Unified MeetingPlace Personal Conference that
uses your Cisco Unified MeetingPlace Audio Conferencing
account for the audio conference.

Enter the topic or a name for the meeting.

List this meeting on the meeting calendar.

To enhance meeting security, you can opt not to list the meeting
on the meeting calendar. Just remove the check mark from this
option to:

= Hide information about the meeting, such as its host, topic,
and starting time.

= Help prevent unauthorized access to the meeting.
Remove this meeting from your list of meetings in the My
Meetings area of My WebEXx after the meeting ends.

If you do not select this option, you must delete this meeting from
My Meetings to remove it from the list.
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Use this option...
Meeting password

Confirm password

Tracking codes

CUVC Meeting ID

86

To...

Require participants to enter the password you set to join your
meeting.

Your site may require that all passwords comply with security
criteria, such as a minimum length and a minimum number of
letters, numbers or special characters. A password:

= Can contain a maximum of 16 characters.

= Cannot contain spaces or any of the following characters: \
“ / & <> == []

Each participant that you invite to your meeting receives an
invitation email message that includes the password, unless you
request that passwords do not appear in email invitations.

If you have selected Personal Conference as the meeting type,
the default password is the attendee access code in your
Personal Conference number account that is specified for the
meeting.

Identify your department, project, or other information that your
organization wants to associate with your meetings. Tracking
codes can be optional or required, depending on how your site
administrator set them up.

If your site administrator requires you to select a code from a
predefined list, a list of codes appears. Select a code from the list
on the left. Then do one of the following in the box on the right:

= If alist of codes appears, select a code from the list.

=  Type a code in the box.

Enter a custom URL to create a virtual meeting room in which
you can use Cisco Unified Video (CUVC) in your meeting.

If you leave this box empty, the WebEx Meeting ID is used by
default.

When you start your WebEx meeting, the CUVC Video panel
displays automatically.

This is an optional feature that must be enabled by your site
administrator.
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Questions about required information for setting up a meeting

Why set up an unlisted meeting?

You can prevent a scheduled meeting from appearing on the meeting calendar and
any other publicly accessible pages on your Meeting Center Web site, by setting up an
unlisted meeting. If a meeting is unlisted, the meeting details, such as its host, topic,
and starting time are not available on the calendar and other places. This additional
security may help prevent unauthorized access to the meeting.

To join an unlisted meeting, a participant must provide a unique meeting number.

If you invite a participant to an unlisted meeting, the participant receives an invitation
email message that includes complete instructions for joining the meeting-including
the meeting number-and a URL that links directly to a Web page on which the
participant can join the meeting.

What are tracking codes?

Your site administrator can include tracking codes in the Advanced Scheduler.
Tracking codes may identify your department, project, or other information that your
organization wants to associate with your meeting. Tracking codes can be optional or
required, depending on how your site administrator sets them up.

How can I learn more about the fields on the Required Information page?

Click the Help link in the top right corner of the Required Information page, or review
About the Required Information page.

About the Date & Time page

How to access this page

On the navigation bar, click Host a meeting > Schedule a meeting > Date & Time.
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What you can do on this page
= Set the date and time for the meeting
= Set the duration for the meeting

= Select the number of minutes before the meeting's starting time during which
attendees can join the meeting

=  Select the number of minutes before the meeting you want to receive a reminder
email message

= Set a recurrence pattern for the meeting

Options on this page

Use this option... To...

Set options using template | Select a template and use the settings saved in that template for
this meeting.

You can save time by using a template that includes the list of
attendees you want to invite, a presentation you want to show
before the meeting starts, and other options you have used in a
previous meetings and saved as a template.

For more details about creating and editing templates, see Using
meeting templates (on page 121).

Meeting date Set the date you want the meeting to occur. Select the month,
day, and year in the drop-down lists. Or, you can click the
Calendar icon, and then select a date.
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Meeting time

Attendees can join [X]
minutes before the starting
time

The first attendee to join will
be the presenter

Attendees can also connect
to audio conference

Estimated duration

Email reminder

Recurrence
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To...

Set the meeting's starting time and the time zone. To select
another time zone, click the time zone link.

Important The time zone you select does not affect the time
zone setting for the meeting calendar on the Browse Meetings
page. You and each attendee can select the time zone for your
view of the calendar independently, using the Your time zone
option on the Preferences page. To access this page, on the
navigation bar, click Set Up > Preferences

Allow attendees to join the meeting within a set number of
minutes before the meeting's starting time.

Note: If you clear this check box or set this option to 0 minutes,
you must start the meeting before attendees can join it

For more information about starting a meeting, see Starting a
scheduled meeting (on page 118).

If you allow attendees to join the meeting before the scheduled
starting time, and you check this box, the very first attendee to
join the meeting will become the presenter.

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.

You set up the WebEx Audio conference on the next page.
Enter the length of time you estimate that the meeting will

continue. The meeting does not end automatically after the
duration that you set.

Set the number of minutes before the meeting's scheduled
starting time at which you want to receive a reminder email
message. If you do not want to receive a reminder, in the drop-
down list, select None.

Set the recurrence pattern for this meeting.

None: Specifies that the meeting does not recur.
Daily: Repeats the meeting every day until the ending date that
you select.

= Every [x] Days: Repeats the meeting after the specified
number of days pass.

= Every weekday: Repeats the meeting each day, from
Monday to Friday.
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Use this option... To...

Weekly: Repeats the meeting after a specified number of weeks
until the ending date that you select.

= Every [x] week(s) on: Specifies the day of the week on
which to repeat the meeting and the number of weeks that
must pass before the meeting repeats.

= Sunday - Saturday: Specifies the day on which the meeting
repeats. You can select one or more days.

Monthly: Repeats the meeting every month until the ending date

that you select.

= Day [x] of every [x] month(s): Specifies the specific day of
the month on which to repeat the meeting, and the number
of months that pass before the meeting repeats.

= [x] [x] of every [x] month(s): Specifies the specific week
and day of the week on which to repeat the meeting, and the
number of months that pass before the meeting repeats.

Yearly: Repeats the meeting every year until the ending date
that you select.

= Every [month] [date]: Specifies the specific month and date
on which to repeat the meeting each year.

= [x] [day] of [month]: Specifies the specific week, day of the
week, and month on which to repeat the meeting each year

Ending = No end date: Repeats the meeting indefinitely. That is, the
meeting recurs until you cancel it.

= Ending: Specifies the last day on which the meeting recurs.
You can select the month, day, and year in the drop-down
lists. Or, you can click Calendar icon, and then select a date.

= After [x] meetings: Specifies the number of meetings after
which the meeting stops recurring.

Questions about setting the date and time for a meeting

Does the meeting end automatically at the time I set?

You can set the time a scheduled meeting starts and the meeting's estimated duration.
This information allows attendees to reserve the appropriate length of time in their
schedules. The meeting does not end automatically after the duration you set.
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What happens if I allow participants to join the meeting before the start time?

Participants can see the agenda and other details about the meeting. You can also set
up a presentation to inform or entertain the participants while they wait for the
meeting to start. You set up this option on the Agenda & Welcome page.

The option to let participants join the meeting before the host is available only if the
administrator for your meeting service has turned the option on for your site and you
schedule the meeting for a time in the future.

How can I learn about the fields on the Date & Time page?

Click the Help link in the top right corner of the Date & Time page, or review About
the Date ¢ Time page (on page 87).

About the Audio Conference page

How to access this page:

On the navigation bar, click Host a Meeting > Schedule a Meeting >Audio

Conference.
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What you can do on this page
= Include a VoIP (voice over Internet Protocol) session
= Choose the telephony service you want to use in the meeting you are scheduling

If you choose WebEx teleconferencing, you can set other options, such as whether
meeting participants call in to the meeting or receive a call back and if the
participants use a toll or toll-free number.
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= Choose the sound that plays when participants enter or leave the meeting.

For instance, you can hear a “beep” or have the name of the participant

announced.

Options on this page

Use this option...

Set options using template

Select conference type

To...

Select a template and use the settings saved in that template for
this meeting.

You can save time by using a template that includes the list of
attendees you want to invite, a presentation you want to show
before the meeting starts, and other options you have used in a
previous meetings and saved as a template.

For more details about creating and editing templates, see Using
meeting templates (on page 121).

Select the type of audio conference you would like to use:

WebEXx Audio: Specifies that the meeting includes an integrated
audio conference. If you select this option, choose one of the
following types of teleconferences:

= Display toll-free number: If participants call in to the
conference, they can call a toll-free number.

= Display global call-in numbers: This option provides a list
of numbers—such as toll-free or local numbers—that
participants in other countries can call to join the audio
conference.

= Enable teleconference CLI authentication when
participants call in

CLI (caller line identification) is a form of caller ID, a
telephony intelligent service that transmits a caller's
telephone number before the call is answered. If you use
WebEx audio conferencing, you can help participants join
the meeting more quickly, if participants have:

[0 aWebEx host account
[0 saved their phone numbers in their WebEXx profiles
This option is not available for Cisco Unified MeetingPlace

users.

Personal Conference number: Displays the personal audio
conference accounts you have set up in the Personal
Conferencing area of My WebEXx. Select the account you want to
use for your meeting. You can create up to three accounts.

Click Edit to make changes, such as updating the subscriber or
attendee access code.

If you have not yet set up any accounts, select Create Personal
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Entry & exit tone
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To...
Conference account to get started. This option is not available
for Cisco Unified MeetingPlace users.

Other teleconference service: Specifies that the meeting
includes a teleconference that another service provides.

Instructions: Provides space for you to type instructions for
joining the teleconference.

Instructions for any teleconference option that you select
automatically appear:

=  On the Meeting Information page on your site, which
participants can view before you start the meeting

= Ininvitation email messages, if you invite participants using
the Schedule a Meeting page options

= On the Info tab, which appears in the content viewer in the
Meeting window

= In the Join Teleconference dialog box, which appears in
participants' Meeting windows once they join the meeting

Cisco Unified MeetingPlace Audio Conferencing: Specifies
that the meeting include an integrated audio conference with
your Cisco Unified MeetingPlace audio conferencing account. If
you select this option, choose the type of conference:

= Attendees call in: Select if you want customers to dial a
number to join

= Attendees receive call back: Select if you want customers
to type in a phone number and receive a call back from the
conferencing service.

A participant must have a direct phone line to receive a call from
the conferencing service. However, a participant without a direct
phone line can join an audio conference by dialing a call-in
number, which is always available in the meeting window.

Use VolP only: Specifies that you want to set up an Integrated
VolIP conference for the meeting. If selected, you can still set up
a traditional teleconference for the meeting.

= You must start VolIP after you start the meeting.

=  Only participants whose computers meet the system
requirements for integrated VolP session can participate in
the conference.

None: Specifies that the meeting does not include a
teleconference, or the meeting includes a teleconference for
which you will provide information for participants using a method
other than your meeting service.

Select the sound you would like all participants to hear when an
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Use this option... To...
attendee joins or leaves the meeting:
= Beep: A simple tone plays

=  Announce name: Upon joining the teleconference, a
participant records his or her name, which is then played in
the teleconference.

= No Tone: No alert plays

Questions about setting up an audio conference

What kinds of audio conferences are available?

To provide audio during a meeting, you can use one of the following voice
conferencing services:

= Integrated call-in teleconference-A teleconference that a participant can join by
calling a phone number. The number to call automatically appears in a message
box when a participant joins a meeting. If your meeting service provides toll-free
call-in teleconferencing, both a toll-free number and a toll number are available.
The global call-in option provides a list of numbers-such as toll-free or local
numbers-that attendees in other countries can call to join the teleconference.

= Integrated call-back teleconference-A teleconference that a participant can join by
providing his or her phone number when joining a meeting. The participant
enters his or her number in a dialog box that appears when he or she joins the
meeting. The teleconferencing service calls the participant at the number he or she
provided.

= Ifyour site includes the international call-back option, participants in other
countries can receive a call back. For more information about this option, ask your
meeting service site administrator.

= Third-party or internal teleconference-Any teleconferencing service other than
the integrated teleconferencing service. You can use any third-party
teleconferencing service or internal teleconferencing system, and provide
instructions for joining teleconference when setting up a meeting. Your
instructions automatically appear in a message box when a participant joins the
meeting.

What are the system requirements for VoIP?

To use VoIP, ensure that your computer meets the following system requirements:
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= A supported sound card

For a current list of supported sound cards, refer to the Frequently Asked
Questions page on your Meeting Center Web site. You can access this page from
your site's Support page.

= Speakers or headphones

= Microphone, if you want to speak during the conference

Tip: For better audio quality and greater convenience, use a computer headset with a high-quality
microphone.

When should I include VoIP?

*  Your meeting includes remote attendees who do not want to be charged for long-
distance phone calls.

* Your meeting will not involve much interaction-for example, attendees will listen
to a presentation instead of engage in a discussion.

* You want to minimize the voice conferencing costs for the meeting.

Check that your computer has the minimum system requirements for VoIP. For
details, see About the Audio Conference Settings page (on page 91).

What is a dual-mode voice conference and when should I use it?

You can set up a dual-mode voice conference for a scheduled or instant meeting-that
is, a voice conference that includes both a teleconference and VoIP. In a dual-mode
voice conference, participants can use either type of service.

In a dual-mode voice conference, a participant can listen to audio using either a phone
or speakers attached to his or her computer. To speak, a participant can use either a
phone or microphone attached to his or her computer.

Note:

= Participants in a teleconference can speak to and hear only other participants in the
teleconference. Similarly, participants using VoIP can speak to and hear only other
participants using VoIP. Thus, the dual-mode conference option is usually appropriate for a
meeting in which participants will listen to a presentation only and not interact in the voice
conference.

= All participants can listen to a presentation if the presenter speaks into both a phone and a
microphone.
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How can I learn about the fields on the Audio Conference Settings page?

Click the Help link in the top right corner of the Audio Conference Settings page or
review About the Audio Conference Settings page (on page 91).

About the Invite Attendees page

96

How to access this page

On the navigation bar, click Host a meeting > Schedule a meeting > Invite Attendees.

What you can do on this page

Invite attendees to your meeting, by entering their email addresses or selecting them
from your address book.

Options on this page

Use this option... To...

Set options using template | Select a template and use the settings saved in that template for
this meeting.

You can save time by using a template that includes the list of
attendees you want to invite, a presentation you want to show
before the meeting starts, and other options you have used in a
previous meetings and saved as a template.

For more details about creating and editing templates, see Using
meeting templates (on page 121).
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Attendees

Allow external attendees

Request that attendees
verify rich media players
before joining meeting

Send a copy of the invitation
email to me

Select Attendees/Edit
Attendees button

Security
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To...

Enter the email addresses of the attendees you want to invite to
your meeting.

You can type the addresses, separating them with a comma or
semicolon or you can click Select Attendees to choose attendees
from your address book.

Allow attendees located on the public internet to join your meeting.
If unchecked, only attendees within the same internal network can
join.

Note: This option is available for Cisco Unified MeetingPlace
users only.

Add a request to invitation email messages for attendees to verify
that these components are installed on their computers for playing
a UCF media file:

=  Flash Player, for playing a Flash movie or interactive Flash
files

=  Windows Media Player for playing audio or video files

This option is useful if you or another presenter plans to share a
UCF multimedia presentation or standalone UCF media files
during the meeting.

Receive a copy of the invitation you are sending to attendees.
Later, if you decide to invite additional attendees, you can simply
forward this email message to them.

Opens the Select Attendees page. You can select contacts in your
personal address book to invite to the meeting.

You can also add a new contact to your address book and then
invite that contact to your meeting.

Exclude password from email invitations: If you invite
attendees to a meeting, the meeting password does not appear in
the email invitations that attendees receive. You must provide the
password to attendees by another means, such as by phone.

Require attendees to have an account on this Web site to join
this meeting: All attendees must have a user account on your
site to attend the meeting.

For information about how attendees can obtain a user account,
ask your site administrator.
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Questions about inviting attendees

What is an alternate host?

When inviting attendees to a scheduled meeting, you can designate one or more
attendees as alternate hosts for the meeting. An alternate host can start the meeting
and act as the host. Thus, an alternate host must have a user account on your Meeting
Center Web site.

Once you invite an attendee to a meeting as an alternate host, the attendee receives an
invitation email message that provides information about acting as the alternate host.
Your scheduled meeting appears on the alternate host's My WebEx Meetings page.

Can I invite people using my online address book?

You do not have to type the email address of each person you want to invite to your
meeting. You can select attendees and sales team members (for Sales Center meetings)
from your address book.

You can access your address book from the Invite Attendees page (for Meeting Center
meetings) or the Invite Participants page (for WebEx Sales Center meetings) in the
Advanced Scheduler.

Which information is included in the email invitation to my meeting?

Each attendee that you invited receives an invitation email message, which includes:

= A link that the attendee can click to join the meeting or obtain more information
about it

* The meeting password, if you specified one

= Teleconferencing information, if your meeting includes an integrated
teleconference

* The meeting number, which the attendee must provide if your meeting is unlisted

After you start a scheduled meeting, you can invite additional attendees. For details,
see .Inviting attendees to a meeting in progress.

Why should I request that attendees check their systems for UCF compatibility?

When scheduling a meeting, you can add a request to invitation email messages for
attendees to verify that the following components are installed on their computers for
playing Universal Communications Format (UCF) media files:

= Flash Player, for playing a Flash movie or interactive Flash files

*  Windows Media Player for playing audio or video files
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This option is useful if you or another presenter plans to share a UCF multimedia
presentation or standalone UCF media files during the meeting.

Your request automatically appears in any invitation email messages that you send to
attendees using the Advanced Scheduler invitation options. Your request also includes
a link that attendees can click to access the Verify Rich Media Players page on your
Meeting Center Web site. This page allows attendees to automatically verify that the
required players are installed on their computers.

Note: If you intend to allow attendees to share to share UCF multimedia presentations or
standalone UCF media files, ensure that the Enable UCF rich media for attendees check box is
selected on the Meeting Options page in the Advanced Scheduler.

How can I learn about the fields on the Invite Attendees page?

Click the Help link in the top right corner of the Invite Attendees page, or review
About the Invite Attendees page.

Can I use my online address book to invite attendees?

You do not have to type the email address of each person you want to invite to your
meeting. You can select attendees from your address book.

You can access your address book from the Invite Attendees page in the Advanced
Scheduler.

How can I enhance meeting security?

When scheduling a meeting, you can require all attendees to have a user account on
your site. If you include this requirement (an option on the Invite Attendees page),

attendees must log in to your Meeting Center Web site to attend the meeting, which
enhances meeting security.

Each invited attendee automatically receives an invitation email message. To help
increase the security for your meeting, you can prevent the meeting password from
appearing in these invitations by selecting the Exclude password from email invitation
option on the Invite Attendees page. If you exclude the password in email invitations,
however, you must provide the password to attendees using another method-for
example, by phone.

About the Select Attendees page

How to access this page

On the navigation bar, click Host a Meeting> Schedule a Meeting > Invite Attendees
> Select Attendees.
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What you can do on this page:
= Select contacts in your personal address book and invite them to the meeting.
* Add new contacts to your personal address book and invite them to the meeting.

= Designate one or more invited attendees as alternate hosts.

Options on this page
Use this option... To...
Address book Lets you select the address book from which you want to select

attendees. The contacts in the address book that you select appear in
the box. The following address books are available:

Personal contacts: Includes any individual contacts that you have
added to your personal address book. If you use Microsoft Outlook, you
can import the personal contacts that you keep in an Outlook address
book or folder to this list of contacts.

Company address book: Your organization's address book, which
includes any contacts that your site administrator has added to it. If your
organization uses a Microsoft Exchange Global Address List, your site
administrator can import its contacts to this address book.

New Contact Opens the New Contact page. Enter the requested information about the
new contact you want to invite to the meeting. You can also add the new
contact to your personal address book

Search Lets you search for text in the selected address book. For example, you
can search for all or part of a contact name or email address

Invite as Attendee: Adds the selected contacts to the list of attendees.

Alternate Host: Adds the selected contacts as alternate hosts to the list
of attendees. An alternate host receives an invitation email message that
provides information about acting as the alternate host. An alternate host
can start the meeting and act as the host. If you join the meeting after an
alternate host has started or joined it, you do not automatically assume
the host role.

An alternate host must have a user account on your meeting service
Web site.

Remove Removes the selected contacts from the list of invitees.

About the Registration page
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How to access this page:

On the navigation bar, click Host a Meeting> Schedule a Meeting > Registration
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What you can do on this page

* Determine whether attendees must register to attend a meeting.

= Ifattendees must register, select which information attendees must provide on the

registration form.

= Accept registration requests automatically.

Options on this page

Use this option...

Set options using template

To...

Select a template and use the settings saved in that template for
this meeting.

You can save time by using a template that includes the list of
attendees you want to invite, a presentation you want to show
before the meeting starts, and other options you have used in a
previous meetings and saved as a template.

For more details about creating and editing templates, see Using
meeting templates (on page 121).
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Use this option... To...

Registration = None: Specifies that attendees need not register to attend the
meeting.

= Require attendee registration: All attendees must register to
attend the meeting. An attendee cannot attend the meeting
until his or her registration you accept his or her registration
request.

You can accept registration requests in either of two ways:

= Automatically, by selecting the Automatically accept all
registration requests option on this page.

= Manually, by using the options on the Registered Attendees
page. For details, see Accepting or Rejecting Registration

Requests.
Obtain detailed attendee Select which information attendees must provide to register for the
information meeting. Information that you do not select still appears on the

form, but attendees need not provide it to register for the meeting.

Automatically accept all Accept all registration requests automatically, and lets all

registration requests registrants attend the meeting. You do not receive registration
requests. If this option is not selected, you must accept or reject
each registration request individually, using the options on your
meeting service Web site.

Questions about registration

What are the benefits of requiring attendees to register for a meeting?

You can require meeting attendees to register for a meeting before they can join it.
Requiring registration allows you to:

= View a list of attendees to determine whether they have registered for the meeting

= Obtain attendees' names, email addresses, and optionally additional personal
information before they can join the meeting

=  Accept or reject individual registration requests
= Increase the security of your meeting

If you invite an attendee to a meeting that requires registration, the attendee receives
an invitation email message that includes information about the meeting and a link
that the attendee can click to register for the meeting.
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Important: If you accept registration requests automatically for a meeting that requires a
password—and an attendee registers after the meeting has already started—the attendee can join
the meeting immediately, without providing the password. Therefore, to secure a meeting from
unauthorized access, you must clear the Automatically accept all registration requests check box,
and manually accept or reject all registration requests.

If you do not accept registration requests automatically for a meeting that requires a password—
and an attendee registers after the meeting has already started—the attendee cannot join the
meeting until he or she receives a registration confirmation email message and can provide the
meeting password. During the meeting, you can check for registration requests in your email
program and accept them to allow attendees to join the meeting.

How do I accept or reject registration requests?

If you scheduled a meeting for which attendees must register, you can accept or reject
attendees' registration requests. If you accept a registration request, a registration
confirmation email message which provides the meeting password, if any is sent the
attendee. If you reject a registration request, a registration rejection email message is
sent to the attendee.

Note: If you select the Automatically accept all registration requests check box on the
Registration page, all registration requests are accepted automatically and a registration
confirmation email message is sent to each attendee who registers.

To accept or reject registration requests:

1 Login to your meeting service Web site. For details, see Logging In to Your
Meeting Service Web Site.

2 On the navigation bar, click My WebEx.

The My Meetings page appears, showing a list of any meetings that you have
scheduled.

3 In the list of meetings, click the meeting topic link for the meeting for which you
want accept or reject registration requests.

The Meeting Information page appears.

4 Click Attendees.

The Registered Attendees page appears, showing a list of attendees who have
registered for the meeting.

5  Select the check box for each attendee for whom you want to accept or reject a
registration request.

= To select all attendees currently appearing in the list, click Select All.
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= To clear all selections in the current list, click Clear All.
6 Opt to approve or reject selected registration requests.

= Click Accept to approve the registration requests for all attendees that you
selected

= Click Reject to reject the registration requests for all attendees that you
selected.

Tip: You can sort the registered attendees list by clicking the column headings.

You can also open the Registered Attendees page by selecting the meeting on the public Browse
Meetings page. Then click Get Info> Attendees.

How can Ilearn about the fields on the Registration page?

Click the Help link in the top right corner of the Registration page, or review About the
Registration page (on page 100).

About the Agenda & Welcome page

How to access this page

On the navigation bar, click Host a meeting > Schedule a meeting > Agenda &
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What you can do on this page
= Enter an agenda for your meeting.

= Choose a template for the Info tab in the Meeting window.
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= Automatically show a document or presentation to participants once they join the

meeting.

Options on this page

Use this option...
Set options using template

Agenda

Info tab templates

Automatically share
presentation or document
once a participant joins the
meeting

To...

Select a template and use the settings saved in that template for
this meeting.

You can save time by using a template that includes the list of
attendees you want to invite, a presentation you want to show
before the meeting starts, and other options you have used in a
previous meetings and saved as a template.

For more details about creating and editing templates, see Using
meeting templates (on page 121).

Set the agenda for the meeting. You can type up to 2500
characters, including spaces and punctuation. The agenda
appears on the Meeting Information page for the meeting on your
meeting service Web site.

Lets you choose a template for the Info tab, which appears in the
content viewer during the meeting. The Info tab contains
information about the meeting, such as the:

=  Meeting host
=  Teleconference phone numbers
=  Host key (if you are the host)

If you are using WebEx Sales Center:You can choose another
template only if your site administrator has provided one or more
customized Info tab templates for your meeting service.

Select a presentation or document to share automatically. after a
participant joins the meeting. This option is useful if you allow
attendees to join the meeting before the host.

The file that you select must:

=  Be in the Universal Communications Format (UCF). For
information about creating UCF files, refer to the guide,
Getting Started with WebEx Universal Communications
Toolkit, which is available on your meeting service Web site.

= Reside in your personal folders on your meeting service Web
site. You can select a UCF file that already resides in your
folders, or upload a new file to your folders while scheduling a
meeting.
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Use this option...

= Browse

= Delete

Start automatically

Quick Start

To...

Opens the Add/Select Presentation page. You can select a UCF
presentation or document that resides in your personal folders, or
upload a new file to your folders.

Delete the selected presentation or document from the box.

Have presentation slides or document pages advance
automatically in the content viewer at the time interval you choose.

=  Select this option only if the presentation or document
contains multiple slides or pages.

= Do not select this option if the presentation or document
contains UCF media files.

Continuous play: Available only if you select Start
automatically. Specifies that shared presentation or document
restarts once it is finished, and continues advancing page
automatically.

Advance page every [x] seconds: Available only if you select
Start automatically. Lets you select the frequency at which slides
or pages advance automatically.

Allow participants to control file: Let participants navigate the
presentation or document independently in their content viewers.
The slides or pages do not advance automatically.

Select this option if the presentation or document contains only
one slide or page, or if it contains any UCF rich media objects,
such as audio or video objects.

Select this option to display the Quick Start page to host and
presenter at the start of the meeting. If not selected, the Info page
displays at the start of the meeting.

The Quick Start page provides easy access for sharing a
document, application, Web browser or other item with
participants.

About the Add/Select Presentation page

How to access this page

On the navigation bar, click Host a Meeting >Schedule a Meeting >Agenda &

Welcome > Browse.

What you can do on this page

= Upload a new Universal Communications Format (UCF) file to your personal
folders, and then select it
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= Select an UCF presentation or document that already resides in your personal
folders

The file that you select plays automatically for a participant once the participant joins
the meeting.

Tip: The file that you select must be in the WebEx Universal Communications Format (UCF).

Options on this page

Use this option... To...

Upload a file to My Folders Select a UCF presentation or document that resides on
your computer, and upload it to your personal folders.
To upload a file, under Select, select the folder in which
you want to upload the file.Click Browse, select the file
on your computer, and then click Open.Click Upload.

Select a presentation to share Select a UCF presentation or document that already

automatically resides in your personal folders.

Done Save your file selection, and then return to the Agenda &

Customizable Welcome page

Questions about setting the agenda and welcome message

Can I change how the information on the Info tab displays?

You can choose a template for the Info tab, which appears in the content viewer
during the meeting. The Info tab contains information about the meeting, including
the meeting host, teleconference phone numbers, and host key (for the host only).

Note: You can choose another template only if one or more customized Info tab templates are
available for your meeting service. Your site administrator can add templates for your service.

What is the Quick Start page?

The Quick Start page allows a presenter to quickly display a document, application or
other item they want to share during a meeting. If the Quick Start option is selected by
the host on the Meeting Agenda & Welcome page, Quick Start is available to
participants throughout the meeting by clicking the Quick Start tab in the content
viewer.
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For more details about any of the actions available from Quick Start, click the Learn
More link.

Can I change the meeting agenda or add one after I have set up my meeting

You can easily edit a scheduled meeting. You can edit it from the link in the
confirmation email message you received or from your Meeting Center Web site. For
detailed instructions, see Editing a scheduled meeting (on page 117).

Why share a document before the meeting starts?

When scheduling a meeting, you can select a presentation or document to share
automatically in the content viewer once a participant joins the meeting. If the
presentation or document contains multiple pages, you can also automatically
advance its pages at a specified interval.

You can use this opportunity to share a presentation that informs or entertains
participants while they wait for you to start the meeting.

The presentation or document that you select must:

= Be in the Universal Communications Format (UCF). For information about
creating UCEF files, review the Getting Started with WebEx Universal
Communication Toolkit, available on your Meeting Center Web site; click Support
> User Guides from the Welcome page.

= Reside in your personal folders in the My WebEx area on your Meeting Center
Web site. You can select a UCF file that already resides in your folders, or upload a
new file to your folders while scheduling a meeting.

Important: If you sharle a UCF multimedia presentation that includes rich media files-such as
audio or video files-follow these guidelines:

=  Ensure that each media file is embedded in the presentation file or resides on a publicly
accessible Web server. If the presentation contains a link to a media file that resides on your
computer, participants cannot view that media file. For more information about creating
UCF multimedia presentations, refer to the guide Getting Started with WebEx Universal
Communications Toolkit, which is available on your Meeting Center Web site.

= Select Allow participants to control file on the Agenda and Welcome page. If you do not
select this option, the pages or slides in the document or presentation will advance
automatically, which may prevent participants from viewing the media files.

= Ensure that each media file is set to play automatically for participants. For more
information about setting this option for a UCF media file, refer to the guide Getting Started
with WebEx Universal Communications Toolkit, which is available on your Meeting Center
Web site.
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How can I learn about the fields on the Agenda & Welcome page?

Click the Help link in the top right corner of the Agenda & Welcome page, or review
About the Agenda & Welcome page (on page 104).

About the Meeting Options page

How to access this page

On the navigation bar, click Host a Meeting > Schedule a Meeting > Meeting
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What you can do on this page

= Select which options, such as chat, notes, and video are available during the
meeting.

= Allow presenters to transfer files and meeting participants to download these files
of the meeting.

= Specify whether attendees can share UCF rich media files.
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Options on this page

Use this option... To...

Set options using template | Select a template and use the settings saved in that template for
this meeting.

You can save time by using a template that includes the list of
attendees you want to invite, a presentation you want to show
before the meeting starts, and other options you have used in a
previous meetings and saved as a template.

For more details about creating and editing templates, see Using
meeting templates (on page 121).

Meeting Options Select which meeting options are available during the meeting. If
an option is not selected, it is unavailable during the meeting.

A presenter can turn any option on or off during the meeting

Chat: Specifies that chat options are available in the Meeting
window during the meeting.

Video: Specifies that video options are available in the Meeting
window during the meeting.

= Enable high-quality video: Video can be as high as 360p
resolution (640x360). However, the quality of the video that
participants can send and receive depends on each
participant's webcam and computer capability, and network
speed.

Notes Specifies that note-taking options are available in the
Meeting window during the meeting.

= Allow participants to take notes: Lets all participants take
their own notes during the meeting, and save them to their
computers.

= Single note taker: Lets only one participant take notes during
the meeting. By default, the host is the note-taker, but can
designate another participant as the note-taker during the
meeting. A note-taker can publish notes in all participants'
Meeting windows at any time during the meeting. The host can
send a transcript of the notes to participants at any time.
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Enable closed captioning: Lets one participant-the closed
captionist-transcribe notes during the meeting. Closed captioning
is useful if hearing-impaired participants are attending the
meeting. By default, the host is the closed captionist, but can
designate another participant as the closed captionist during the
meeting. Meeting Manager publishes closed captions in all
participants' Meeting windows once the closed captionist presses
the Enter key on his or her keyboard. Thus, notes are usually
published one line at a time. The host can send a transcript of the
closed captions to participants at any time.

File transfer: Specifies that the presenter can publish files and
attendees can download them during a meeting.

Enable UCF rich media for attendees: Allows attendees to
share Universal Communications Format (UCF) media files during
the meeting, either in a UCF multimedia presentation or as
standalone UCF media files. A meeting host who is also the
presenter can always share UCF media files, whether or not you
select this check box.

Note: A presenter can change the default privileges for all attendees or individual attendees at any
time during a meeting.

Questions about setting meeting options

What are some rules of thumb for sharing UCF media files?

When scheduling a meeting, you can allow attendees to share Universal
Communications Format (UCF) media files during the meeting, either in a UCF
multimedia presentation or as standalone UCF media files.

You can also prevent attendees from sharing UCF media files during a meeting. If you
do so, only the meeting host can share UCF media files when also acting as the
presenter.

You may want to prevent attendees from sharing UCF media files, for example, if you
intend to allow attendees to share presentations or documents but want to prevent an
attendee from inadvertently sharing a very large media file.

Note: The alerts options are applicable only if you select an integrated teleconference on the
Teleconference page in the Advanced Scheduler. For more information about setting up an
integrated teleconference, see About the Teleconference Settings page (on page 91).
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How can I learn about the fields on the Meetings Options page?

Click the Help link in the top right corner of the Meeting Options page, or review
About the Meeting Options page (on page 109).
About the Attendee Privileges page

How to access this page

On the navigation bar, click Host a meeting > Schedule a meeting > Attendee
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What you can do on this page

= Select the meeting privileges that attendees have once the meeting starts.

Note: A presenter can grant any privileges to or remove them from attendees during a meeting

Options on this page

Use this option... To...

Set options using template | Select a template and use the settings saved in that template for
this meeting.

You can save time by using a template that includes the list of
attendees you want to invite, a presentation you want to show
before the meeting starts, and other options you have used in a
previous meetings and saved as a template.

For more details about creating and editing templates, see Using
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meeting templates (on page 121).

Privileges Select privileges that you want attendees to have when meeting
begins.
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Use this option...

114

Save

Print

Annotate

View participant list

View thumbnails

Control applications,
Web browser, or
desktop remotely

View any document

View any page

Contact operator
privately

Participate in private
chat with:

To...
Save any shared documents, presentations, or whiteboards that
appear in their content viewers.

Print any shared documents, presentations, or whiteboards that
appear in their content viewers.

Annotate any shared documents or presentations, or write and
draw on shared whiteboards that appear in their content viewers,
using the toolbar that appears above the viewer. An attendee's
annotations are visible to all participants.

View the participant list on the Participants panel.

Display miniatures of any pages, slides, or whiteboards in any
document, presentation, or whiteboard that appear in their
content viewers.

However, attendees with this privilege cannot display a miniature
at full size unless they also have the View any page privilege.

Request that the presenter grant them remote control of a shared
application, Web browser, or desktop.

View any document, presentation, or whiteboard that appears in
the content viewer, and navigate to any pages or slides in
documents or presentations.

View any pages, slides, or whiteboards that appear in their
content viewers. This privilege allows attendees to navigate
independently through pages, slides, or whiteboards

Dial 00 at any time during a teleconference to contact the
operator for your teleconferencing service.

Available only if your site includes the private operator option.
Send private chat messages to another participant. Private chat
messages appear only in the recipient's Chat viewer.

Host: Chat privately with the meeting host.

Presenter: Chat privately with only the presenter.

All attendees: Chat privately with any other attendee.
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Questions about attendee privileges

Besides the host, who can grant and remove attendee privileges?

A presenter can grant any privileges to or remove them from attendees during a
meeting.

Can I change attendee privileges during a meeting?

Yes, you can. On the Meeting menu, choose Attendees Privileges. Make any changes to
the privileges you set when you scheduled the meeting.

How can I learn about the fields on the Attendee Privileges page?

Click the Help link in the top right corner of the Attendee Privileges page, or review
About the Attendee Privileges Page (on page 112).

About the Review page

How to access this page

On the navigation bar, click Host a Meeting > Schedule a Meeting > Review.

What you can do on this page

= Review all the information you've entered on each page of the Advanced
Scheduler.

= Ifyou want to make any changes, return to the page where you entered the
information and enter new information.

= Rather than using the settings and options you have just selected in the scheduler,
replace these setting with those in one of the meeting templates.

For more details about creating and editing templates, see Using meeting templates
(on page 121).

When you have finished making changes, click Schedule or Start.

Managing and maintaining your scheduled meetings

You can easily invite more participants to a scheduled meeting, change the day or
time, or even add the meeting to your calendar program.
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If you want to...
add a scheduled meeting to your calendar

make changes to a scheduled meeting
start a scheduled meeting

cancel a scheduled meeting

See...

Adding a scheduled meeting to your calendar
program (on page 116)

Editing a scheduled meeting (on page 117)
Starting a scheduled meeting (on page 118)

Canceling a scheduled meeting (on page 120)

Adding a scheduled meeting to your calendar program
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Once you schedule a meeting, you can add the meeting to your calendar program,
such as Microsoft Outlook. This option is applicable only if your calendar program
supports the iCalendar standard, a common format for exchanging calendaring and
scheduling information across the Internet.

To add a scheduled meeting to your calendar:

1 Do one of these tasks, as appropriate:

*  On the Meeting Scheduled page, click Add to My Calendar.

*  On the Meeting Updated page, click Update My Calendar.

*  On the Meeting Information page for the meeting, click Add to My Calendar.

= In the confirmation email message that you receive once you schedule or edit a
meeting, click the link to add the meeting to your calendar.

A meeting item opens in your calendar program.

2 Select the option to accept the meeting request. For example, in Outlook, click
Accept to add the meetingitem to your calendar.

Note:

= Ifyou cancel a meeting, the Meeting Deleted confirmation page and the confirmation email
message that you receive contains an option that lets you remove the meeting from your

calendar program.

= Ifyou invite attendees to a meeting, the invitation email message that they receive contains an
option to add the meeting to their calendar programs.
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Editing a scheduled meeting

Once you schedule a meeting, you can make changes to it at any time before you start
it-including its starting time, topic, password, agenda, attendee list, and so on.

If you update any information about a meeting, including adding or removing
attendees, you can choose to send attendees a new invitation email message that
informs them that you have modified information about the meeting. Attendees
whom you removed from the attendee list receive an email message informing them
that you have retracted their invitations.

You can modify a meeting from the confirmation email message that you received
after you scheduled the meeting or from your meeting list in My WebEx.

To edit a meeting from the confirmation email message:
1 Open your confirmation email message, and then click the link.

If you are not already logged in to your Meeting Center Web site, the Log In page
appears.

2 Ifthe Log In page appears, provide your account user name and password, and
then click Log In.

The Meeting Information page appears.

3 Click Edit.

4 Modify the meeting. For more information about the options that you can
modify, see Using the Advanced Scheduler.

5 To save your changes to the meeting, click Save.

If you invited attendees, a message appears, asking you whether you want to send
an updated email invitation to attendees.

6 If a message box appears, click the appropriate update option, and then click OK.
The Meeting Updated page appears.

You receive a confirmation email message that includes information about the
changes that you made to the meeting.

7 Optional. If you added the meeting to your calendar program, such as Microsoft
Outlook, on the Meeting Updated page, click Update My Calendar.

To edit a scheduled meeting from your meeting list on your Meeting Center Web
site:

1 Login to your Meeting Center Web site.
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On the navigation bar, click My WebEx.

The My Meetings page appears, displays each meeting that you have scheduled.
In the meeting list, under Topic, click the topic for the meeting.

Click Edit.

Modify the meeting. For more information about the options that you can
modify, see Using the Advanced Scheduler.

Click Save.

If you invited attendees, a message appears, asking you whether you want to send
an updated email invitation to attendees.

If a message box appears, click the appropriate update option, and then click OK.
If you click Cancel in the message box, the meeting is not updated.

The Meeting Updated page appears. You receive a confirmation email message
that includes information about the changes that you made to the meeting.

Optional. If you added the meeting to your calendar program, such as Microsoft
Outlook, in the confirmation email message, click Update My Calendar.

Starting a scheduled meeting
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A meeting does not start automatically at the scheduled time. If, when scheduling the
meeting, you did not select the option that allows participants to join the meeting
before the host, you must start the meeting before participants can join it.

After you schedule a meeting, you receive a confirmation email message that includes
a link that you can click to start the meeting. Or, you can start the meeting from your
meeting list in My WebEx.

To start a meeting from the confirmation email message:

1

3

Open your confirmation email message, and then click the link.

If you are not already logged in to your Meeting Center Web site, the Log In page
appears.

If the Log In page appears, provide your account username and password, and
then click Log In.

The Meeting Information page appears.
Click one of the following:

= Start Now. Appears if the meeting is not in progress.
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= Join Now. Appears if you allowed participants to join the meeting before its
starting time and participants have already joined the meeting.

The Meeting window appears.

To start a scheduled meeting from your meeting list on your Meeting Center Web
site:

1 Login to your Meeting Center Web site.
2 On the navigation bar, click My WebEx.

The My Meetings page appears, displaying a list of each meeting that you have
scheduled.

3 In the meeting list, under Status, click one of the following:
= Start. Appears if the meeting is not in progress.

= Join Now. Appears if you allowed participants to join the meeting before its
starting time and participants have already joined the meeting.

The Meeting window appears.

Starting a meeting from your iPhone

A meeting does not start automatically at the scheduled time. If, when scheduling the
meeting, you did not select the option that allows participants to join the meeting
before the host, you must start the meeting before participants can join it.

Note: To start a WebEx meeting from your iPhone, you must have set up your WebEx account
from the Profile page in your iPhone application.

To start a meeting from an email invitation link:
In your email invitation, tap the meeting link.

The WebEx Meeting Center application launches.
To start a meeting from your My Meetings page:
1 Tap the meeting you want to start

2 On the next page, tap on the Join/Start button.
The WebEx Meeting Center application launches.

For detailed information about all aspects of using your iPhone to start or attend
meetings, visit our website http://www.webex.com/apple/.
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Canceling a scheduled meeting
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You can cancel any meeting that you have scheduled. Once you cancel a meeting, you
can choose to send a cancellation email message to all attendees whom you invited to
the meeting. Canceling a meeting deletes it from your personal meeting list.

You can cancel a meeting from the confirmation email message that you received after
you scheduled the meeting or from your meeting list in My WebEx.

To cancel a meeting from a confirmation email message:

1

Open your email confirmation message, and then click the link.

If you are not already logged in to your Meeting Center Web site, the Log In page
appears.

If the Log In page appears, provide your account user name and password, and
then click Log In.

The Meeting Information page appears.
Click Delete.

If you invited attendees, a message appears, asking you whether you want to send a
cancellation email message to all attendees whom you invited to the meeting.

In the message box, click Yes or No, as appropriate.
If you click Cancel in the message box, the meeting is not canceled.
The Meeting Deleted page appears.

Optional. If you added the meeting to your calendar program, such as Microsoft
Outlook, on the Meeting Deleted page, click Remove From My Calendar to
remove the meeting from your calendar.

To cancel a scheduled meeting from your meeting list on your Meeting Center Web
site:

1

2

Log in to your Meeting Center Web site.

On the navigation bar, click My WebEx.

The My Meetings page appears, showing your scheduled meeting list.
In the meeting list, under Topic, click the topic for the meeting.
Click Delete.

If you invited attendees, a message appears, asking you whether you want to send a
cancellation email message to all attendees whom you invited to the meeting.
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In the message box, click Yes or No, as appropriate.
If you click Cancel in the message box, the meeting is not canceled.
You receive a cancellation confirmation email message.

Optional. If you added the meeting to your calendar program, such as Microsoft
Outlook, in the confirmation email message, click the link to remove the meeting
from your calendar.

Saving time when scheduling a meeting

If you want to... See...
use a template with preset options when Using an existing meeting template for scheduling
scheduling your meeting a meeting (on page 122)

use a template with preset options and save | Using an existing meeting template and
your changes to the template overwriting the template settings (on page 123)

use a template with preset options and save | Using an existing meeting template and saving
the changes in a new template the changes in a new template (on page 124)

set up a recurring meeting Setting up a recurring meeting (on page 125)

Using meeting templates

If you meet with the same group of people and often schedule a meeting with the same
tracking codes, audio settings and other meeting options, you can save these settings
in a template. When you set up the first meeting, you can save your settings in a
template. Later, when it is time to schedule another meeting, you can select that
template from any page on the Quick Scheduler or Advanced Scheduler.

You have three ways to use an existing meeting template:

Use the template, without saving any changes to it

You can use the template as is or make changes to the settings without saving these
changes to the template itself. For details, see Using an existing meeting template for
scheduling a meeting (on page 122).

Make changes to the template settings and save the changes in the template

You can save these changes in the template, if you want to make permanent
changes to the template. For details, see Using an existing meeting template and
overwriting the template settings (on page 123).
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= Make changes to the template settings and save them in a new template

You can make changes to the template as you schedule your meeting. Then save
your changes in the template, if you want to make a permanent change to the
template.

For details, see Using an existing meeting template and saving the changes in a new
template (on page 124).

Using an existing template for scheduling

You can use the template without making changes to any details, or you can make
changes on any page in the scheduler.

1 Login to your Meeting Center Web site.
2 On the navigation bar, expand Host a meeting to view a list of links.
3 Click Schedule a meeting.

The meeting scheduler appears.

4 Select the template you want to use in the Set options using template drop-down
list.

Look for the list on any title bar in the Quick Scheduler or Advanced Scheduler.

These templates are available. You can select one from this list
and use it to quickly schedule your meeting

Customer meeting

Deparment mesting The template in brackets is the default template provided by your

Team meeting . ..
Yendor meeting site administrator.

— Standard Templates —
[Meeting Center Default]

5 Optional. Make changes to the settings on any page.

For instance, you can add or remove attendees or show a new presentation as
attendees join the meeting. Just go to the page in the scheduler that you want to
change.

6  Start or schedule the meeting:

= If the meeting's starting time is the current time, click Start to start the
meeting.

= If the meeting's starting time is after the current time, click Schedule.

The Meeting Scheduled page appears, confirming that the meeting is scheduled.
You also receive a confirmation email message that includes information about
the scheduled meeting.
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Using an existing meeting template and overwriting the template settings

You can open an existing meeting template and change the settings. You can save your
changes to the template.

1 Login to your Meeting Center Web site.
2 On the navigation bar, expand Host a meeting to view a list of links.
3 Click Schedule a meeting.

The meeting scheduler page appears.

4 Select the template you want to use in the Set options using template drop-down
list.

These templates are available. You can select one from this list and use it
to quickly schedule your meeting.

Custamer meeting

Department meefing The template in brackets is the default template provided by your site
Team meeting

‘Yendar meeting administrator.

— Standard Templates —
[Meeting Center Default]

5 Make changes to the details on any page.

For example, you can add or remove attendees, change the meeting time, add a
multimedia document to display before the meeting starts. For details about fields
on each page, see Page-by-page guide to the Advanced Scheduler (on page 83).

6 Click Save as Template.
You see a list of templates you can assign these new settings to.

7 To update an existing meeting template with your changes, select the template you
want to change and click Save.

A message box appears, asking if you want to replace the template you have
selected with the edited template.

8 To save your changes in the template, click OK.
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Save as template... Type a name for this new version of the
template here.

To save your current settinas to
&n existing template (o
averwrite), choose it from the
list.

— My Templates —
Customer meeting
Department meetin

Then click Save.

Note: You have not changed the original
template.

“endor meeting

Template name: | Tearm meeting
™ Save as a standard template Save | Cancel

Using an existing meeting template and saving the changes in a new
template

You may host a meeting series with the same agenda, but different attendees. To save
time, you can reuse the settings in a template, make changes (such as adding or
removing attendees) and then save the updates in a new template.

Find the existing meeting template with similar settings. You can save the changes in a
new template.

1 Login to your Meeting Center Web site.
2 On the navigation bar, expand Host a meeting to view a list of links.
3 Click Schedule a meeting.

The meeting scheduler appears.

4 Select the template you want to use in the Set options using template drop-down
list.

Customer meeting

Depariment meeting
Tearn meeting
Vendor meeting

— Standard Templates —
[Meeting Center Default]

5 Make changes to the details on any page.

For example, you can add or remove attendees, change the meeting time, add a
multimedia document to display before the meeting starts. For details about fields
on each page, see Page-by-page guide to the Advanced Scheduler (on page 83).

6 Click Save as Template.

7 In the Template Name box, type a name for this new template.
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Save as template...

To save your current settinas to
&n existing template (o
averwrite), choose it from the
list.

— My Templates —
Customer meeting
Department meetin

“endor meeting

[Team meeting

™ Save as a standard template

Template name:

Save | Cancel

8

Click Save.

Setting up a recurring meeting

For a meeting that occurs on a regular basis, such as a monthly company meeting or
weekly status meeting, you can set up a recurring meeting. You set up the meeting one
time and include the email addresses of attendees, the teleconferencing details, the
time and interval (for instance, daily, weekly, or monthly). You send out one
invitation for the entire series.

To set up a recurring meeting:

1

2

Log in to your Meeting Center Web site.

On the navigation bar, expand Host a meeting to view a list of links.

Click Schedule a meeting.

The Schedule a meeting Wizard appears, showing the Required Information page.
Click Date & Time.

Set the date and time for the meeting. Review the information below about the
options for a recurring meeting.

Add other details about your recurring meeting. For details information about the
other pages in the Advanced Scheduler, see Page-by-page guide to the Advanced
Scheduler (on page 83).

When you have finished scheduling your meeting, click Schedule or Start.
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Options for setting up a recurring meeting

Option Description
Daily Repeats the meeting every day until the ending date that you select.

= Every [x] days: Repeats the meeting after the specified number of days
pass.

= Every weekday: Repeats the meeting each day, from Monday to Friday.

=  Weekly: Repeats the meeting every week until the ending date that you
select.

=  Sunday - Saturday: Specifies the day on which the meeting repeats
every week. You can select one or more days.

Monthly Repeats the meeting every month until the ending date that you select.

= Day [x] of every [x] months: Specifies the specific day of the month on
which to repeat the meeting, and the number of months that pass before
the meeting repeats.

= [x] [x] of every [x] months: Specifies the specific week and day of the
week on which to repeat the meeting, and the number of months that
pass before the meeting repeats.

Yearly Repeats the meeting every year until the ending date that you select.

= Every [month] [date]: Specifies the specific month and date on which to
repeat the meeting each year.

= [x] [day] of [month]: Specifies the specific week, day of the week, and
month on which to repeat the meeting each year

Ending = No end date: Repeats the meeting indefinitely. That is, the meeting
recurs until you cancel it.

= Ending: Specifies the last day on which the meeting recurs. You can
select the month, day, and year in the drop-down lists. Or, you can click
Calendar icon, and then select a date.

After [x] meetings: Specifies the number in the meeting series after which
the meeting stops recurring.

Allowing another user to schedule meetings for you
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You can grant permission to one or more Meeting Center users to schedule meetings
on your behalf. A user to whom you grant permission to schedule meetings must have
an account on your Meeting Center Web site.

Once a user schedules a meeting for you, the meeting appears in your list of meetings
on your My Meetings page. You can then start the meeting and host it as you normally
do when you schedule meetings yourself.
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To allow another user to schedule meetings for you:

1

2

3

)]

Log in to your Meeting Center Web site.

On the navigation bar, click My WebEx.

Click My Profile.

The My Profile page appears.

Under Session Options, do either or both of the following:

* In the Scheduling permission box, type the email addresses of the users to
whom you want to grant scheduling permission. Separate multiple addresses
with either a comma or semicolon.

= (lick Select From Host List to select users from a list of all users who have
accounts on your Meeting Center Web site.

Click Update.

About the Meeting Scheduled page (for meeting

hosts)

This confirmation page appears after you have scheduled a meeting successfully.

What you can do on this page

Add this meeting to your meeting calendar (MS Outlook or Lotus Notes)

Edit the details about the meeting you have just scheduled

Click this button... To...

Add ta My Calendar Add this meeting to your calendar program (MS Outlook or
Lotus Notes only).

example, you can change the day and time or invite

Make changes to the meeting you have just scheduled. For
Edit |

additional attendees

About the Meeting Information page (for meeting

hosts)

This page provides the details about a meeting you have scheduled.
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What you can do on this page

= Review the date, time, duration, and other helpful information about the meeting

=  Start the meeting

Click this button...

Start Mow

Edit

Delete

Attendees

i EE|

Agenda

Add to by Calendar

Go Back

i

Edit the details about the meeting you have just scheduled

Add the meeting to your calendar, if you haven’t already done so

To...

Start this meeting immediately.
Appears only if the meeting is not yet in progress.
Edit the details about this meeting. For example, you can add

attendees, change the agenda, change the date, time, and
duration.

Cancel this meeting

View the list of registered attendees.

Appears only if the meeting requires attendees to register.

Review the meeting agenda.

To edit or add an agenda, click Edit and then go to the Edit
and Customizable Welcome page.

Add this meeting to the calendar program, such as Microsoft
Outlook.

To use this feature, your calendar program must conform with
the iCalendar standard, a format used widely across the
Internet for exchanging calendar information.

Return to the meeting calendar

About the Meeting Information page (for attendees)

This page provides the details about a meeting you have scheduled.

What you can do on this page

= Review the date, time, duration, and other helpful information about the meeting

= Add the meeting to your calendar, if you haven’t already done so
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Agenda

Join Mo |
_Agenda |

Add to My Calendar

Go Back |
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To...

Join this meeting.

If this meeting requires you to register, the registration form
for this meeting appears.

Appears only if the host has started this meeting.

Review the meeting agenda

Add this meeting to the calendar program, such as
Microsoft Outlook.

To use this feature, your calendar program must conform
with the iCalendar standard, a format used widely across
the Internet for exchanging calendar information.

Return to the meeting calendar

About the Meeting Updated page

This confirmation page displays after you have updated a meeting successfully.

What you can do on this page

*  Add this meeting to your meeting calendar (MS Outlook or Lotus Notes)

* Make additional changes to the meeting you have just updated

Click this button...

Update bty Calendar

Edit |

To...

Add this updated meeting to your calendar program (MS
Outlook or Lotus Notes only).

Make changes to the meeting you have just updated. For
example, you can change the day and time or invite
additional attendees
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Scheduling a Personal
Conference meeting or
MeetingPlace Personal
Conference meeting

If you want to...

Get an overview of Personal
Conference meetings and
MeetingPlace Personal
Conference meetings

Set up a Personal Conference or
MeetingPlace Personal
Conference meeting

Add a scheduled Personal
Conference

Make changes to the Personal
Conference meeting you have
scheduled

Start your Personal Conference
meeting

Start your MeetingPlace Personal
Conference meeting

Cancel your Personal meeting

See...

About Personal Conference and MeetingPlace Personal
Conference meetings (on page 132)

Setting up a Personal Conference or MeetingPlace Personal
Conference meeting (on page 132)

Adding a scheduled Personal Conference meeting to your

calendar program (on page 135)

Editing a Personal Conference meeting (on page 135)

Starting a Personal Conference meeting (on page 133)

Starting a MeetingPlace Personal Conference meeting (on

page 134)

Canceling a Personal Conference meeting (on page 137)
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About Personal Conference and MeetingPlace
Personal Conference meetings

A Personal Conference meeting includes an audio portion and an online portion. You
start the audio portion first, and as soon as it starts, the online portion is automatically
created on your WebEx service site. If you are in the audio portion of the meeting and
need to share a presentation, document, or application with meeting participants, you
can start the online portion of the Personal Conference meeting and the participants
can join it while still participating in the audio portion of the Personal Conference
meeting. Personal Conference meetings are only available if your site supports
Personal Conferencing.

A MeetingPlace Personal Conference meeting uses your Cisco Unified MeetingPlace
audio conferencing account for the audio conference, and does not have an online
portion for the meeting. MeetingPlace Personal Conference meetings are only
available if your site supports Cisco Unified MeetingPlace audio conferencing and
MeetingPlace Personal Conferencing.

Setting up a Personal Conference meeting or MeetingPlace
Personal Conference meeting

To set up a Personal Conference meeting or MeetingPlace Personal Conference
meeting:

1 Login to your Meeting Center website.
2 On the left navigation bar, select Schedule a Meeting.
3 Select Advanced Scheduler.

The Advanced Scheduler displays.

4 On the Required Information page, for Meeting type, select Personal Conference
or MeetingPlace Personal Conference.

5 Enter the requested information.

Note: 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. If you are scheduling a MeetingPlace
Personal Conference, you do need to specify a password

For an overview of this page and the information requested, select the Help button
in the upper-right corner of the page.
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Required Information
(2]
* Requirad fiald Required Informaton

Meating type: Personal Conference b -
Dt & Tirmae

Mesting tepic: Status Meeting
Audio Conferance
Mesting password: 20042311 &

It Altenchigs

o] hex

6 Schedule your meeting now, or add more details.
= To schedule your meeting with these details, select Schedule Meeting

* To add more options, select Next or select another page in the scheduler. After
you have added the details you need, select Schedule Meeting.

Starting a Personal Conference meeting

Personal Conference meetings do not start automatically at scheduled times. You
must start the audio portion of the Personal Conference first, and then you can start
the online portion of the Personal Conference.

To start the audio portion of a Personal Conference meeting:

Call the number listed in the confirmation email or on the Personal Conference
Meeting Information page.

To start the online portion of a Personal Conference meeting:

1 Click the link in the confirmation email to view the Personal Conference Meeting
Information page, or navigate to that page through your Meeting Center service
site.

2 In the Personal Conference Meeting Information page, select Start in the upper
right-hand corner. This button is only available if the audio portion of the
Personal Conference meeting has already started.

To access the Personal Conference Meeting Information page:
1 Log in to your Meeting Center service site.

2 On the navigation bar, select My WebEx.
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The My Meetings page appears, showing a list of any meetings that you have
scheduled. Personal Conference meetings are listed as "Personal Conference" in
the Type column.

3 In the list of meetings, select the Topic or Display Info link for your Personal
Conference meeting.

The Personal Conference Meeting Information page displays.

4 If necessary, select the More Info link to display all the information about the
meeting.

Under Audio conference, look for the valid phone number or numbers for the audio
portion of the Personal Conference meeting.You'll also find the meeting number,
password, and host key.

Starting a MeetingPlace Personal Conference meeting
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Personal Conference meetings do not start automatically at scheduled times. You
must start the audio portion of the Personal Conference first, and then you can start
the online portion of the Personal Conference.

To start a MeetingPlace Personal Conference meeting:

Call the number listed in the confirmation email or on the Personal Conference
Meeting Information page.

To access the MeetingPlace Personal Conference Meeting Information page:
1 Login to your Meeting Center service site.
2 On the navigation bar, select My WebEx.

The My Meetings page appears, showing a list of any meetings that you have
scheduled. Personal Conference meetings are listed as "Personal Conference" in
the Type column.

3 In the list of meetings, select the Topic or Display Info link for your Personal
Conference meeting.

The Personal Conference Meeting Information page displays.

4 If necessary, select the More Info link to display all the information about the
meeting.

Under Audio conference, look for the valid phone number or numbers to call for your
MeetingPlace Personal Conference meeting, as well as other information you need to
start the meeting.You may need to click the Show detailed dial-in information link.
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Adding a scheduled Personal Conference meeting or
MeetingPlace Personal Conference meeting to your calendar

program

Once you schedule a Personal Conference meeting or MeetingPlace Personal
Conference meeting, you can add the Personal Conference meeting or MeetingPlace
Personal Conference meeting to your calendar program, such as Microsoft Outlook.
This option is applicable only if your calendar program supports the iCalendar
standard, a common format for exchanging calendaring and scheduling information
across the Internet.

To add a scheduled Personal Conference meeting or MeetingPlace Personal
Conference meeting to your calendar

1 Choose either method:

=  On the Personal Conference Meeting Scheduled page or the Personal
Conference Meeting Information page, select Add to My Calendar.

= In the confirmation email message that you receive once you schedule or edit a
Personal Conference meeting or MeetingPlace Personal Conference meeting,
click the link to add the meeting to your calendar.

A meeting opens in your calendar program.

2 Select the option to accept the meeting request. For example, in Outlook, select
Accept to add the Personal Conference meeting item to your calendar.

Note:

= Ifyou cancel a Personal Conference meeting or MeetingPlace Personal Conference meeting,
the Personal Conference Meeting Deleted confirmation page and the confirmation email
message that you receive contains an option that lets you remove the meeting from your
calendar program.

= Ifyou invite participants to a Personal Conference meeting or MeetingPlace Personal
Conference meeting, the invitation email message that they receive also contains an option to
add the meeting to their calendar programs.

Editing a Personal Conference meeting or MeetingPlace Personal
Conference meeting

Once you a schedule a Personal Conference meeting or MeetingPlace Personal
Conference meeting, you can make changes to it at any time before you start it—
including its starting time, topic, agenda, attendee list, and so on.
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If you update any information about the Personal Conference meeting or
MeetingPlace Personal Conference meeting, including adding or removing attendees,
you can choose to send attendees a new invitation email message containing the new
details about the meeting. Attendees removed from the attendee list receive an email
message letting them know that they are no longer asked to attend.

If you are logged in, you can edit the meeting details by clicking the link in the
confirmation email message that you received after you scheduled the Personal
Conference meeting or MeetingPlace Personal Conference meeting, or from your list
of meetings in My WebEx.

To edit Personal Conference meeting or MeetingPlace Personal Conference meeting
from the confirmation email message:

1 Open your confirmation email message, and then click the link to view your
Personal Conference meeting information.

The Personal Conference Meeting Information page appears.
2 Select Edit.
3 Make changes to the Personal Conference meeting details.

For details about the information requested on any page, click the Help button in
the upper-right corner of the page.

4 To save your changes to the meeting, select Save.

If you invited attendees, a message appears, asking you whether you want to send
an updated email invitation to attendees.

5 If a message box appears, click the appropriate update option, and then select OK.
The Personal Conference Meeting Information page appears.

You receive a confirmation email message that includes information about the
changes that you made to the meeting.

6 Optional. If you added the meeting to your calendar program, such as Microsoft
Outlook, on the Meeting Updated page, select Add to My Calendar.

To edit a Personal Conference meeting or MeetingPlace Personal Conference
meeting from your list of meetings on your Meeting Center Web site:

1 Login to your Meeting Center website.
2 On the navigation bar, select My WebEx.

The My Meetings page appears, showing a list of any meetings that you have
scheduled. Personal Conference meetings have "Personal Conference" in the Type
column.
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In the list of meetings, under Topic, click the topic for the meeting. or click the
Display Info link.

Select Edit.
Make changes to the Personal Conference meeting details.

For details about the options on each page, click the Help button in the upper-
right corner of the page.

Select Save.

If you invited attendees, a message appears, asking you whether you want to send
an updated email invitation to attendees.

If a message box appears, click the appropriate update option, and then click OK.

If you select Cancel in the message box, the Personal Conference meeting is not
updated.

Optional. If you added the meeting to your calendar program, such as Microsoft
Outlook, in the confirmation email message, click the Update My Calendar link.

Canceling a Personal Conference Meeting or MeetingPlace
Personal Conference meeting

You can cancel any Personal Conference meeting or MeetingPlace Personal
Conference meeting you have scheduled. Once you cancel a meeting, you can choose
to send a cancellation email message to all attendees whom you invited to the meeting.
The Personal Conference meeting is removed automatically from your list of meetings
in My WebEx.

If you are logged in, you can cancel a Personal Conference meeting or MeetingPlace
Personal Conference meeting from the confirmation email message that you received
after you scheduled the meeting or from your list of meetings in My WebEx.

To cancel a Personal Conference meeting or MeetingPlace Personal Conference
meeting from a confirmation email message:

1

Open your confirmation email message, and then click the link to view your
Personal Conference meeting information.

The Personal Conference Meeting Information page appears.
Select Delete.

If you invited attendees, a message appears, asking you whether you want to send a
cancellation email message to all attendees whom you invited to the meeting.
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3

In the message box, click Yes or No, as appropriate.
If you click Cancel in the message box, the meeting is not canceled.
The Personal Conference Meeting Deleted page appears.

Optional. If you added the Personal Conference meeting to your calendar
program, such as Microsoft Outlook, on the Personal Conference Meeting Deleted
page, click Remove From My Calendar to remove the meeting from your
calendar.

To cancel a Personal Conference meeting or MeetingPlace Personal Conference
meeting on your Meeting Center website:

1

2

Log in to your Meeting Center website.
On the navigation bar, select My WebEx.

The My Meetings page appears, showing a list of any meetings that you have
scheduled. Personal Conference meetings are indicated by the words "Personal
Conference" in the Type column.

In the list of meetings, under Topic, click the topic for your Personal Conference
meeting.

Select Delete.

If you invited attendees, a message appears, asking you whether you want to send a
cancellation email message to all attendees whom you invited to the Personal
Conference meeting or MeetingPlace Personal Conference meeting.

In the message box, click Yes or No, as appropriate.
If you click Cancel in the message box, the meeting is not canceled.
You receive a cancellation confirmation email message.

Optional. If you added the Personal Conference meeting or MeetingPlace Personal
Conference meeting to your calendar program, such as Microsoft Outlook, on the
Personal Conference Meeting Deleted page, select Remove From My Calendar to
remove the meeting from your calendar.

About the Personal Conference Meeting Information
page (host)

This page provides the details about the Personal Conference meeting or MeetingPlace
Personal Conference meeting you have scheduled.
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What you can do on this page

Review the date, time, duration, and other helpful information about the Personal
Conference meeting.

Click the More Info link to view the meeting number, audio conference
information, and meeting password. This information can help you start the audio
portion of the Personal Conference meeting.

Edit the details about the Personal Conference meeting or MeetingPlace Personal
Conference meeting.

Cancel the he Personal Conference meeting or MeetingPlace Personal Conference
meeting.

Add the he Personal Conference meeting or MeetingPlace Personal Conference
meeting to your calendar, if you haven’t already done so.

Start the online portion of the Personal Conference after the audio portion has
started. (Does not apply to MeetingPlace Personal Conference meetings.)

Select this button... To...

Edit

Edit the details about the Personal Conference meeting or
MeetingPlace Personal Conference meeting. For example, you can
add attendees, change the Personal Conference number account for
this meeting, or change the date, time, and duration.

Delete Cancel the meeting.

Add to My Calendar Add this Personal Conference meeting or MeetingPlace Personal

Conference meeting to a calendar program, such as Microsoft
Outlook.

To use this feature, your calendar program must conform with the
iCalendar standard, a format used widely across the Internet for
exchanging calendar information.

Go Back Return to the meeting calendar.

Start Start the online portion of the Personal Conference meeting. This

button is only available after you have started the audio portion of the
Personal Conference meeting. (Does not apply to MeetingPlace
Personal Conference meetings.)
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About the Personal Conference Meeting Information
page (for attendees)

140

This page provides the details about Personal Conference meeting or MeetingPlace
Personal Conference meeting.

What you can do on this page

= Review the date, time, duration, and other helpful information about thePersonal
Conference meeting or MeetingPlace Personal Conference meeting.

= Click the More Info link to see the meeting number, audio conference
information, and meeting password. This information can help you join the audio
portion of the Personal Conference meeting or the MeetingPlace audio
conference.

* Add the meeting to your calendar, if you haven’t already done so

= Join the online portion of the Personal Conference after the audio portion has
started. (Does not apply to MeetingPlace Personal Conference meetings.)

Options on this page

Click this button... To...

View Agenda View Personal Conference meeting or MeetingPlace Personal
Conference meeting agenda, if the host has provided it.

Add to My Calendar Add Personal Conference meeting or MeetingPlace Personal
Conference meeting to a calendar program, such as Microsoft
Outlook.
To use this feature, your calendar program must conform with the
iCalendar standard, a format used widely across the Internet for
exchanging calendar information.

Go Back Return to the meeting calendar.

Join Once the audio portion of the Personal Conference meeting has

started, you can select Join to join the online portion of the
Personal Conference meeting. (Does not apply to MeetingPlace
Personal Conference meetings.)



Granting Privileges During a
Meeting

Once a meeting starts, all participants are automatically granted meeting privileges
either by host specification or by default:

= If the host scheduled the meeting and specified privileges, participants receive
those privileges.

= If the host scheduled the meeting but did not specify privileges, participants
receive default privileges.

= If the host started an instant meeting, participants receive default privileges.

The following table describes the privileges a host can grant and those that are granted
by default. For detailed information on a particular set of privileges, click More by the
privilege description.

Privileges
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Privileges

Communizabs |Parbmms |
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Salact the presieges thal you mant bo swsgn in sl participents,
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[ prict [ Parbrpant bt [ shere dooments
I Arnoksks ™ Any document ¥ Contrdl shared ] t
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[~ e page gt og remotely ] L]
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Selecting participants

A host can grant the following privileges to one
or more participants:

Chat-who a participant can chat with and
whether that chat can be private. More (on
page 143)

Document-whether a participant can draw
on a document or save or print it. More (on
page 144)

View-what a participant can view in the
meeting: participant list, document,
thumbnails, or pages. More (on page 145)

Meeting-whether a participant can record
the meeting, share documents, or control
sharing. More (on page 146)

During a meeting, you can grant privileges to or remove them from all participants at
once or to an individual participant.

T B e S ——

Communicats |F‘artl: [

L
Communication

Participant can chakt:
Privataly with

F Assiogn al predieges

e e L ma s hek .

To choose
all participants-select All Participants.

an individual participant-expand All
Participants, and select a participant name.

For instructions on granting privileges to participants, see Granting privileges (on page

143).
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About Default privileges

If the host does not specify privileges when scheduling a meeting, or starts an instant
meeting, a set of default privileges are automatically assigned to a participant:

= all chat privileges More (on page 143)
= viewing the participant list More (on page 145)

= controlling shared applications, web browser, or desktop remotely More (on page
146)

Granting or removing privileges

To grant participant privileges during a meeting:
1 In the Meeting window, on the Participant menu, choose Assign Privileges.
The Participants Privileges dialog box appears.
2 Grant or remove a privileges, as follows:
= To grant a specific privilege, check its box.
= To grant all privileges, check the Assign all privileges check box.
= To remove a privilege, clear its check box.

= To reset to the preset meeting privileges, select Reset to Meeting Defaults.

3 Select Assign.

Granting or removing Chat privileges

As host, you can grant or remove chat privileges for one or more participants.
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To grant or remove a chat privilege:

4 You can chat with participants privately or
publicly.

COmInunic ke |P=r’JuhﬁJ.=-

Communication Select or clear the checkbox for each
Participark can chat: Bl b privilege you want to grant
Provakeby wath r
i Hosk
¥ Prasentar
W Cther particinants
Publcly wth
M Everyons

B T R L T R R R T

Chat privileges:

Host-chat privately with the meeting host. Your chat message appears in only the
host's Chat viewer.

Presenter-chat privately with the presenter. Your chat message appears in only the
presenter's Chat viewer.

Other participants-chat privately with another participant. Your chat message
appears in only that participant's Chat viewer.

Everyone-Chat publicly with all participants. Your chat message appears in
everyone's Chat viewer.

Contact operator privately-Available only if your site includes the private operator
option. Participants dial 00 at any time during a teleconference to contact the
operator of the teleconferencing service.

Granting or removing document privileges
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As host, you can assign privileges for saving, printing, and annotating documents,
whiteboards, and presentations that are shared in the content viewer
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To grant or remove a document privilege:

Select or clear the checkbox for each

Communicale P ivi
& Participarts | privilege you want to grant

polast-tlpaidages that you want bo assion to al particpants
~ Documsant | ViEw Mashbirg
™ Print P particpan st [T Share dacumenks
[T Arnatst= ™ &ny document: W Control shared
[T save ™ Thumbesils ﬂg‘;:;} or
=28 [ any page desktop remotely

I~ Recard & meeting

A participant uses the Annotation toolbar that appears whenever a document is being
shared to

= draw on shared elements

= point to items on shared elements.

Granting or removing viewing privileges

To grant or remove a viewing privilege:

Select or clear the checkbox for each

il htrears ok privilege you want to grant

Select the priviieges that you want 1o assion to al particpents
-Decumant Wisw ———————— | ~ Mesbing —
™ Print (=] Partiopant list [T Share documents
[C annotste ™ &0y document ¥ Caontral shared
apphuations,
[T save ™ Thumbreils s o
™ Ay page desktop remobely

™ Record & mesting

Viewing privileges you can grant to participants:

Participant list-view the names of all other participants on the Participants panel.

If this option is not selected, participants can view the names of only the meeting
host and the presenter on the Participants panel
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Thumbnails-display miniatures, or thumbnails, of any pages, slides, or
whiteboards in the center viewer. This privilege allows participants to view
miniatures at any time, regardless of the content that appears in the presenter's
content viewer.If participants have this privilege, they can display any page at full
size in the content viewer, regardless of whether they also have the Any page
privilege.

Any page-view any pages, slides, or whiteboards that appear in the content viewer.
This privilege allows participants to navigate independently through pages, slides,
or whiteboards.

Any document-view any document, presentation, or whiteboard that appears in
the content viewer, and navigate to any pages or slides in documents or
presentations.

Granting or removing meeting privileges
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To grant or remove a viewing privilege:

Communical®  Pamticipants

Siebact the priviieges that you weant to assion o gl parbicpents

Drescuimant Wl —Mastireg

™ Print = Partiopant list [ Shere documents
[C annotste ™ &0y document ¥ Contral shared
™ Save ™ Thumbrsis appkcations,

Select or clear the checkbox for each
privilege you want to grant

‘Whab brovger, or

[~ Aoy page desktop remobely

I Record & meeting

Document privileges you can grant:

Share documents-share documents, presentations, and whiteboards, and copy and
paste any pages, slides, and whiteboards in the content viewer. Participants can
share UCF rich media presentations or files only if the host selected the option to
enable UCF rich media for participants when scheduling the meeting

Control shared applications, Web browser, or desktop remotely-request remote
control of a shared application, Web browser, or desktop. If this privilege is
cleared, the command to request remote control is unavailable to participants.

Record a meeting-record all interactions during a meeting and play them back at
any time.



Using WebEx Audio

WebEx Audio lets you use either your telephone or your computer to hear others and
to speak in your meeting:

= Telephone—you can use your telephone to receive a call to the audio portion of
the meeting or to dial in.

= Computer—you can use a headset connected to your computer to join the audio
portion of the meeting if the computer has a supported sound card and a
connection to the Internet.

Note: If you are a host, you can invite up to 500 people to participate in the audio conference.

After joining the conference, participants can switch between audio modes with little
or no listening interruption. In a mixed-mode conference, where some participants
are using the telephone and others are using the computer, up to 125 people can
speak.

Your role in an audio conference determines your level of participation. Whichever
role you take, the following table describes the basic tasks you can accomplish in that
role. For detailed instructions on a particular task, click "More" by the task
description.

Task description
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Call using phone
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Task description

Host an audio conference:

= join or leave the audio conference More
(on page 148)

= switch audio connection modes More
(on page 153)

= mute or unmute one or more
microphones More (on page 154)

= use caller authentication to join the
conference More? More (on page 157)

= Edit or update phone numbers in your
user profile More (on page 159)

Participate in an audio conference:

= join or leave the audio conference More
(on page 148)

= switch audio connection modes More
(on page 153)

= askto speak More (on page 156)

= mute or unmute your microphone More
(on page 154)

= use caller authentication to join the
conference More (on page 157)

= edit or update phone numbers in your
user profile More (on page 159)

Note: If you set up another type of audio conference—such as that of a third-party service—you
must manage the conference using the options that service provides.

Joining or leaving an audio conference
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Once you start or join a meeting that uses WebEx Audio, the Audio Conference dialog

box appears automatically on your screen.

What device do you want to use for speaking and listening in the meeting?

= your phone: typically provides good voice transmission, but may have a cost

attached.
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= your computer (with a headset, and an Internet connection): Sometimes causes
noisy transmission, or an irregular voice stream, but has no cost attached.

You can select your preferred device from the Audio Conference dialog box that
appears automatically after you start or join a meeting:

have the meeting call you. More

Lk bar ko join this audo confa b .
e DB T LE A T 2) Use Computer for Audio: Select

the arrow, then choose Call using

Eﬂphﬂne _|-4maer - Computer. More (on page 152)

[#] Juin the teler & wikhout prasssing 1" At any time during the meeting, you
& can switch your audio device (on page
153).

Using your telephone to join or leave an audio conference

After you join a meeting, the Audio Conference dialog box appears automatically.
When you use your telephone to connect to the audio portion of the meeting, you can
call in or receive a call back.

= Call back—receive a call at a valid number you provide, or at number that is
already stored in your user profile. A valid number must contain the area code and
the seven-digit local telephone number.

= Call in—call in from your phone to a number your host provides.
The Audio Conference dialog box appears automatically.
To receive a call back:

In the Use Phone pane of the Audio Conference dialog box, do one of the following:
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150

W Al Conlerenie I3 =  Click Call Me to receive a call at the number
displayed.

n Use your phone or commputer to on this audio conference.

= Select another number from the dropdown list
e TR pe——— = of available numbers, then click Call Me.
ol i = =  Select Call me at a new number from the
| { S RN e T, dropdown list, enter a number, then click Call

_u—i Me.

* Use Competer Tor Auda| &

A telephone icon appears next to your name in the participant list to indicate that you
are using your phone in the audio conference, and a mute icon appears next to the
video icon so that you can mute or unmute your microphone as desired. More (on
page 154)

¥ ah Participants *3 8 You can switch from using your telephone
Spesking: Becky Cox (Host) as your.audlo dgwce to using your computer
___________ atanytime during the audio conference.
@ ) Becky Cox (Host, me) m« & More (on page 153)
oo

To call in:

1 Inthe Use Phone pane of the Audio Conference dialog box, select I will call in
from the dropdown menu.
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The Audio Conference dialog box displays

0 Lt i phona o comp_tar b join s aidn confsrenca | default call-in numbers.

'lll'anhnlIl'I Il cllin . |

1 Gl in b e mestngs

1-5'53—-'355-“2“9 (Calln (ol e rammber (LG Caada )]
1650420 -0080 (Zab i tod rasmioos (U Carda)|

5 i L raanber

& Fridea the s ek

641324173 %

3 Enber youn Abtordes I

I#

® L Congniber Tor Aulia §

2 Follow the instructions to join the audio conference.

3 Optional. To view all international numbers, click the link All global call-in
numbers.

An information dialog box appears, which lists international numbers.

A telephone icon appears next to your name in the participant list to indicate that you
are using your phone in the audio conference, and a mute icon appears next to the
video icon so that you can mute or unmute your microphone as desired. More (on
page 154)

= Participants *3 8 You can switch from using your telephone
T as your audio device to using your
pesking; Becky Cox (Host) i computer at any time during the audio
@ ) Backy Cou (Host, me) m« 4 | conference. More (on page 153)
f:.'.l Jill
[@e Make Presenter || Audio =-| & |

To leave an audio conference:
1 Click Audio below the Participant list.
The Audio Conference dialog box appears.
2 Click Leave Audio Conference.
Your participation in the audio conference ends; however, your participation in the

meeting continues until you leave it or the host concludes it.
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Using your computer to connect to audio

152

After you join a meeting, the Audio Conference dialog box appears automatically.
When you use your computer to speak and listen in a meeting, your computer sends
and receives sound across the Internet. To do this, your computer must have a
supported sound card and be connected to the Internet.

Note: For purposes of audio quality and convenience, use a computer headset with a high-quality
microphone rather than speakers and a microphone.

To use your computer for audio:

1) Select the arrow.
2) Select Call Using Computer.

Note: If this is your first time
connecting to a meeting with your

? computer, a wizard appears to fine

tune your sound settings (on page
153).

PR S

1' Llsmg l:nrmutm I’ur Audio @

After you are connected to your
meeting, you can

LRl g . 1) mute or unmute your speaker or
1 % microphone
_ = :In-ulllllr-ﬂh!i - +

2) change the volume on your

W speaker or microphone

A headset icon appears next to your name in the participant list to indicate that you
are using your phone in the audio conference, and a mute icon appears next to the
video icon so that you can mute or unmute your microphone as desired. More (on
page 154)

You can switch from using your computeras your
Snacking | audio device to using your telephone at any time

during the audio conference. More (on page 153)
L™ f:} Rebecca Cox (Host, me) cc| | e



Chapter 7: Using WebEx Audio

Fine tuning your microphone and speaker settings

If you are using your computer to connect to the meeting audio, you can fine-tune
your microphone and speaker settings to optimize your audio experience.

The Speaker/Microphone Audio Test walks you through testing your devices, and
setting your speaker volume and microphone level.

When you first start or join a meeting, you can manually test and adjust your sound
device before you actually start using your computer for audio.

To open the Speaker/Microphone Audio Test and adjust your sound settings:

1 From the meeting window menu, select Audio > Speaker/Microphone Audio
Test.

2 Follow the instructions.

Tip: After you join the audio portion of the meeting you can retest your settings at any time
simply by reopening the Audio Conference dialog box and clicking Test speaker/microphone at
the bottom of the box.

Switching audio devices during a meeting

You can easily switch from one audio device to another during a meeting with little
disruption.

To switch from your computer connection to a phone connection:

ECETTN——.RF) ) Open e Audo Conference dalog box

from

Fiks BFE PFEKIRERNG N this S confErENCE LS Four CEnipatet

0 the Quick Start page

* e Phione | - A PR - O your participant list
i\s et r———— O the Audio menu.
oot A e O the Meeting Controls Panel (If you are
sharing)

2) Select the down arrow beside Use Phone.

B = i b s e v — | #
@ _ 3) Call the number in the Use Phone area

- and enter the access code and attendee
ID, as directed by the automated operator.

After you are connected by phone, your
computer connection is dropped automatically.
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To switch from your phone connection to a computer connection:

1) Open the Audio Conference dialog box
from

(B Amte Enimence i O the Quick Start page

el g At 1y s T e g e e O your participants list
¥ Using P You called i to this meeting, O the Audio menu.
O the Meeting Controls Panel (If you are
L -Fﬁi'ﬁ"ﬁm sharing)

2) Select the down arrow beside Use

Computer for Audio.
¥ Use Computer for faadio @

3) Select Switch to Using Computer.

Your phone connection is dropped after your
computer connection is established.

(Remember to switch to your computer
headset.)

Connecting to audio during sharing

If you join a meeting that is already in progress and shared content is all you see, you
can connect to the audio portion of the meeting from the Meeting Controls Panel.

To connect to the audio portion of the meeting:

1) On the Meeting Controls
Panel at the top of your
screen, select Audio.

I =0 :
[P - P = \ The Audio Conference
s ik Aadn i W . dialog box opens

2) Connect to the audio (on
page 148) portion of the
meeting as usual.

Muting and unmuting microphones in an audio
conference

The following table illustrates how to quickly mute and unmute microphones in your
meeting depending on your user role.
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Host Windows: Right click in the participants list | =
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| Change Role To b f—
(i -4 .
ar ¥
Assgn Privieges...
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i Al
Participant

Mac:Ctrl + click in the participants list
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Task description:

Mute on Entry to mute all
microphones automatically when
participants join a meeting

Mute or Unmute to mute or
unmute your own or a specific
participant's microphone

Mute All to mute or unmute all
participant microphones
simultaneously at any time
during a meeting More (on page
155)

Select the Mute or Unmute icon to
mute or unmute your own

I L — microphone.

I ey _It_

& 1 Rebeoca Cox GiasD)

{1 Marizh

The microphone icon to the right changes state.

Tip: During sharing, participants can mute and unmute their microphones from the Meeting

Controls Panel at the top of their screens.

I 3 j
. mlx Cax L4 = |
Puuse Sham Az Budio

Whiim bt

- W =3

Patcpanes Ghet

.

Famardar Anmotaly J

Muting and unmuting all participant microphones simultaneously

Host and presenter only

You can mute or unmute all participant microphones simultaneously.

This option does not affect the host's and presenter's microphones.
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To mute or unmute all participants:

Participants Chat H  hotes -
T 2L Participans W = Windows: Right click on the participant list
fumald’ = Mac: Ctrl + click on the participant list
) g calla .y
o T v P Select Mute All or Unmute All.
o (¥
Aszign Frivieges,
Muts

Linmiite &1

The microphone icon to the right of each participant's name changes state.

Asking to speak in an audio conference

Participant

If you want to speak and the host has muted your microphone, you can ask the host to
unmute your microphone so that you can speak. You can cancel a request to speak at

any time.
To ask to speak Windows result
Select Raise Hand on the [ Raise Hand | The Raised Hand indicator appears on the

Participants panel participant list for the host and presenter.

To cancel arequest to speak Windows result
Select Lower Hand On the [ Lower Hand | | The Raised Hand indicator is removed from
Participants panel =——————the participant list for the host and presenter.
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To ask to speak Mac result

Select the Raise Hand icon at The Raised Hand indicator appears on the
the bottom of the Participants J participant list for the host and presenter.
panel

To cancel arequest to speak Mac result

Select the Lower Hand icon at The Raised Hand indicator is removed from
the bottom of the Participants J the participant list for the host and presenter.
panel

Using caller authentication to start or join an audio
conference

Host accounts only

CLI (caller line identification), or ANI (automatic number identification), is a form of
caller ID, a telephony intelligent service that transmits a caller's telephone number
before the call is answered. Any dial-in caller with a host site account can be
authenticated and placed into the correct audio conference without needing to enter a
meeting number.

If you have a host account, and your site is enabled for ANI/CLI, you can
= schedule a meeting with dial-in ANI/CLI teleconferencing authentication.

= be authenticated whenever you dial into any ANI/CLI enabled audio conference to
which you have been invited by email. Call-in authentication is established by
mapping your email address to a phone number in your user profile.

= specify a call-in authentication PIN to prevent "spoofers" from using your number
to dial into an audio conference

To schedule an audio conference with ANI/CLI authentication:
1 Login to your Meeting Center Web site.
2 On the navigation bar, under Host a Meeting, click Schedule a Meeting.

The Schedule a Meeting page appears.
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3 Click Change audio options.
The Audio Options dialog box appears.

4 Select the Enable audio conference CLI authentication when participants call in
checkbox if it is not already selected.

Note: Caller authentication will only be available to participants if they are invited to a CLI/ANI
enabled audio conference by email during the meeting scheduling process. Any participant invited
to the audio conference once it has begun cannot use caller authentication.

Specifying call-in authentication for your host account

158

If you have a host account, and your site is enabled for call-in authentication, you can
set authentication for any phone number listed in your user profile. Your call will be
authenticated by mapping your email address against specified phone numbers in
your profile whenever you dial into a CLI (caller line identification), or ANI
(automatic number identification) enabled audio conference to which you have been
invited by email.

Note: Caller authentication will only be available if you have been invited to a CLI/ANI
(automatic number identification) enabled audio conference by email during the meeting
scheduling process. Caller authentication will not be available if you are dialing in to a CLI/ANI
enabled audio conference:

= from an invitation other than email.
= from an email invitation originated during the meeting.
To specify call-in authentication for your host account:
1 Login to your Meeting Center Web site.
2 On the navigation bar, click My WebEx.
3 Click My Profile.
The My WebEx Profile page appears.

4 Under Personal Information, select the Call-in authentication checkbox beside
any phone number for which you want dial-in authentication.

5 Click Update.
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Using an authentication PIN

If you have a host account, and your site is enabled for CLI (caller line identification),
or ANI (automatic number identification) audio conferences, you can use an
authentication PIN to prevent "spoofers" from using your number to dial into an
audio conference.

If your site administrator sets the authentication PIN as mandatory for all accounts
using call-in authentication on your site, then you must specify a PIN number or
caller authentication will be disabled for your account.

To specify an authentication PIN:
1 Login to your Meeting Center Web site.
2 On the navigation bar, click My WebEx.
3 Click My Profile.

The My WebEx Profile page appears.

4 Under Personal Information, in the PIN: text box, enter a 4-digit PIN number of
your choosing.

5 Click Update.

Editing or updating your stored phone numbers

You can edit or update the phone numbers listed in your profile if you have not yet
joined the audio conference or if you joined the audio conference from your
computer. In addition, you can view any phone number cookies stored on your
computer.

Any updates you make do not take effect until the next time you join a meeting.
To edit or update your profile:
1 Do either of the following:

= On the Audio menu, choose Join Audio Conference.

= At the bottom of the Participants panel, click Audio.
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* Audio Conference M8 The Audio Conference dialog box
appears.
Lise pour phors or compober ba jain this sudio conferens,

* Use Phoree 1-4D8566TEA6 -

1 -A085EATEIE

1-{4063) SHE-TE4S
Call me &t & new number

1 vall callim

» Use Computer fof|Manags phone rombers. .,

2 Select Manage phone numbers from the dropdown box in the lower pane. The
Manage phone numbers dialog box appears.

3 Click Edit to update the phone numbers in your My WebEx profile, or Clear to
delete phone numbers that are stored in cookies on your computer.

Note: You cannot be participating in an audio conference by phone if you want to edit or update
your phone numbers.
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Using Integrated Voice
Conferences

An Integrated Voice Conference allows participants to speak to each other using voice
over Internet Protocol (VoIP)-an Internet-based way of connecting through the
computer. Integrated voice conferences are useful if:

= Participants are located a great distance away and do not want to incur long
distance phone charges

* The meeting is a presentation rather than a discussion and does not involve
interaction among participants

Your user role in an Integrated Voice conference determines your level of
participation. Whichever role you take, the following table describes the basic tasks
associated with that role. For detailed instructions on a particular task, click “More”
by a task description.

Task description:

Start and manage a voice conference:

Host

= fine tune your microphone and speaker seetings
More (on page 166)

gty St For B

e e =  Allow a participant to speak More (on page 163)

=  mute or unmute participant microphones More (on
e IPvolce page 154)

To start a voice conference:

= Select Voice Conference on the Quick Start page

@ = or, select Integrated Voice Conference > Start
Conference from the Audio menu.

e Copdersie e

To end a voice conference:
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Task description:
Select Integrated Voice Conference > End
Conference from the Audio menu.

Participant Participate in a voice conference:
e s = Join or leave a conference More...
I = Mute or unmute your microphone More...

taasciensll s = Ask to speak More...

I S
-

To join a voice conference:

=  Select Yes in the dialog box that automatically
@ appears when the host starts the conference.

= or, select Integrated Voice Conference > Join
Voly Sy Conference from the Audio menu.

To leave a voice conference:

RArich s Bl i A EAL R Confirans Select Integrated Voice Cpnference > Leave
Conference from the Audio menu.

Note: For better audio quality and greater convenience, use a computer headset with a high-
quality microphone, rather than speakers and a microphone.

Asking to speak

Participant only

During a voiceconference, you can indicate that you want to speak. If you do request
to speak, you can cancel the request at any time. Speaking in an Integrated VoIP
conference

To request to speak, or to cancel a request to speak:
On the Participants panel, click Raise Hand or Lower Hand, respectively.
r} Raize Hand

= Ifyou ask to speak, the raised-hand indicator appears on the Participant panel for
the host and presenter.

= Ifyou cancel a request to speak, the raised-hand indicator is removed from the
Participant panel for the host and presenter.
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Allowing a participant to speak

Host only

Once you start a voice conference, participants can join the conference and listen to
the meeting audio. Up to seven participants can speak at a time.

You can specify which participants can speak, by passing the microphone.

To allow a participant to speak in a voice conference:

1 On the Participants panel, select the name of the participant whom you want to
allow to speak.

2 At the bottom of the panel, select Pass Mic.
& Pass Mic

An indicator appears near the participant's name on the panel.

The participant can now speak until you either pass the microphone to another
participant or mute the participant's microphone.

Note: A request to speak can be made at any time during a meeting, by clicking Raise Hand on
the Participants panel.

f} Raige Hand

Speaking in a voice conference

If you are a current speaker, the method by which you speak depends on the speaker
setup option that is currently selected for your meeting:

= Desktop speakers (default): If this option is selected, the following appears in the
bottom-right corner of your Meeting window:

Press the Ctrl key on your keyboard while speaking. Pressing this key mutes your
speakers, thereby preventing your voice from echoing in the conference.
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= Headset: If this option is selected, the following appears in the bottom-right
corner of your Meeting window:

I

Speak Mow

Simply speak into your microphone.

Tip: Before you join a voice conference, you can use the audio setup wizard to select you audio
device and adjust its settings. More (on page 166)

Muting and unmuting microphones in an audio
conference

164

The following table illustrates how to quickly mute and unmute microphones in your
meeting depending on your user role.

Role Task description:
Host Windows: Right click in the participants list | =  Mute on Entry to mute all
microphones automatically when
Particpant & Cheat %] Mates v .. .. .
participants join a meeting
¥  If Parbicipants o x
——_— = Mute or Unmute to mute or
unmute your own or a specific
oL e e — o participant's microphone
Changs Fole To B —
ar . U = Mute All to mute or unmute all
L Ed participant microphones
[ ssgn Prdeges... simultaneously at any time
R during a meeting More (on page
155)
I rrmi b Al
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Role Task description:
Host Windows: Right click in the participants list | =  Mute on Entry to mute all
microphones automatically when
Participant s Cheat (¥} Mokes w .. .. .
participants join a meeting
v B parbcipants O =
——— = Mute or Unmute to mute or
unmute your own or a specific
L L —Lme | participant's microphone
| Change Role To N
o l “#| = Mute All to mute or unmute all
o om Ed participant microphones
| nssgn Prodeges... simultaneously at any time
is during a meeting More (on page
155)
Inmigba Bl
Participant Select the Mute or Unmute icon to

Mac:Ctrl + click in the participants list

mute or unmute your own

e microphone.

CF 10 fma _It_

& T Rebeota Cox et

i Mtarizh

The microphone icon to the right changes state.

Tip: During sharing, participants can mute and unmute their microphones from the Meeting

Controls Panel at the top of their screens.

s 36 f \
'l "R AN N <= |
Wigpim ol Il"'._

st Shuw Azzap Aurdn

a8 @A LIS

Famopan hat

-

Famardsr Aol .l

Muting and unmuting all participant microphones simultaneously

Host and presenter only

You can mute or unmute all participant microphones simultaneously.

This option does not affect the host's and presenter's microphones.
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Particmants Chat @ rotes - To mute or unmute all participants:
T 2L Participans LBEd = Windows: Right click on the participant list
Jmalde’ = Mac: Ctrl + click on the participant list
8 O R e -
N e Rale T y P2 Select Mute All or Unmute All.
o3 Ed
(= ol td
Assign Privieges.
s

Lirmiite &1

The microphone icon to the right of each participant's name changes state.

Understanding the speaker queue for a voice
conference

During an Integrated Voice conference, a participant can request to speak.

After a participant requests to speak, the participant's place in the speaker queue is
indicated by a number to the right of the Integrated Voice indicator.

The speaker queue lets you keep track of the order in which participants have
requested to speak. To let a participant speak, you can pass the microphone to the
participant. More (on page 163)

Once you pass the microphone to a participant, the speaker queue renumbers the
remaining participants. For example, speaker 2 in the queue becomes speaker 1.

Fine tuning your microphone and speaker settings

The first time you use an integrated voice conference, the audio wizard walks you
through selecting your sound device, and setting your speaker volume and
microphone level.

Any time before you start or join a meeting, you can manually open the wizard to test
your device again, or make further adjustments, as necessary.
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To open the wizard and adjust your sound settings:
1 From the meeting window menu, select Audio > Computer Setup for Audio.

2 Follow the wizard instructions.
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Sending and Receiving Video

When you send video, your video is seen by all participants.

If a video camera is attached to your computer, you can broadcast live video. Other
participants can see you, or whatever you focus your webcam on. To see video,
participants do not need to have a webcam installed on their computers.

WebEx meetings support high-quality video,which can be set at the site or meeting
level. Video can be as high as 360p resolution (640x360). However, the quality of the
video that participants can send and receive depends on the following:

Video mode What you need

= A webcam capable of producing high-quality video. WebEXx supports
most webcams of this type

Sending = A network connection fast enough to send and receive high-quality video
= A computer powerful enough to support high-quality video
o = A network connection fast enough to receive high-quality video
Receiving

= A computer powerful enough to support high-quality video

If your site or meeting does not support high-quality video, then standard video is
used.

To start or stop sending video, simply select the video icon beside your name.

T I After you select the icon, it changes
v €1 3 lay (Host me) - '5 to green to indicate that you are
A sending video.
Marlah [}

After you start sending video, you can perform the following tasks depending on your
role.
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Role
Host

Windows

Participant

Mac

Pt ipant s

e Moo Presents

8 Mariak imel

1 pay {Hoat)

st

&  Recprder -

Tasks
What you can do:

= Stop and start sending video at
will.

=  Set the main display. (on page
170)

= View video in full-screen mode
(on page 171).

= List participants or show
thumbnails. (on page 173)

= Setwebcam options (on page
174).

What you can do:

= Start or stop sending video at
will.

= View video in full-screen view (on
page 171).

= List participants or show
thumbnails. (on page 173)

= Setwebcam options (on page
174).

Note: If you are managing a meeting that includes TelePresence systems, the following WebEx
features are unavailable:

=  Recording
=  Polling
=  File Transfer

= Chat (with TelePresence room participants)

Setting the main display

If you are the host, you can decide which participant video to show in the main

display.
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To set the video for the main display:

1 Select the name tag on the main display.

Particgpanils Chalt 2 Reworider -

s Pk fraseiie budi Er i
2 Inthe Lock Focus on a Participant dialog box, select one of the following:

" Lock Focus on a Participant [x] . The active Speaker. This is the
default. The display focuses on the
current speaker and changes as
the speaker changes.

il — = = A specific participant. The display
Rehecca Cox {Host) focuses on only the specific
participant that you select.

¥, 4 Cancel

Switching to and from full-screen view

Full-screen mode displays your video across the entire desktop space and is great to
use when you want to see a larger view. Full-screen view provides high-quality video
display and five video thumbnails.
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172

The active speaker (or a specific participant) is shown in the main display with all
other participant videos arranged in a row beneath.

To switch to and from full-screen mode, do one of the following:

= Double click the main display

= Select the full-screen mode icon in the
upper right corner of the display

& Marizh

1 Mariah (me) -

o~ Ch Ji Jary (Host) -
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Switch between a list or thumbnail view of
participants

Select the participant icon to switch between the participant list or thumbnail
views.

Fartiipants Chat L3 mecorder = Participant list view

w 1 W day (Host, me - A
D Armin LOpES - _.t
e Make Fremnte | Aado I-E | .;'

173



Chapter 9: Sending and Receiving Video

- ' il = Participant thumbnail view. Select the down or
up arrow to view additional thumbnails.

L Malody Kee (Host, ) - A

Setting webcam options

If you have a working webcam, you can set options that are available for that webcam
directly from your meeting.

174



Chapter 9: Sending and Receiving Video

To set webcam options:

Windows:

v B Particijpals

At the top right of the main display select the
options icon.

Mac:

At the bottom right of window, select the options
icon

Usually, you can set options for general settings, such as contrast, sharpness, and
brightness, but options can vary depending on your web camera.

Managing video during sharing

When you are sharing information or someone else is sharing information with you,
the main video display appears in the upper right corner of your desktop on or near
the information you are sharing. You can minimize or enlarge this display at will, or
move it to any other part of the desktop.
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To minimize or adjust the size and position of the main display:

= Minimize: Select the arrow icon in the upper left corner.

= Resize: Select the bottom right corner and drag the
edge.

= Reposition: Select and drag the display to another
location on the desktop.
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Setting Up a One-Click Meeting

If you want to... See...

get an overview of starting a One-Click About setting up a One-Click Meeting (on
Meeting from your WebEXx service Web site page 177)

specify settings for your One-Click Meeting Setting up your One-Click Meeting on the
Web (on page 178)

install WebEx One-Click, which includes the | Installing WebEx Productivity Tools (on page
One-Click panel and One-Click shortcuts 181)

start a One-Click Meeting from your WebEx | Starting a One-Click Meeting (on page 183)
service Web site

remove WebEx One-Click, including all One- | Removing WebEx Productivity Tools (on
Click shortcuts, from your computer page 188)

About setting up a One-Click Meeting

WebEx One-Click allows you to start a meeting instantly from your desktop (desktop
version) and from your WebEx service Web site (Web version). You can set up one or
both versions, depending on your needs:

=  Web version: allows you to start a One-Click Meeting from your WebEx service
Web site. Doing so does not require you to download any application. For more
information about the web version, refer to the WebEx One-Click User's Guide,
which is available on the Support page of your WebEx Service web site.

= Desktop version: if this feature and the Productivity Tools feature are enabled by
your site administrator, allows you to start and join meetings and send meeting
invitations without logging in to your WebEx service site or navigating Web pages.
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For more information about the desktop version, refer to the WebEx One-Click
User's Guide.

Setting up your One-Click Meeting on the Web

The One-Click Meeting Setup page allows you to specify options a One-Click
Meeting. You can return to the One-Click Meeting Setup page at any time to modify
your meeting.

The settings you specify apply to both the One-Click Web version and the desktop
version.

To set up your One-Click Meeting:

1 Login to your WebEx Service Web site.

2 Click My WebEx > Productivity Tools Setup (on the left navigation bar).
The Productivity Tools Setup page appears.

On this screen, you can also download WebEx Productivity Tools, which include
the desktop version of One-Click and its shortcuts. For details, see [nstalling
WebEx Productivity Tools (on page 181).

3 Click Set Up Now.
The One-Click Setup page appears.
4 Specify the meeting information and settings on the page.

For details about the options on the One-Click Settings page, see About the One-
Click Settings page (on page 178).

5 Click Save.

Tip: Whenever you want to edit options for your One-Click Meeting, return to the One-Click
Settings page by clicking My WebEx > Productivity Tools Setup > Edit Settings.

About the One-Click Settings page

How to access this page:

On your WebEx service Web site, do one of the following:
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= Ifyou are setting up your One-Click Meeting for the first time, on your WebEx
service Web site, click My WebEx > Productivity Tools Setup (on the left
navigation bar) > Set Up Now.

= Ifyou already set up your One-Click Meeting, on your WebEx service Web site,
click My WebEx > Productivity Tools Setup (on the left navigation bar) > Edit
Settings.

What you can do here:

Set options for your One-Click Meeting

Meeting Options

Use this option... To...

Service type Select the type of WebEXx session for which you want to start a
One-Click Meeting.
This option lists only the session types available for your site and
user account.

Meeting template Select the meeting template you want to use to set options for
your One-Click Meeting. The drop-down list of templates includes:
Standard templates: Templates that your site administrator set
up for your account.
My Templates: Any personal templates that you created by
saving the settings for a meeting you previously scheduled, using
the scheduling options on your site.

Topic Specify the topic for the meeting

Meeting password Specify the password for the meeting.

Confirm password Type the password again to prevent typing errors.

Listed on calendar Specify that the meeting appears on the calendar on your site.
Available for meetings and sales meetings only.

CUVC Meeting ID (CUVC Integration to Meeting Center only) Enter a custom URL to

create a virtual meeting room in which you can use Cisco Unified
Video (CUVC) in your meeting.

If you leave this box empty, the WebEx Meeting ID is used by
default.

When you start your WebEx meeting, the CUVC Video panel
displays automatically.
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Tracking Codes
Use this option... To...
Tracking code Identify your department, project, or other information that

your organization wants to associate with your meetings.
Tracking codes can be optional or required, depending on
how your site administrator set them up.

If your site administrator requires you to select a code from a
predefined list, click the link Select Code, and then select a
code from the list or enter one in the box above.

Audio Conference

meetings, training sessions, and sales meetings only

Use this option... To...
Use Select the type of teleconference you would like to use:
WebEXx Audio: Specifies that the meeting includes an integrated audio

conference. If you select this option, select one of the
following options:

= Display toll-free number: Select if your site provides
toll-free call-in audio conferencing, in which both a toll-
free number and a toll number are available. If your
participants dial a toll-free call-in number, your
organization assumes the charges for the calls.
Otherwise, participants assume the charges for their
calls.

= Display global call-in numbers to attendees: Select if
you want to provide a list of numbers—such as toll-free
or local numbers—that attendees in other countries can
call to join the audio conference.

Note: After you start the meeting, participants have a choice
of joining by can choose to use their computer as their audio
device, using VolP, or to use their phone as their audio
device.

Tip: A participant must have a direct phone line to receive a
call from the teleconferencing service. However, a
participant without a direct phone line can join an audio
conference by calling a call-in telephone number, which is
always available in the Meeting window.

Personal Conference Available only if your site has the Personal Conferencing



Use this option...
Number Account

Cisco Unified MeetingPlace
Audio Conferencing

Other teleconference
service:

Use VolP Only

None
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To...
feature turned on, and only for Meeting Center.

Select the Personal Conference number account that you
want to use for your meeting. You can manage your
Personal Conference number accounts on the My WebEx
>Personal Conferencing page.

Available only if your site has Cisco Unified MeetingPlace
Audio turned on.

If you select this option, choose the type of conference:

= Call-in teleconference: Select if you want customers to
dial a number to join

= Call-back teleconference: Select if you want
customers to type in a phone number and receive a call
back from the conferencing service.

A participant must have a direct phone line to receive a call
from the conferencing service. However, a participant
without a direct phone line can join an audio conference by
dialing a call-in number, which is always available in the
meeting window.

Specifies that the meeting includes a teleconference that
another service provides, such as a third-party
teleconferencing service or internal teleconferencing
system, such as a PBX (private branch exchange).

In the text box, type instructions for joining the
teleconference.

Specify that the meeting includes only Integrated VolP,
which allows meeting participants to use computers with
audio capability to communicate over the Internet rather
than the telephone system.

Specify that the meeting does not include either an audio
conference or Integrated VolP.

Installing WebEx Productivity Tools

If your site administrator has enabled you to download WebEx Productivity Tools,
you can start you can start or join meetings instantly using One-Click; start meetings
instantly from other applications on your desktop, such as Microsoft Office, Web
browsers, Microsoft Outlook, IBM Lotus Notes, and instant messengers; and schedule
meetings using Microsoft Outlook or IBM Lotus Notes without going to your WebEx

service site.

181



Chapter 10: Setting Up a One-Click Meeting

182

Before installing WebEx Productivity Tools, ensure that your computer meets the
following minimum system requirements:

= Microsoft Windows 2000, XP, 2003, Vista
*  Microsoft Internet Explorer 6.0 SP1 or 7.0, or Firefox 3.0 or later
= Intel x86 (Pentium 400MHZ +) or compatible processor

= JavaScript and cookies enabled in the browser

To install WebEx Productivity Tools:

1 Login to your WebEx service Web site.

2 Click My WebEx > Productivity Tools Setup (on the left navigation bar).
The Productivity Tools Setup page appears.

3 Click Install Productivity Tools.
The File Download dialog box appears.

4 Save the installation program to your computer.
The name of the installation file has an .msi extension.

5 Run the installation file and follow the instructions.

6 Once you complete installation, log in using your WebEx account information
and then verify your WebEx settings for Productivity Tools, including One-Click,
in the WebEx Settings dialog box.

Note: System administrators can also perform a mass installation for computers at their site. For
more information, see the IT Administrator Guide for Mass Deployment of WebEx Productivity
Tools at http://support.webex.com/US/PT/wx_pt_ag.pdf
(http://support.webex.com/US/PT/wx_pt_ag.pdf).

After you have logged in, the WebEx One-Click panel and shortcuts appear. For
instructions about using the One-Click panel and shortcuts, see the WebEx One-Click
User's Guide.

The Help in the WebEx One-Click panel also provides detailed information about
how to use the One-Click panel and shortcuts.


http://support.webex.com/US/PT/wx_pt_ag.pdf�
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Open One-Click

Start Meeting Mow
Start Audio Dnlky Meeking
Start a scheduled Meeting. ..

Schedule a Meeting. ..
Jain a Meeting. ..

Conneck ko My Compukers. ..

webEx Settings...

Help F1
Abouk WebEx One-Click, ..

E:xit

Tip: For instructions on using the WebEx One-Click panel and the One-Click taskbar menu, refer
to the WebEx One-Click User's Guide, which is available on the Support page of your WebEx
Service web site.

Starting a One-Click Meeting

Before you start a One-Click Meeting from your WebEx Service Web site, ensure that
you set up One-Click settings. For details about setting up One-Click settings, see
Setting up your One-Click Meeting on the Web (on page 178). For details

To start a One-Click Meeting from your WebEx service Web site:
1 Login to your WebEx Service Web site.
2 Click My WebEx > Start One-Click Meeting.

My WebEx Meetings

o Go to My Personal Meeting Room i =, _atart a One Click Meeting

Your meeting starts.

If your site includes Meeting Center, you can also start a One-Click Meeting from this
specific service.
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To start a One-Click Meeting from the Meeting Center service:

1

2

Log in to your WebEx service Web site, and click Meeting Center.
On the left navigation bar, click Host a Meeting > One-Click Meeting.

¥ Host a Meeting
Schedule a Meeting

My Meetings

One-Click Meeting

My Recorded
Meetings

Your meeting starts.

To start a One-Click Meeting using the WebEx One-Click panel:

1

184

Open your WebEx One-Click panel by doing any of the following:
= Double-click the WebEx One-Click shortcut on your desktop.

= Go to Start > Programs > WebEx > Productivity Tools > WebEx One-Click.
= Right-click the WebEx One-Click icon on the taskbar of your desktop.

QEE N v mE 1208 P

If you did not specify automatic login, enter the required WebEx account
information in the dialog box, and then click Log In.

On the WebEx One-Click panel, click Start Meeting.
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Meek Mo

@ - |Enter email or mobile or meeting number

Qi Stark Meeting ﬁ Join Meeting

Meek Later

g Schedule Meeting

Start Scheduled Meeting

B2 Edit WebEx Settings

Note: For instructions on using the WebEx One-Click panel, refer to the WebEx One-Click User's

Guide.

To start a One-Click Meeting using a One-Click shortcut:

Click one of the following shortcuts:

Shortcut

Open One-Click

Skart Meeting Mow
Stark Personal Conference Meeting
Start a Scheduled Meeting. ..

Schedule a Meeting. ..
Jain a Meeting...

Conneck ko My Computers, ..
WebE:x Settings...

Help
Abouk WebEx One-Click., ..

Exit

F1

Description
Right-click menu of taskbar icon shortcut:

= Right-click the WebEx One-Click taskbar
icon and then click Start meeting now to
start an instant meeting.

= Right-click the WebEx One-Click taskbar
icon and then click Start a Scheduled
Meeting to start a previously scheduled
meeting, or click Start Personal
Conference meeting to start a previously
scheduled Personal Conference meeting.

Note: You can also right-click the WebEx One-
Click taskbar icon and then click Schedule a
meeting to schedule a WebEx meeting using
Microsoft Outlook or Lotus Notes.

For more details, see the Integration to
Outlook User's Guide and the Integration to
Lotus Notes User's Guide, which are available
on the Support page of your WebEx Service
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Shortcut

Calendar - Microsoft Outlook
Pple Edt Vew Go ook Aciors Help

WebExs |
Start Personal Conference Meeting

Start a Scheduled Meeting...
Join a Meeting...
My WebEx

Account Settings...

Mesting Templates..,
Set Schaduling Permission..
Help

About

Description
web site.

Email and Scheduling shortcut: Click One-
Click Meeting in Microsoft Outlook or Lotus
Notes to start a One-Click meeting.

Note: You can also click Schedule Meeting in
Microsoft Outlook or Lotus Notes to schedule a
WebEx meeting using Outlook or Lotus Notes.

For more details, see the Integration to
Outlook User's Guide and the Integration to
Lotus Notes User's Guide, which are available
on the Support page of your WebEx Service
web site.



Shortcut

# Windows Messenger,

File Actions Tools Help RIS

Start WebEx Meeting

Chrl+3S

2 - {Onliny

WebEx Settings
) Clickhere tojoin | Hids Start Button

M All Contacts (0 About

: ashare Browser  ‘webEx -

wfebEx | -

Start Meeting Now
Start Personal Conference Meeting
Skart & Schediuded Mesting

Schedule a Meeting. ..
Jaoin a Mesting. ..

WebEx Sattings...

Help
Abouk WebEx Productivity Tooks

WebEx ~

Share As Document...

Share As Application...

Open With
s pplication...

A WinZip

Send To

cut
Copy

Create Shorkout
Delete
Rename

I%l Properties
Star
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Description

Instant messenger shortcut: Click WebEx >
Start WebEx Meeting to start a One-Click
meeting in your instant messenger, such as
Skype, AOL Instant Messenger, Lotus
SameTime, Windows Messenger, Google
Talk, or Yahoo Messenger. For more details,
see the Integration to Instant Messengers
Guide, which is available on the Support page
of your WebEXx Service web site.

Available for meetings, sales meetings,
training sessions, and support sessions only.

Web browser shortcut: Click this icon to start
your meeting.

Note If you previously customized your
Internet Explorer toolbar, the shortcut button
may not automatically appear on the toolbar.
Instead, it is added to the list of available
toolbar buttons in Internet Explorer. In this
case, you must add the button to the toolbar,
using the Internet Explorer Customize option.
To access this option, on the View menu, point
to Toolbars, and then choose Customize.

Available for meetings, sales meetings,
training sessions, and support sessions only.

Microsoft Office shortcut: In Microsoft Word,
Microsoft Excel, and Microsoft PowerPoint,
select Share As Document or Share As
Application. This command starts the meeting
and automatically shares the application you
are using, including all files that are already
open in that application. You can still work in
the application during the meeting.

Available for meetings, sales meetings,
training sessions, and support sessions only.

Right-Click menu shortcut: Right-click the
icon for an application or document file on your
computer, and then point to Share in WebEx
Meeting > As Application. This command
starts the meeting and automatically shares
the application, including all files that are
already open in that application. You can still
work in the application during the meeting.

Available for meetings, sales meetings,
training sessions, and support sessions only.
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Tip:
=  Once you start a One-Click Meeting, it appears on your Personal Meeting Room page, unless

you specified it to be an unlisted meeting. If you provide others with the URL for this page,
they can quickly join your meeting by clicking the link for the meeting on this page.

=  You can control which shortcuts are available in the WebEx Settings dialog box.

=  For instructions on using the WebEx One-Click shortcuts, refer to the WebEx One-Click
User's Guide.

Removing WebEx Productivity Tools

You can uninstall WebEx Productivity Tools at any time. Uninstalling Productivity
Tools removes all Productivity Tools, including the WebEx One-Click panel and One-
Click shortcuts, from your computer.

To uninstall WebEx Productivity Tools:
1 Click Start > Programs> WebEx > Productivity Tools > Uninstall

2 Click Yes to confirm that you want to uninstall WebEx Productivity Tools.

To uninstall WebEx Productivity Tools from the Control Panel:
1 Click Start > Settings > Control Panel.

2 Double-click Add/Remove Programs.

3 Click WebEx Productivity Tools.

4 Click Remove.

5 Click Yes to confirm that you want to uninstall WebEx Productivity Tools.

Note: Uninstalling Productivity Tools removes all Productivity Tools and shortcuts from your
computer. If you want to keep using some Productivity Tools but disable others, edit the options
in the WebEx Settings dialog box.
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Managing Meeting Recordings

The My Recorded Meetings page allows you to view and manage your meeting

recordings. Meetings that you recorded on the server are automatically listed on your

My Recorded Meetings page. You can also upload recordings of meetings that were
recorded on your local computer.

My Recorded Meetings page Task description:

=  Open the My Recorded

My Recorded Mestings Y Meetings page. More...
= 51 (5 } (on page 189)
SELE = Upload a recorded
Tople Sire" CreabeTime . Durailon  Format meeting file. More... (on
e i ; page 193)
S3MB LOE T &5 ps T AT

=  Edit information about a
recording. More... (on
page 194)

]

mEting RN Dk SHME TAOETUE pe A meted

BT 0RE STAd T pm 1 msuled

=  Send an email to share a
recording. More... (on
page 196)

Aaddl e pedeneg i P aripwoed iepured

Ihi""'_"' Nt S S

;
e gk

Opening the My Recorded Meetings Page

To open the My Recorded Meetings page:
1 Login to your WebEx Meeting Center service Web site.

2 On the left navigation bar, under Host a Meeting, click My Files > My
Recordings.

The My Recorded Meetings page appears, showing your recording files.
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For details about the My Recorded Meetings page, see About the My Recorded Meetings
page (on page 191).

About the Recording Information page

How to access this page

On your Meeting Center Web site, from the left navigation bar, click My Recorded
Meetings > [topic of a recording].

What you can do here

= View information about the recording.

= Play back the recording.

* Send an email to share the recording with others.

* Download the recording.

= Enable or disable the recording

=  Open the Edit Recorded Meeting page, on which you can edit information about a

recording.
Options on this page
Option Description
Topic The name of the recording. You can edit the topic at any time.
Create time The time and date the recording was created.
Duration The length of the recording.
Description A description of the recording.
File size The file size of the recording.
Create time The date and time at which the recording was created.
The status of the recording. The possible options are Enable or
Status .
Disable.
Indicates whether a user must provide a password to view the
Password

recording.
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Option Description
Clicking the link lets you play the recording (available only for
Stream recording link recording files with the .arf extension that were recorded by
NBR).

Download recording link | Clicking the link lets you download the recording.

Clicking the button lets you play the recording (available only for
recording files with the .arf extension that were recorded by

Play Now NBR).

If you want to download the recording, you can also click the
link for downloading under Play Recorded a meeting Now.

Clicking the button opens the Share My Recording window,
which allows you to send an email message to selected

- recipients, inviting them to play your recording.
Send Email T o
If you want to send the email with your local email client

instead, click the link for using the email client under Share My

Recording.
Medity Clicking the button opens the Edit Recording page.
Delete Clicking the button deletes the recording.

Clicking the button disables the recording everywhere it is
Disable published on your WebEXx Service Web site. (Available only for
enabled recordings.)

Clicking the button enables the recording everywhere it is
Enable published on your WebEx Service Web site. (Available only for
disabled recordings.)

Back to List ] Clicking the button returns you to the recording list.

About the My Recorded Meetings page

How to access this page

Log in to your WebEx service Web site. From the left navigation bar, click My Files >
My Recordings.

191



Chapter 11: Managing Meeting Recordings
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What you can do here

Manage, upload, and maintain recording files of meetings you host.

Options on this page

Option Description

@ Refreshes the information on the page.

Search Allows you type text to search for within recording names. Click

Search to start the search.

The percentage of available personal storage space on your
WebEx Service Web site that is being used by your recordings.
This field appears only if your site administrator has turned on

You are currently using X ' the option to show personal recording storage allocation usage.

% of Y GB If this field does appear, and you exceed your personal storage
allocation, you will not be able to record meetings until some
recordings are deleted or the storage allocation is increased by
your system administrator.

The percentage of total available storage space on your WebEx
Service Web site that is being used by all recordings on your
Site storage X % of Y GB  site. If your site exceeds its storage allocation, users will not be
able to record meetings until recordings are deleted or the
storage allocation is increased by your system administrator.

The name of the recording. If you record a meeting on the
server, the WebEx server automatically uploads the recording to

Topic this page. In this case, the topic of the recording is the topic of
the meeting. You can edit the topic at any time.

Size The size of the recording.

Create Time/Date The date and time the recording was created.

Duration The length of the recording.

The format of the recording file.

A recording file can be in WebEx Advanced Recording Format

Format (ARF) or WebEx Recording Format (WRF). You can also store
recording files that are in Windows Media Audio/Video (WMV)
or Shockwave Flash Object (SWF) format.

Lets you play the recording (available only for recording files
L] with an .arf extension that were recorded by the Network-Based
Recorder).

If playback of the file requires a password, you must provide the
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Option Description
password.
_11 Lets you send an email to share this recording with others.

Displays a menu with more options for your recording:

= % Download: Lets you download the recording to your
local computer.

If downloading the file requires a password, you must
provide the password.

] L Modify: Lets you edit information of the recording. For
details, see About the Add/Edit Recordings page (on page
322).

« 4@ Disable: Lets you disable the recording in all locations.

S Delete: Lets you delete the recording from this page.

Lets you upload a new recording.

Add Recording For details, see Uploading a recording file (on page 319) and

About the Add/Edit Recordings page (on page 322).

Indicates that a recording is password-protected.

ko

Uploading a recorded meeting file

If you recorded meeting using the integrated or standalone WebEx Recorder, you can
upload the recording meeting file, with a .wrf extension, from your local computer to
the My Recorded Meetings page.

For instructions on editing a recording, see Editing information about a recording (on
page 320).

Note: If you recorded a meeting using the WebEx Network-Based Recorder (NBR), the WebEx
server automatically uploads the recording file, with an .arf extension, to the appropriate tab on
the My Recorded Meetings page once you stop the Recorder. You do not need to upload it
yourself.

To upload a recording file:
1 Go to the My Recorded Meetings page. For details, see .
2 Click Add Recording.

3 On the Add Recorded Meeting page, enter information and specify options.
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For details about what you can do with each option on the Add/Edit Recorded
Meetings page, see About the Add/Edit Recorded Meetings page (on page 194).

4 Click Save.

Editing information about a recorded meeting

You can edit information about a recorded meeting at any time.

To edit information about a recorded meeting:

1 Go to the My Recordings page or the My Recorded Meetings page. For details, see
Opening the My Recordings page (on page 319).

2 Click the following icon for the recording that you want to edit.
2
The Edit Recorded Meetings page appears.

3 Make your changes.

For details about what you can do with each option on the Edit Recorded
Meetings page, see About the Add/Edit Recorded Meetings Page (on page 194).

4 Click Save.

About the Add/Edit Recorded Meetings page

How to access this page

If you are adding a recording...

1 Login to your WebEx Meeting Center service Web site.

2 On the left navigation bar, under Host a Meeting, click My Recordings.
3 Click Add Recording.

If you are editing information about a recording...
1 On your WebEx service Web site, under Host a Meeting, click My Recordings.

2 Click the More button in the row of the recording that you want to edit.

=
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3 Click Modify.

[ Download
L& Modify
L@ Disable

i Be-assign

[ Delete

What you can do here

Chapter 11: Managing Meeting Recordings

= Edit general information about a recording, including the topic and description.

= Require a password to play or download the recording.

= Specify playback control options, such as panel display options and recording
playback range and whether to include Network Recording Play controls.

Options on this page

Use this option....

Topic
Description

Recording file

Duration

File size
Set password

Confirm password

To....
Specify the topic of the recording.

Provide a description of this recording.

Click Browse to select the recording file that resides on your
local computer.

Specify the duration of the recording.

Displays the size of the recording file. (Available only when
editing recording information.)

Set an optional password that users must provide to view the
recording.

Confirm the password that users must provide to view the
recording.
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Sending an email to share a recorded meeting

You can send an email one or more people to share your recorded meeting with them.

To send an email to share a recorded meeting with others:

1 Go to the My Recorded Meetings page. For details, see Opening the My Recorded
Meetings Page (on page 189).

2 Open the Share My Recording window:

= Click the following icon for the recording that you want to share with others.

= Click the linked name of the recording you want to share. On the Recording
Information page, click Send Email.

Send Email

The Share My Recording window appears.

{7 Shaste by Fscar ding - Micoeolt Infornet Exploner provided by,., [o 5[]
e « B
Share My Recording

Send to:

B=E [pesr—
L
] Band 5 copy ol the smasl 1o me

four message

[Oiptionall:

Thai Sallawiiing redordhng wll B 2600 10 (he Pidimiili
Status ineoting 20080 2315

June 28 2008, %22 am San Fraacsco Tona
Duratsom X mins

[Sand | [ Cancal |

o i rierat B0 -

3 Select recipients for your email:
= Click Select Recipients to select contacts from your Contacts list

= Type email addresses in the Send to list, separated by commas.
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4 (Optional) Type a message in the Your message box.

5 Click Send.

Your email message will be sent to the selected recipients, and will include
information about the recording and a link to play it.
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Sharing Files and Whiteboards

Your user role in a meeting determines your level of file sharing. Whichever role you
take, the following table describes the basic tasks associated with that role. The type of
files you can share include documents, presentations, and videos.

For detailed instructions on a particular task, click “More” by the task description.

Host
gle gdr [EISEE vew Audo  Particpak el
Quick { My Deskiop '
File {Including Yidea). .. Chrl+alt+0 [

Appdcation r
Becky € | whiteboard et

Participant with granted permissions

Bt Sharm W Audo  Paticipant  Mesting  Help
Ciuicke St . Mestrg I Markating

BT /02 WP -| « [02hpds

Task description:

Open and share a file or whiteboard

learn about tools for sharing More
(on page 200)

start sharing More (on page 203)

assigning sharing privileges to
participants More (on page 200)

save a file More (on page 216)

View and interact with shared files
and whiteboards

display slides or pages More (on
page 218)

use tools to annotate a file More
(on page 202)

synchronize your view with the
host More (on page 219)
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Granting sharing privileges

To grant or remove participant privileges during a meeting:
1 In the Meeting window, on the Participant menu, choose Assign Privileges.
The Participant Privileges dialog box appears.
2 Grant or remove a privilege, as follows:
= To grant a specific privilege, select its check box.
= To grant all privileges, select the Assign all privileges check box.
= To remove a privilege, clear its check box.
= To revert to the preset privileges, click Reset to Meeting Defaults.
3 Click Assign.

Content viewer tools

Content Viewer Tools

e T 3 The tools on the content viewer toolbar
allow you to share and perform actions on
= whiteboards, or on files, such as
presentations or documents.

PRSI BT
ity Wil e

Brmsh § Manapreret
an

“ e || e [T
- : |

= vamem [ ] -

-
Pt iy e i 22 1) |

- ) Select this button at the top right of the
e DS = e content viewer to start a new whiteboard.

annotation toolbar-Select a drawing tool
for directing attention onscreen, using
- - - ~ A - 0 -
©-T 7 = ‘& = pointers, a highlighter, or drawing a shape
More (on page 202)
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Content Viewer Tools

[E7 show thumbnal

1 Ratae Page Left Viewing toolbar and menu-Change to full-
% Rotabe Page Right screen, rotate pages, zoom in or out using

| G SyncOisplay for el | these tools. More

= PullSoreen | |135% < | B =l | view |r

Changing views in a file or whiteboard

You can switch views in the content viewer by clicking the view icons and selecting
from the View menu in the bottom left corner of the content viewer:

|: Shiw Thumbinal

1 Potabe Page Left
%  Rotabe Page Right View tools

| 3y Symc Display for &l |

=1 PullSoreen | |135% < | = | view |-

Tool Icon Description

To display thumbnails, or miniatures, of shared pages, slides, or
Show Thumbnail whiteboards to the side of the content, click Show Thumbnail.
This tool helps you locate a page or slide quickly.

Displays shared content in a full-screen view. Helps to ensure that
participants can view all activity on your screen. Also helps to

Full-Screen View Ei prevent participaljts from viewing or using other applications on
their screens during a presentation.

Click ESC to return to the content viewer.

Rotate page For documents in landscape orientation, you can rotate the pages
to the left or right so they appear correctly in the content viewer.

Lets you display shared content at various magnifications. Click

Zoom In/ o this button, and then click the page, slide, or whiteboard to

Zoom Out = change its magnification. For more magnification options, click the

downward-pointing arrow.
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Tool

Icon

Sync Display for

All

Ol
t

Description

3 For presenters, synchronizes all participants' displays with your
0 display. Helps to ensure that all participants are viewing the same
page or slide, at the same magnification, as in your display.

Using annotation tools on shared content

202

In an online meeting, you can use annotation tools on shared content to annotate,
highlight, explain, or point to information:

=T /[~ f - - D~ Basic annotation tools

Annotation
Tool

Pointer

Text

Line

Rectangle

Highlighter

Annotation
Color

Icon

Description

Lets you point out text and graphics on shared content. The pointer
displays an arrow with your name and annotation color. To display the
laser pointer, which lets you point out text and graphics on shared
content using a red “laser beam,” click the downward-pointing arrow.
Clicking this button again turns off the pointer tool.

Lets you type text on shared content. Participants can view the text
once you finish typing it and click your mouse in the content viewer,
outside the text box.

To change the font, on the Edit menu, choose Font. Clicking this button
again turns off the text tool.

Lets you draw lines and arrows on shared content. For more options,
click the downward-pointing arrow. Clicking this button closes the
Rectangle tool.

Lets you draw shapes, such as rectangles and ellipses on shared
content. For more options, click the downward-pointing arrow. Clicking
this button again closes the Rectangle tool.

Lets you highlight text and other elements in shared content. For more
options, click the downward-pointing arrow. Clicking this button again
closes the Highlighter tool

Displays the Annotation Color palette, on which you can select a color
to annotate shared content. Clicking this button again closes the
Annotation Color palette.
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Annotation
Tool Icon Description
Erases text and annotations or clears pointers on shared content. To
~73 erase a single annotation, click it in the viewer. For more options, click
Eraser { y g P

the downward-pointing arrow. Clicking this button again turns off the
eraser tool.

Sharing files

File sharing is ideal for presenting information that you do not need to edit during the
meeting, such as a video or slide presentation. Participants can

view shared files in their content viewers without the need for the application with
which it was created.

view a media file, such as a video, without the need for special software or
hardware.

view any animation and transition effects on shared Microsoft PowerPoint slides.

After a meeting starts, you can open a presentation or document to share. You do not
need to select it or “load” it before the meeting.

While sharing a file, you can:

Draw on the screen More (on page 202)
Use a pointer to emphasize text or graphics More (on page 202)
Print it More (on page 218)

Display it at various magnifications, in miniature (thumbnails), and in a full-
screen view More (on page 201)

Synchronize all participants' displays with the display in your content viewer More
(on page 214)

Save it to a file More (on page 216)

At any time during a meeting, you can grant participants privileges that allow them to
annotate, save, print, and display different views of shared content.
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Sharing afile

You can share a file, such as a document, presentation, or video, that resides on your
computer. Participants view the shared file in their content viewers.

To share a file:

1

2

3

On the Share menu, choose File.
The Share File dialog box appears.
Select the document or presentation that you want to share.

Click Open.

The shared document or presentation appears in the content viewer.

Choosing an import mode for presentation sharing

204

For Windows users only

Before you share a presentation, you can choose one of the following import modes:

Universal Communications Format (UCF)-The default mode. Lets you display
animations and slide transitions in Microsoft PowerPoint presentations. In the
UCF mode, Meeting Manager imports presentations more quickly than it does in
the printer driver mode. However, pages or slides may not appear consistently in
Meeting Manager across platforms.

Printer driver-Displays shared presentations as they appear when you print them,
providing a consistent appearance of pages and slides in Meeting Manager across
platforms. However, this mode does not support animations or slide transitions.
In this mode, the first page or slide may appear quickly, but the total import time
for all pages or slides is usually longer than it is in the UCF mode.

Note: Changing the import mode does not affect any presentations that you are currently sharing.
To apply a new import mode to a shared presentation, you most close it first, and then share it
again.

To choose an import mode for shared presentations:

1

2

In the Meeting window, on the Meeting menu, choose Options.
The Meeting Options dialog box appears, with the Options tab selected by default.
Click the Import Mode tab.
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The import oce tt
options appear.
General l True Color Mode  Import Mode l

To ensure good-quality imaging For document and presentation sharing,
select the appropriate import mode.

Import mode:

* Universal Communications Format
Supparts animations and slide kransitions in shared Microsoft{R)
PowerPoint(R) presentations

" Printer driver

Provides better crass-platform imaging, but displays presentations without
animations and slide transitions

Ok | | Cancel |

3 Select either Universal Communications Format or Printer driver.

Sharing a whiteboard

Sharing a whiteboard allows you to draw objects and type text that all Participants can
see in their content viewers. You can also use a pointer to emphasize text or graphics
on a whiteboard.

Other things you can do while sharing a whiteboard:

= Display it at various magnifications, in miniature (thumbnails), and in a full-
screen view.

= Copy and paste images into it

= Reorder its position in reference to any other whiteboards

* Printit

=  Synchronize Participants' displays with the display in your content viewer More
(on page 214)

= Saveit

If you allow participants to annotate slides and pages, you and participants can draw
and type on a whiteboard simultaneously. You can also allow participants to save,
print, and display different views of shared whiteboards. For details, see Granting
sharing privileges (on page 200).
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Starting whiteboard sharing

You can share a whiteboard on which you can draw and write. Participants can view a
shared whiteboard in their content viewers.

To share a whiteboard:

On the Share menu, choose Whiteboard.

Note:
*  You can add multiple pages to a shared whiteboard. For details, see Adding new pages or slides
(on page 209).

*  You can share multiple whiteboards. For each whiteboard that you share, you see a new
Whiteboard tab in the content viewer.

Navigating presentations, documents, or
whiteboards

When sharing a file, such as a document, presentation, or whiteboard, you can
= Navigate slides, pages, or whiteboards using the toolbar More (on page 206)

= Advance pages or slides automatically, at an interval of time that you specify More
(on page 207)

= Perform animations and slide transitions in a presentation More (on page 208)

= Use keys on your computer's keyboard to navigate a presentation and display
animations on the slides More

Navigating slides, pages, or whiteboards using the toolbar

You can navigate to different pages, slides, or whiteboard “pages” in the content
viewer. Each document, presentation, or whiteboard being shared appears on a tab at
the top of the content viewer.
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To display pages or slides in the content viewer:

1 In the Meeting window, in the content viewer, select the tab for the document,
presentation, or whiteboard that you want to display.

If there are more tabs than can appear at one time, select the down arrow button
to see a list of remaining tabs, or use your keyboard arrows forward and back
through all the tabs.

Quick Start Maatirg Info Customer Care

BT A0~ ~W -~ P ~| 4 |02apmnda tarkebng |

B

2 On the toolbar, click a button to change the page or slide you are viewing.

Select the down arrow
¢ toview remaining tabs

Select the
= drop-down arrow to choose any page or
Sales Info ¥ slide
r 7 = |eft arrow to see the previous page or
T L M slide

= right arrow to see the next page or slide

Note:

= Alternatively, you can navigate to different pages or slides in a shared document, presentation,
or whiteboard by opening the thumbnail viewer. For details, see Viewing thumbnails (on page
212).

= You can advance pages or slides automatically at a time interval that you specify. For details,
see Advancing pages or slides automatically (on page 207).

= Ifyou your presentation includes animations or slide transitions, you can use the toolbar or
keyboard shortcuts to perform them. For details, see Animating and adding effects to shared
slides (on page 208).

Advancing pages or slides automatically

When sharing a document or presentation in the content viewer, you can
automatically advance pages or slides at a specified interval. Once you start automatic
page or slide advancement, you can stop it at any time.
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To automatically advance pages or slides:

1 In the Meeting window, in the content viewer, select the tab for the document or
presentation for which you want to advance pages or slides automatically.

2 On the View menu, choose Automatically Advance Pages.
The Automatically Advance Pages dialog box appears.
3 To change the time interval for advancing pages, do one of these:
= click the up or down buttons to increase or decrease the interval

= type a specific time interval

Optional:To restart page or slide
advancement once all pages or slides
Advance to next page every: |D1 00 3: are displayed, select the Return to

beginning and continue advancing

¥ Return to beginning and continue advancing pages pages check box.

Start | Cancel |

4 Click Start.

5 Optional. Close the Automatically Advance Pages dialog box by clicking the Close
button in the upper-right corner of the dialog box.

The pages or slides continue to advance at the specified interval.

To stop automatic page or slide advancement:

1 Ifyou closed the Automatically Advance Pages dialog box, on the View menu,
choose Automatically Advance Pages.

The Automatically Advance Pages dialog box appears.
2 Click Stop.

Animating and adding effects to shared slides

When sharing a Microsoft PowerPoint slide presentation in the content viewer, you
can animate text and slide transitions, just as you can when using the Slide Show
option in PowerPoint.

Note: To show slide animations and transitions, you must share the presentation as a Universal
Communications Format (UCF) file (.ucf). The UCF import mode automatically converts a
PowerPoint file (.ppt) to a UCF file when you share it. More (on page 204)
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=  For best results when sharing a presentation created using Microsoft PowerPoint 2002 for
Windows XP, use a computer with an Intel Celeron or Pentium 500 MHz or faster processor.

= Ifatleast one meeting participant is using the Java Meeting Manager, animations and slide
transitions will not display during the meeting. The meeting host can prevent participants
from joining a meeting using the Java Meeting Manager when scheduling the meeting.

To show slide animations and transitions in a shared presentation:
1 Ensure that the content viewer has input focus by clicking in the viewer.

The content viewer has input focus if a blue border appears around the outside of
the slide in the viewer.

2 On the toolbar, select the appropriate arrows to move through your presentation.

Select the
= drop-down arrow to select any page or slide
Sales Info ¥ P Y pag
= |eft arrow to see the previous page or slide
Pl o4 02 M . .
= right arrow to see the next page or slide

Working with pages or slides

When sharing a file, such as a document, presentation, or whiteboard, you can
= Add new, blank pages or slides for annotation More (on page 209)

= Paste images that you copy to your computer's clipboard into a new page or slide
in a shared document, presentation, or whiteboard More (on page 210)

Adding new pages to shared files or whiteboards

When sharing a file or whiteboard in the content viewer, you can add a new, blank
page for annotation.

To add a new page or slide:

1 In the content viewer, select the tab for the document, presentation, or whiteboard
to which you want to add a page or slide.

2 Select Add Page from the Edit menu.

A new page appears in the content viewer at the end of the currently selected
document, presentation, or whiteboard.
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Tip: If you have added multiple pages to a shared file or whiteboard tab, you can view thumbnails
(on page 212) to make it easy to view and navigate around your added pages.

Pasting images in slides, pages, or whiteboards

If you copy any bitmap image to your computer's clipboard, you can paste the image
into a new page, slide, or whiteboard in the content viewer.

For example, you can copy an image on a Web page or in an application, then quickly
share that image by pasting it in the content viewer.

To paste an image in a page, slide, or whiteboard in the content viewer:

1 In the content viewer, select the tab for the document, presentation, or whiteboard
in which you want to paste an image.

2 On the Edit menu, choose Paste As New Page.

The image appears on a new page in the content viewer, at the end of the currently
selected document, presentation, or whiteboard.

Note: You can paste any type of bitmap image, such as a GIF, JPEG, BMP, or TIF image in the
content viewer. However, you cannot paste other types of images-such as EPS or Photoshop
(PSD) images-in the content viewer.

Managing views of presentations, documents, or
whiteboards

210

All shared files, such as presentations, documents, or whiteboards, appear in the
content viewer in the Meeting window. A tab at the top of the content viewer appears
for each document, presentation, or whiteboard that is being shared.

Depending on your role and the privileges that you have, you can do the following
when viewing shared content in the content viewer:

=  Magnify (on page 211) slides, pages, or whiteboards
= View thumbnails (on page 212) of slides, pages, or whiteboards.

= Display a full-screen view (on page 212) of a page, slide, or whiteboard.
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= Synchronize all participant views (on page 214) of a page or slide with the view that
appears in your content viewer

Zooming in or out

Using the tools on the content viewer toolbar, you can:

= Zoom in to or out from a page, slide, or whiteboard

= Adjust the size of a page, slide, or whiteboard to fit the content viewer

= Adjust the size of a page, slide, or whiteboard to fit it width in the content viewer

* Turn off the Zoom tool at any time
To zoom in to or out from a page, slide, or whiteboard:

On the content viewer toolbar:

= Select the Zoom In or Zoom In button, and then drag your mouse to the area.
Release your mouse button.

* Tozoom in or out to a preset percentage, select the downward-pointing arrow to
the left of the Zoom In/Zoom Out button, and then choose the percentage.

EFLIScreen ].15*".-'1 'I *'.\ 4
S

To adjust the size of a page, slide, or whiteboard within the content viewer:

On the toolbar, select the downward-pointing arrow to the left of the Zoom In/Zoom
Out buttons.

Eit in Yiewer Choose a viewing option

Fit ko Width

25%
0%
9%
100%:
200%

q| 400%

Full Screen | 5% T [t\ =y |'-.-'iew .
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To turn off a zoom tool:

On the toolbar, click the Zoom In/Zoom Out button.

Controlling full-screen view

You can maximize the size of a page, slide, or whiteboard in the content viewer to fit
your monitor's entire screen. A full-screen view replaces the normal meeting window
view. You can return to a normal view at any time.

Note: If a meeting presenter displays a full-screen view of a page, slide, or whiteboard, participant
screens automatically display a full-screen view as well. However, participants can control full-
screen view independently in their meeting windows.

To display a full-screen view:

i On the content viewer toolbar, select the Full Screen icon.

To return to a normal view:

08 T . On the Meeting Controls Panel, select the stop
Ry . Puops ¥ icon to return to the main window.
LR NNLAM l\'.l!'_!

Viewing thumbnails

212

You can view thumbnails of the shared pages, slides, and whiteboards that appear in
the content viewer. Thumbnails provide a fast way to locate a shared page or slide that
you want to display in the content viewer.

To view thumbnails of slides, pages, or whiteboards:

1 In the content viewer, select the tab for the document, presentation, or whiteboard
for which you want to view thumbnails.

2 On the content viewer toolbar, select Show Thumbnails from the View menu.
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|| ™ Show thumbnal
| |

1 Rotabs Page Left
% Rotabe Page Right

Il | | it 5vnc Display for Al

1 Pulscreen | [125% -] @, S | view |-

Thumbnails of all pages or slides in the selected document, presentation, or
whiteboard appear in the thumbnail viewer, in the left column.
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3 Optional. To display any page or slide in the content viewer, double-click its
miniature in the thumbnail viewer.

Note: Participants must have both the View thumbnails and View any page privileges to display a
miniature of a page or slide at full size in the content viewer.

To close the thumbnail viewer:

On the content viewer toolbar, select Hide Thumbnail from the View menu..
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Synchronizing all participant views

You can synchronize the display of a shared page, slide, or whiteboard in all
participant content viewers with the display in your viewer. Once you synchronize
displays, the page, slide, or whiteboard in participant content viewers appears at the
same magnification as in your content viewer.

To synchronize participant views of slides, pages, or whiteboards:

On the View menu at the bottom of the window, select Sync Display for All.

QE] Sync Display for All

Clearing annotations

214

You can clear any annotations made by you or another participant on a shared page,
slide, or whiteboard in the content viewer. You can clear:

= All annotations at once
=  Only specific annotations

= Ifyou are the presenter or host, clear all annotations you have made

0T 7 =[] =g -~ M~/ ~| annotation tools

To clear all annotations on a shared page, slide, or whiteboard:

1 On the annotation toolbar, click the downward-pointing arrow to the right of the
Eraser Tool icon.

.-/-f Eraser tool
2 Choose Clear All Annotations.
Note: Only annotations on the page or slide that currently appears in your content viewer are

cleared. Annotations on other pages or slides are not cleared.

If you are the host or presenter, you can clear all the annotations you've made.
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To clear all annotations you have added to a shared page, slide, or whiteboard:

1 On the annotation toolbar, click the downward-pointing arrow to the right of the
Eraser Tool icon.

0 Eraser tool

2 Choose Clear My Annotations.

To clear specific annotations on a shared page, slide, or whiteboard:

1 On the toolbar, click the Eraser Tool icon.

0 Eraser tool

Your mouse pointer changes to an eraser.

2 Click the annotation you want to clear.

To turn off the eraser tool:

On the toolbar, click the Eraser Tool icon.

0 Eraser tool

Clearing pointers

You can clear your own pointers on all shared slides, pages, or whiteboards in the
content viewer. If you are a presenter, you can also clear all participant pointers.

2S-T -0~ '& EzE annotation tools

To clear your own pointer on all shared slides, pages, or whiteboards:

1 On the toolbar, click the downward-pointing arrow to the right of the Eraser Tool
icon.
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l/uf Eraser tool

2 Choose Clear My Pointer.

Saving, opening, and printing presentations,
documents, or whiteboards

Meeting participants (hosts, presenters, and participants with privileges) can access
and print documents, presentations, and whiteboards shared in a meeting. For
example, you can:

= save a shared presentation More (on page 216)
= open a saved document More (on page 217)

= print a whiteboard More (on page 218)

Saving a presentation, document, or whiteboard
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You can save any shared document, presentation, or whiteboard that appears in the
content viewer. A saved file contains all the pages or slides in the document,
presentation, or whiteboard that is currently displayed in the content viewer,
including any annotations and pointers that you or other attendees added to them.

Files that you save are in the Universal Communications Format (UCF), which have a
.ucf extension. You can open a .ucf file either in another meeting or at any time
outside of a meeting.

Once you save a new document, presentation, or whiteboard to a file, you can save it
again to overwrite the file or save a copy to another file.

To save a new document, presentation, or whiteboard that appears in the content
viewer:

1 On the File menu, choose Save > Document.
The Save Document As dialog box appears.
2 Choose a location at which to save the file.

3 Type a name for the file in the File name box.
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To save changes to a saved document, presentation, or whiteboard that appears in
the content viewer:

On the File menu, choose Save > Document.

Meeting Manager saves the changes to the existing file.

To save a copy of a document, presentation, or whiteboard:
1 On the File menu, choose Save As > Document.

The Save Document As dialog box appears.
2 Do either or both of the following:

= Type a new name for the file.

= Choose a new location at which to save the file.

Opening a saved document, presentation, or whiteboard

If you saved a document, presentation, or whiteboard that appeared in the content
viewer during a meeting, you can do either of the following:

= Open file in the content viewer during another meeting for sharing. Only a
presenter or participants who have the Share documents privilege can open a
saved file during a meeting.

= Open the file at any time on your computer's desktop. If you open a saved file on
your desktop, it appears in the WebEx Document Manager, a standalone, or
“offline,” version of the content viewer.

A saved document, presentation, or whiteboard is in the saved Universal
Communications Format (UCF) and has a .ucf extension.

To open a saved document, presentation, or whiteboard file in the content viewer:
1 On the File menu, choose Open and Share.

The Share Document dialog box appears.
2 Select the document, presentation, or whiteboard file that you want to open.

3 Click Open.

To open a saved document, presentation, or whiteboard on your computer's
desktop:

Double-click the saved file.

The document, presentation, or whiteboard opens in the WebEx Document Viewer.
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Printing presentations, documents, or whiteboards

You can print any shared presentations, documents, or whiteboards that appear in
your content viewer. A printed copy of shared content includes all added annotations
and pointers.

To print shared content:

1 In the content viewer, select the tab for the document, presentation, or whiteboard
that you want to print.

2 On the File menu, choose Print > Document.

3 Select the printing options that you want to use, and then print the document.

Note: When printing shared content in the content viewer, Meeting Manager resizes it to fit on
the printed page. However, for whiteboards, the Meeting Manager prints only the content that lies
within the dashed lines on the whiteboard.

If you are a meeting participant...

If you are participating in a meeting (and have not taken on another role, such as host
or presenter), you can move around independently in shared documents and
presentations if the host has assigned these privileges to you. For shared documents,
presentations, and whiteboards, you can:

= display any page More (on page 218)

= synchronize your view with the host's view More (on page 219)
= save shared documents More (on page 216)

= open shared documents More (on page 217)

= print shared documents More (on page 218)

Displaying pages, slides, or whiteboards

218

For participants
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If you have been granted the necessary privileges, you can navigate to different pages,
slides, or whiteboard “pages” in the content viewer. Each document, presentation, or
whiteboard being shared appears on a tab at the top of the content viewer.

1 In the Meeting window, in the content viewer, select the tab for the document,
presentation, or whiteboard that you want to display.

If there are more tabs than can appear at one time, select the down arrow button
to see a list of remaining tabs, or use your keyboard arrows forward and back
through all the tabs.

Ble Edt Shaw Ve Audo Patopat  Mesting  Help Select the down arrow
Maatrig Info Customor Cana ¢ to view remaining tabs

BT /Ol -W- -] i [Bagndd  parketrg |

I |

2 On the toolbar, click a button to change the page or slide you are viewing.

Select the

= drop-down arrow to choose any page or

Sales Info ¥ slide

= |eft arrow to see the previous page or
? | o« 02 Y] o» slide P Pas

= right arrow to see the next page or slide

Synchronizing your view of pages, slides, or whiteboards

During a meeting, you can synchronize the display of shared content in your content
viewer with the display in the presenter's viewer. This option is useful, for example, if
you are viewing a previous slide in a presentation and want to quickly return to the
actual slide that the presenter is discussing. Synchronizing your display also resizes it
to that in the presenter's content viewer.

To synchronize your view of shared content in the presentation viewer:

On the View menu at the bottom of the window, select Sync Display With Presenter.

[1¥  Sync Display With Presenter
0
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Sharing Web Content

If you want to... See...
get an overview of sharing Web content About sharing Web content (on page 221)

share Web content with meeting participants = Sharing Web content (on page 222)

understand the differences between sharing a | Differences between sharing Web content
browser and sharing Web content and sharing a Web browser (on page 222)

About sharing Web content

You can share Web content that resides on:

* The public Internet or Web

*  Your company's intranet

*  Your computer or another computer on your private network
Web content includes:

= Web pages, including pages that contain embedded media files, such as Flash,
audio, or video files

= Standalone media files, such as Flash, audio, or video files

The Web content that you share opens in the content viewer on each participant's
screen. If you share a Web page, participants view and interact independently with the
content on the page. If the page contains links to other pages, they can also navigate
independently to those pages.
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If you use Web content sharing, then, participants can experience audio and video
effects on a Web page. However, unlike Web browser sharing, this option does not
allow you to guide participants to other Web pages. For more information, see
Differences between sharing Web content and sharing a Web browser (on page 222).

Important: If you share content that requires a media player, participants can view and interact
with the content only if the appropriate player is installed on their computers.

Sharing Web content

You can share a Web page that contains multimedia effects. The page opens in the
content viewer on each participant's screen.

To share Web content:
1 On the Share menu, choose Web Content.
The Share Web Content dialog box appears.
2 Inthe Address box, enter the address, or URL, at which the content resides.
Or, if you have previously shared the content, select it in the drop-down list.
3 Inthe Type box, select the type of Web content that you want to share.
4 Click OK.

Tip: You can copy a URL from any source, such as another browser window, and then paste it in
the Address box.

Differences between sharing Web content and
sharing a Web browser
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Meeting Center provides two options for sharing Web-based information. You can
share Web content or share a Web browser with meeting participants. Choose the
feature that better suits your needs.



Sharing option
Web browser sharing

Web content sharing

Advantages

Chapter 13: Sharing Web Content

Lets you guide .
participants to various

Web pages and sites on
the Web.

Lets you grant attendees
control of your Web
browser.

Lets you and other
participants annotate
Web pages.

Displays Web pages,
and lets participants

Disadvantages

Does not display media
effects or transmit
sounds on Web pages.

Does not let participants
interact with Web pages
independently.

Does not let you guide
participants to other Web

experience media effects ' pages.

on Web pages, including
video and sound.

Lets participants interact
with Web pages
independently in their
content viewers.
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Sharing Software

Sharing a tool, like a software application, works differently from sharing a document
or presentation. When you share software during a meeting, a sharing window opens
automatically on all participant screens. You can show, in this special sharing window:

= an application (for example, you want to edit a document as a group or show your
team how a tool works)

= computer desktop (for easily sharing several applications at once and for sharing
file directories open on your computer)

= web browser (useful for sharing particular Web pages with participants or
showing a private intranet)

= any application or the desktop on a remote computer with Access Anywhere
installed on it (for example, you are on the road, and the computer in your office
has the information you need)

Your site settings and your user role in a meeting determines your level of
participation in sharing software. Whichever role you take, this table describes the
basic tasks associated with that role. For detailed instructions on a particular task,
select "More" by the task description.
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Role

host and
presenter

participant

E N |:| i|:|

Wiew

My Deskkop

Participant

File (Including Yidea). ., Chrl4+-Alk+0

Application
‘whiteboard

WWeb Content., ..

WWeb Browser

E Motes
Manage Panels. ..
Ak to Conkrol

Audio Conference, .

Chel-+ Al

i “"‘“W“J

isw

Full Screen

Meeting Infa...

Rieturn to Mesting ‘Windos

& Fibin Yiewer

Fil: bo Width

Sharing applications

25%
S0F%
TS
100
200%:
0%

Task description:

Share software:

Share applications More... (on
page 226)

Share your desktop More (on
page 229)

Share a Web browser More (on
page 231)

Share a remote computer More
(on page 233)

Control the appearance of shared
software More (on page 242)
Annotate shared software More
(on page 250)

Let a participant control your
shared software More (on page
253)

View and work with shared software:

Control the appearance of shared
software More (on page 247)

Ask to control shared software
More (on page 257)

Annotate shared software More
(on page 250)

Stop participating in software
sharing More (on page 259)

You can use application sharing to show all meeting participants one or more
applications on your computer. Application sharing is useful for demonstrating

software or editing documents during a meeting.
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Participants can view the shared application, including all mouse movements without
having to run the application that you are sharing on their computers.

Here are just a few tasks you can perform:

Start sharing an application More (on page 227) and open more applications to
share More (on page 228)

Control the appearance and viewing of shared software (pausing, changing to full-
screen view, and so on) More (on page 242)

Annotate and draw on a shared application More (on page 250) and allow
participants to draw More (on page 253)

Learn about sharing application effectively More (on page 262)

Stop sharing an application More (on page 229)

Starting application sharing

Host or Presenter only

You can share any application on your computer with meeting participants.

To share an application:

1

2

On the Share menu, choose Application.

The list of all applications currently running on your computer is displayed.

PR view  Audio Paticipant  Mesting  Help
My Desktop »

Fie (Including Video). . Ctrl+Ak+0 |

| fpplication | Funning Applcation;
Whitebosrd Chrle ka1 *-E] Documentl = Microsoft Word
B Untitled - Motepad
WWeb Content..,. ~ -
(% Inbos - Microsoft Cutlook
‘Web Browser =
% Microsoft Excel
A Author-t s
My Meeting Window & Cisco WebEx Connect

'1-' ¥ahoo! - Mozila Firefox

Other Apphcation. ..

Do one of the following:
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= If the application you want to share is currently running, select it in the list to
begin sharing it.

= If the application you want to share is not currently running, select Other
Application. The Other Application dialog box appears, showing a list of all
applications on your computer. Select the application, and then select Share.

Your application appears in a sharing window on participant screens.

For tips that can help you to share applications more effectively, see Tips for Sharing
Software (on page 262).

Sharing several applications at once
Host or Presenter only

If you are already sharing an application, you can share additional applications
simultaneously. Each application that you share appears in the same sharing window
on participant screens.

To share an additional application:

Select the application you want to share:
= If that application is currently running: Select the Share button.

“CHARE R } Each application you have open on your desktop
— : / has these buttons in the upper right corner

Tip: When you open any application that you have minimized, it opens with the sharing
buttons in the upper-right corner.

= If the application is not currently running: Select the Share Application
button in the Meeting Controls Panel. You can also find it using File Explorer
or any other tool you use to locate applications on your computer. When you
open it, it appears with the Share button.

Your application appears in a sharing window on participant screens.

Meeting Center tracks the number of applications you are currently sharing:

v i The Share button to the
=T i right of Pause lets you
§ A N Painaniy select the different types of
lou are sharng 2 applrabions content ou want to share.
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Tip: Alternatively, you can share multiple applications by sharing your computer's desktop. For
details, see Sharing your desktop. (on page 229)

Stopping application sharing for all participants

Host or Presenter only

You can stop sharing an application at any time. Once you stop sharing an
application, participants can no longer view it.

If you are sharing multiple applications simultaneously, you can stop sharing either a
specific application or all applications at once.

To stop sharing a specific application when sharing multiple applications:

On the title bar of the application that you no longer want to share, select the Stop
button, or in the Meeting Controls Panel, select the STOP button.

U W& e~ = ¥ (0 / =

Fasta Shary ALTEIh b Fastidpantt Ok Fisorder AN !

¥oua are shaorg Mcrosolt Exced - Me.,.

To stop sharing all applications:

In the Meeting Controls Panel, select the STOP button.

= s b L]
1| T - W == A =
Pauts Shaie AzTign N P That Racoide dnrotaa |

You ard sharing 3 apphcations

You can also pause sharing: Select the Pause button (located next to the Stop button).

Sharing your desktop

You can share the entire content of your computer, including any applications,
windows, and file directories that reside on it. Participantscan view your shared
desktop, including all mouse movements.
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Tasks related to sharing your desktop:
= Start sharing your desktop More (on page 230)

= Manage how participants view your shared software (pausing, changing to full-
screen view, and so on) More (on page 242)

= Annotate and draw on your desktop More (on page 250) and allow participants to
annotate More (on page 253)

= Read a few tips for sharing your desktop effectively More (on page 262)
=  Stop sharing your desktop More (on page 231)

= Allow a participant to control the shared desktop More... (on page 253)

Starting desktop sharing
Host or Presenter only
You can share your computer's desktop with meeting participants.
To share your desktop:

1 On the Share menu, choose Desktop.

If you have more than one monitor, a submenu shows the available monitors.

File  Edit Wiew Audio  Particpant  Meeting  Help

Quick '| My Deskbop Monitor 1
File (Including Videal. . Chrl+alt+0 Manitor 2
Application »
Rebect  whiteboard Chrl4+Alt+H

TDPiC Web Conkent...

Wb Browser

My Meeting 'Window

2 Select the monitor to share.

Your desktop appears in a sharing window on participants' screens.
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For ideas that can help you to share your desktop more effectively, see Tips for Sharing
Software. (on page 262)

Note: If your desktop has any background images or patterns, or wallpaper, your Meeting
Manager software may remove them from participant views to improve the performance of
desktop sharing.

Stopping desktop sharing
You can stop desktop sharing at any time.

To stop sharing your desktop:

In the Meeting Controls Panel, select the Stop button.

Io'rr“r'm il - 0. e You can also pause sharing: Select the Pause
i Puu  thes  fum 4 e button (located next to the Stop button).

1oy s o dhaskdzz

If you are a participant, rather than the presenter, select the Return button to leave the
sharing session.

w & o 7 " You_do no_t leave the meeting, just the sharing
o Bwityastz  Chi A | portion of it.

Vierng I Frshereen's desdnn

Sharing a Web browser

A presenter uses Web browser sharing to show all meeting participants all Web pages
that he or she accesses in a browser. Web browser sharing is useful for showing
participants Web pages on the Internet, or the presenter's private intranet or
computer.

Participants can view the presenters Web browser, including mouse movements, in a
sharing window on their screens.

Tasks related to sharing a Web browser:

= Start sharing a web browser More (on page 232)
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= Manage how participants view the shared Web browser More

= Annotate and draw on a shared Web browser More and let a participant draw on a
shared Web browser More

= Learn how to share Web browsers effectively More (on page 262)

= Stop sharing a Web browser More (on page 232)

Starting Web browser sharing

Host or Presenter only
You can share a Web browser with meeting participants.
To share a Web browser:
1 On the Share menu, choose Web Browser.
Your default Web browser opens.

2 Go to a Web page in your browser.

Note: Participants view all new Web browser windows that you open. You can show
participants several Web pages simultaneously

Stopping Web browser sharing
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You can stop sharing a Web browser at any time.
To stop Web browser sharing:

On the title bar of the application that you no longer want to share, select the Stop
button.

e -

Tip: You can temporarily pause Web browser sharing, rather than stopping Web browser sharing.
For details, see Pausing and resuming software sharing (on page 243)
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Sharing a remote computer

A presenter uses remote computer sharing to show all meeting participants a remote
computer. Depending on how the remote computer is set up, the presenter can show
the entire desktop or just specific applications. Remote computer sharing is useful to
show participants an application or file that is available only on a remote computer.

Participants can view the remote computer, including all the presenter's mouse
movements, in a sharing window on their screens.

As presenter, you can share a remote computer during a meeting if:
*  You have installed the Access Anywhere Agent on the remote computer

* Youlogged in to your Meeting Center Web site before joining the meeting, if you
are not the original meeting host

For information about setting up a computer for remote access, refer to the Access
Anywhere User's Guide.

Tasks related to sharing a remote computer:
= Start sharing a remote computer More (on page 233)

* Manage how and what participants view on the shared remote computer(pausing,
changing to full-screen view, and so on) More (on page 242)

* Change settings on a remote computer while sharing it More (on page 237)

= Stop sharing a remote computer More (on page 236)

Starting remote computer sharing

Host or Presenter only

If you have already set up a computer for Access Anywhere, you can share the
computer during a meeting.

To share a remote computer:
1 On the Share menu, choose Remote Computer.

2 The Access Anywhere dialog box appears.
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¥ webEx Access Anywhere L[]

Select a remote computer on the left, then select the application vou
want ko share on the right,

Remote Computer(s): Applicationis):

Connect | Cancel |

3 Under Remote Computers, select the computer you want to share.
4 Under Applications, select an application that want to share.

If you set up the remote computer so you can access its entire desktop, the option
Desktop appears under Applications.

5 Select Connect.

Depending on the authentication method you chose when you set up the
computer for Access Anywhere, you perform one of these tasks:

= Ifyou chose access code authentication: You enter the access code you typed
when you set up the remote computer.

= Ifyou chose phone authentication: You receive a phone call at the number
that you entered when you set up the remote computer.

6 Complete your authentication.

= Ifyou chose access code authentication: Type your access code in the box, and
then select OK.

= Ifyou chose phone authentication: Follow the voice instructions.

Note:

= Ifyou are not the original meeting host, you must log in to your Meeting Center Web site
before joining a meeting in which you want to share a remote computer. If you are already in
a meeting, but did not log in to your site, you must leave the meeting, log in to your site, and
then rejoin the meeting.

= Ifa password-protected screen saver is running on the remote computer, your meeting service
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Sharing additional applications on a shared remote computer

Host or Presenter only

While sharing a remote computer on which you have specified that you can access
only specific applications rather than its entire desktop, you can share additional
applications on the remote computer. Meeting participants can view all shared

applications simultaneously.

To share an additional application on a shared remote computer:

1

2

automatically closes it once you provide your access code or pass code.

If you set up the remote computer so you can access multiple applications, you can share
additional applications simultaneously.

& Recorder

Float all Panels

Manage Panels, ..

Audio

WView

Meeting Options

Make Screen Blank

Disable Kevboard and Mouse

Reduce Screen Resolution to Match This Computer
Send Ckrl + Alk + Del

Share Remote Application. ..

Dock, Meeting Controls

In the Select Application box, select the application you want to share.

Chapter 14: Sharing Software

If the remote computer is running Windows 2000, and you must log in to the computer, send
a Ctrl+Alt+Del command to the computer.

On the Meeting Controls Panel, select the down arrow button (it is the last button
on the Meeting Controls Panel). Then choose Share Remote Application.

235



Chapter 14: Sharing Software

After you choose another
application to share, all

Select the application that vou want to access: prev_lougly selecte_d
applications remain open.

P select Application

Address Book

Egnge Erharper\"-llake; ?Dnl Example: You opened the
(alnl] ofoshop /.U, . . . .
Cisco WebEx Connect Paint application first. Then

you chose Notepad from the
Select Application box.
Both applications remain
open on the shared desktop.

OF
-

Cancel

3 Select OK.

Stopping remote computer sharing
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Host or Presenter only

You can stop sharing a remote computer during a meeting at any time. Once you stop
sharing a remote computer, the Access Anywhere Server disconnects your local
computer from the remote computer. The remote computer remains logged into the
Access Anywhere Server, so you can access it again at any time.

Before you stop remote computer sharing:

To ensure your privacy and the security of your remote computer, do one of the
following:

= Close any applications that you started during the sharing session.

= If the remote computer is running Windows 2000, and you have administrator
rights on the computer, log off from or lock the computer. To access these options
on the computer, send a Ctrl+Alt+Del key combination to the remote computer
More... (on page 241)

= Specify a screen saver password, and set the screen saver to appear after short
period of inactivity-for example, 1 minute.

=  Shut down the computer, if you do not plan to access it again remotely.
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To stop remote computer sharing:

On the Meeting Controls Panel, select Stop Sharing.

ul i H' -

Bpne Shars Asgzign % Participant

| You are sharmg ?_a;;lpkanms

Sharing stops and you return to Meeting Manager.

Managing a shared remote computer

Host or Presenter only

While sharing a remote computer during a meeting, you can manage the remote
computer by setting options and sending commands.

Options you can set:

= Disable or enable the keyboard and mouse on the remote computer More (on page
238)

= Reduce the screen resolution on the remote computer to match that of your
computer, or restore the resolution on the remote computer More (on page 238)

= Adjust the size of the view of the remote computer that appears in the sharing
window, including zooming in to and out from the view and scaling the view to fit
the sharing window More (on page 239)

* Hide or display the contents on the remote computer's screen at the remote
location More (on page 240)

Note: Any changes that you make to options affect the remote computer only during the current
sharing session. The changes do not affect the default options that you set for the remote
computer in the Access Anywhere Agent preferences.

Commands you can send:

= Ctrl+Alt+Del key combination, which allows you to access options to log in to,
log out from, lock, or unlock a Windows PC More (on page 241)

= A command to bring remote applications to the front of your screen, if they are
either behind other applications or minimized More (on page 241)
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Reducing the screen resolution for a shared remote computer

While sharing a remote computer, you can reduce the screen resolution on the remote
computer. This option helps to prevent the need to scroll while viewing the desktop or
applications on the remote computer. The reduced screen resolution also appears in
all participant sharing windows. You can return a remote computer's screen
resolution to its original setting at any time during a remote access session.

To reduce the screen resolution on a remote computer:

On the Meeting Controls Panel, select the down arrow button (it is the last button on
the Meeting Controls Panel). Then choose Reduce Screen Resolution to Match This
Computer.

& Recorder

Float all Panels

Manage Panels, ..

Audio 4
Wigt 4
Meeting Options 4

Make Screen Blank
Disable Kevboard and Mouse
Reduce Screen Resolution to Match This Computer

Send Ckrl + Alk + Del
Share Remote Application. ..

Dock, Meeting Controls

-

Note:

= Ifyou reduce the screen resolution a remote computer during a sharing session, the Access
Anywhere Agent restores the resolution to its original setting once you end the session.

=  You can specify whether or not the remote computer's screen resolution is reduced
automatically once you connect to the computer remotely. For details, refer to the Access
Anywhere User's Guide.

Disabling and enabling the keyboard when sharing a remote
computer

Host or Presenter only
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While sharing a remote computer, you can disable the keyboard and mouse on the
remote computer, thereby preventing anyone from using the computer while you are
accessing it remotely. You can re-enable a remote computer's keyboard and mouse at
any time.

To disable or enable a remote computer's keyboard and mouse:

On the Meeting Controls Panel, select the down arrow. Then choose Disable
Keyboard and Mouse.

@ Recorder The down arrow is located at the end of the

Meeting Controls Panel.
Float all Panels

Manage Panels...

Audio 4
Wigt 4
Meeting Options 4

Make Screen Blank
Disable Keyboard and Mouse
Reduce Screen Resalution ta Match This Carmputer

Send Ckrl + Alt + Del

Share Remote Application. ..

Dock Meeting Controls

A check mark next to the command indicates that the keyboard and mouse are
disabled. If no check mark appears, the keyboard and mouse are enabled.

Note:

= Ifyou disable a remote computer's keyboard and mouse during a sharing session, the Access
Anywhere Agent re-enables them once you end the session.

*  You can specify whether or not the remote computer's keyboard and mouse are disabled
automatically once you connect to the computer remotely. For details, refer to the Access
Anywhere User's Guide.

Adjusting the size of the view of a shared remote computer
Host or Presenter only

While sharing a remote computer, you can adjust the size of the shared view using one
of these methods:

= Select a preset percentage at which to view the remote computer.

239



Chapter 14: Sharing Software

= Zoom in to and out from the remote computer in increments.

= Scale the remote computer view to fit the sharing window in which it appears.

To adjust the size of the view of a shared remote computer:

On the Meeting Controls Panel, select the down arrow (the last button on the
panel)and then choose View. Choose a display option from the menu.
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Hiding the contents on a shared remote computer's screen

Host or Presenter only

While sharing a remote computer, you can make a remote computer's screen blank,
thereby preventing anyone at the remote computer's location from viewing the
contents of the screen. If the contents on a remote computer's screen are hidden, you
can display them at any time.

To hide or display the contents on a remote computer's screen:

On the Meeting Controls Panel, select the down arrow (the last button on the panel)
and then choose Make Screen Blank.

A check mark next to the command indicates that the contents on the remote
computer's screen are not visible. If no check mark appears, the contents on the
remote computer's screen are visible.
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Note:

= Ifyou make a remote computer's screen blank during a sharing session, the Access Anywhere
Agent displays the contents on the screen once you end the session.

*=  You can preset the remote computer screen to be blank after you connect to it. For details,
refer to the Access Anywhere User's Guide.

Sending a Ctrl+Alt+Del command to a shared remote computer

Host or Presenter only

While sharing a remote computer that is running Windows, you can send an
Ctrl+Alt+Del command to the computer to access options that let you:

* Login to the computer

= Log out from the computer

* Lock the computer

*  Unlock the computer

To send a Ctrl+Alt+Del command to a shared remote computer:

On the Meeting Controls Panel, select the down arrow (the last button on the
panel)and then choose Make Screen Blank. Send Ctrl+Alt+Del.

Selecting an application on a shared remote computer

Host or Presenter only

If you have set up a remote computer to share only selected applications, rather than
the entire desktop, you can only work with one application at a time. You can easily
switch and share a different application.

To choose a different application to share:

On the Meeting Controls panel, select the down arrow. Then choose Share Remote
Application.

Select the application you want to share from the list of available application.
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Controlling views of shared software

Role
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Presenter
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Task description:

Pause or resume sharing
More

Control full-screen view of
shared software More (on
page 242)

Synchronize views More
(on page 244)
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Role Task description:
Participant & totes = Control your view of shared
— software More (on page
: 247)
sk b2 Cantrol = Close your sharing window
Budi Corference. More (on page 248)
iew Full Screen
Mesting Infa. .. ®  Filbin Viswier
Rieturn b Mesting Window Fit ko Wik
2%
0%
5%
100%
200%
400%,

The presenter can control participant views of a shared desktop, remote computer (if
available), application or Web browser.

Participants can manipulate their individual displays of the shared software

Pausing and resuming software sharing

Host or Presenter only
While sharing software, you can temporarily pause sharing to freeze attendees' views.

If you want to return attendees to the Meeting window while sharing software,
pausing shared software conserves resources on your computer and bandwidth for
your Internet connection. This option is also useful if you do not want attendees to see
certain actions that you take with shared software.

You can resume sharing to restore attendees' views of shared software at any time.
To pause software sharing:

Select the Pause button, located to the right of the Stop button.

i G- 2-

Pauze Share Azzign 5\ Fa

_1“ You are sharing 2 applic

243



Chapter 14: Sharing Software

The word "Paused” now appears in the panel. A short message is displayed indicating
that the participant view would be frozen until you resume sharing. Additonally, the
Pause button text changes to Resume.

il E- 2
Rasurme Share Aszign *

B

| Paused

(A

To resume software sharing:

Select the Resume button.

Controlling full-screen view of shared software

Host or Presenter only

You can switch participant views of a shared application, remote computer (if
available), or Web browser between a standard window and a full-screen view.

A full-screen view of shared software fits participant entire screens and does not
include a title bar or scroll bars.

Participants can override your setting to control full-screen view or to zoom in or out
on the shared software on their computers.

To display shared software in a full-screen view:

On the Meeting Controls Panel, select the down arrow (the last button on the
panel)and then choose View. Then choose Full screen for Participants.
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Synchronizing views of shared software

Host or Presenter only
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While sharing an application, desktop (if desktop sharing is available), or Web
browser, you can synchronize all participant views of the software with your view.

Synchronizing views of shared software ensures that the sharing window appears as
the active window on participant screens. For example, if a participant has minimized
the sharing window, or moved another window on top of it, the sharing window
becomes the active window when you synchronize views.

Note: Synchronizing views has no effect on the size in which the shared software appears on
participant screens. Participants can control the size of their views independently.

To synchronize your view with participants:

On the Meeting Controls Panel, select the down arrow (the last button on the panel)
and then choose View. Then choose Synchronize for AllL

E_:- & [ sh :-_:_..'!:H- i

- ay @ @ /= CETO ] Sharsd | . [ ]
Aign N Pankipanis Char L o

yare sharing Uncided - Hotepad | & totes

Manage Panels..,
fudio Conference...

Prreie and Remird, .,

it | Eull-seraen for Paticipants
Stop Appiication Sharing | Symichrorize for All
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Selecting a monitor to share

To select a monitor to share:
1 Start sharing your desktop:
*  On the Quick Start page, select Share Desktop.

If two or more monitors are detected on your system, a window appears and
allows you to select one of the monitors.
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Select a monitor bo share

1

*  On the Share menu, select Desktop.

A submenu shows the available monitors.

Share

Quick { My Desitop ——
File (Inchuding Yideo)... ChrkhAlk+0 Maritor 2

Aapphcation L3
Rebect  whibeboard Chrb2It+N

TGP ic ‘el Conteri...
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2 Select the monitor you want to share.

The Meeting Controls Panel indicates which monitor you are sharing. If you are
sharing the same monitor where the Meeting Controls Panel is, it says, "You are
sharing this monitor."

If you are sharing a monitor that is not the same monitor where the Meeting Controls
Panel is, it says, "You are sharing monitor <number>."

In addition, a green border appears around the monitor you are sharing.
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To select a different monitor to share:

1 On the Meeting Control Panel, select the Select Content to Share button.
Qo i - -\ &
L_ Pauns Shars Azt Planidpare
Ve douars shunng e montee,

2 In the submenu that appears, select Share Desktop.

A submenu shows you the available monitors.
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3 Select the monitor number you want to share.

The Meeting Controls Panel indicates which monitor you are sharing. In addition, a
green border appears around the monitor you are sharing.

Controlling your view as a participant

Participant only

When viewing or remotely controlling shared software, you can set these options,
which determine how shared software appears on your screen:

= Display the shared software in a full-screen view or a standard window. A full-
screen view of a shared application or desktop fits your entire screen and does not
include a title bar or scroll bars.

= Scale, or resize, a shared desktop or application to fit the full-screen view or
standard window in which it appears.

To control your view of shared software:

On the Meeting Controls Panel, select the down arrow (the last button on the
panel)and then choose View. Then choose an option from the menu.
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Tip: To switch quickly from the standard window to a full-screen view of shared software, double-
click the shared software.

Closing your participant sharing window

248

Participant only

While viewing or remotely controlling shared software, you can close the sharing
window in which the software appears at any time. Closing a sharing window returns
you to the Meeting window. If you close a sharing window, you can reopen it at any
time.

To close a sharing window:

1 On the Meeting Controls Panel, select the down arrow (the last button on the
panel)and then choose Stop <option> from the menu. The following graphic
shows the Stop Application Sharing option because an application has been
shared. If you have shared your desktop or Web Browser, the menu would show
Stop Desktop Sharing.
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2 Choose the appropriate option.
The sharing window closes. The Meeting window then automatically opens.
To return to the sharing window at any time:

In the Meeting window, on the Sharing menu, select a sharing option (desktop,
remote computer, application or Web browser).

Switching your participant view

Participant only

While a presenter is sharing software, you can return to the Meeting window at any
time. The sharing window remains open on your computer, so you can return to
viewing the shared software at any time.

To return to the Meeting window while the presenter is sharing software:

On the Meeting Controls Panel, select the Return to Meeting Window icon.
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The Meeting window then appears.

To return to a sharing window:

In the Application Share dialog box, which appears in the Meeting window, select
Return to Sharing.
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Annotating shared software
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Task description:

Start or stop annotation mode
More (on page 250)

Use annotation tools More (on
page 252)

Let a participant use annotation
More (on page 253)

Save annotations More (on
page 255)

Ask for permission to use
annotation More (on page 254)

Use annotation tools More (on
page 252)

Save annotations More (on
page 255)

Give up annotations More (on
page 255)

You can annotate a shared desktop, application or Web browser during a meeting,

using the highlighter or other annotation tool.

Meeting participants can see annotations in their sharing windows.

Starting and stopping annotation

Host or Presenter only
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When you are sharing a desktop, application or Web browser, you can make
annotations on the software.

Participants can see all your annotations.

To start annotating shared software:

1 On the Meeting Controls panel, select the Annotate button.

. ¢ The Annotation button has the image of
= - e, & | ¥ a pencil on it °
Aign b'\ Fanticzanty Chat Berorias dnnatas p :
| You can snnokats i
The Tools panel appears.
[~ 7 sotationtoas ]

S T /-0-[ZEm-2 -

(€& Allow o Annotate | (g8 Stop Annotating |

2 Select a tool for making annotations.

For details about annotation tools, see Using annotation tools (on page 252).

Note:

*  You can let one or more participants annotate the shared software. For details, see Copy of
Letting a participant annotate shared software (on page 253).

=  Once you or a participant makes annotations, you can save an image of the software,
including the annotations. Fore details, see Taking a screen capture of annotations on shared
software (on page 255).

To stop making annotations on shared software and return your mouse to a normal
pointer, you must stop annotation mode.

To stop annotation mode:

Select the Stop Annotating button in the Tools panel.

[~ 7 aonotationtoos x|
S-T/-0O-2-m-5- @

(€& Allow o Annotate = | [ Stop Annokating |
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Using annotation tools

If, while sharing software, you are the presenter or the presenter allows you to
annotate, you can use the Annotation Tools panel that appears to make annotations.
The Annotation Tools panel provides a variety of tools for annotating a shared
desktop or application.

B-T /-0 Z2:H-5- 8

(€2 allow bo Annotate: | &8 Stop Annotating |

Annotation
Tool Icon Description

Lets you point out text and graphics on shared content. The pointer
displays an arrow with your name and annotation color. To display the

Pointer |::> laser pointer, which lets you point out text and graphics on shared
content using a red “laser beam,” click the downward-pointing arrow.
Clicking this button again turns off the pointer tool.

Lets you type text on shared content. Participants can view the text
once you finish typing it and click your mouse in the content viewer,
Text T outside the text box.

To change the font, on the Edit menu, choose Font. Clicking this button
again turns off the text tool.

Lets you draw lines and arrows on shared content. For more options,

Line / click the downward-pointing arrow. Clicking this button closes the
Rectangle tool.
Lets you draw shapes, such as rectangles and ellipses on shared
Rectangle |:| content. For more options, click the downward-pointing arrow. Clicking
this button again closes the Rectangle tool.
Lets you highlight text and other elements in shared content. For more
Highlighter ﬁ? options, click the downward-pointing arrow. Clicking this button again
closes the Highlighter tool
. Displays the Annotation Color palette, on which you can select a color
Annotation - S X :
Color to annotate shared content. Clicking this button again closes the

Annotation Color palette.
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Annotation
Tool Icon Description
Erases text and annotations or clears pointers on shared content. To
Eraser 0 erase a single annotation, click it in the viewer. For more options, click
the downward-pointing arrow. Clicking this button again turns off the

eraser tool.

Letting a participant annotate shared software

Host or Presenter only

You can let one or more meeting participants annotate a shared desktop (if available),
application or Web browser.

You can let several participants annotate shared software at the same time.

To let a participant annotate shared software:

1 On the Meeting Controls Panel, select the Annotate icon.
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2 Select the down arrow on the Allow to Annotate button.

3 On the menu that appears, choose which participants can annotate the shared
software:

You can choose "All" or select someone from the list.

Note:

*  You can stop a participant from annotating shared software at any time. For details, see
Stopping a participant from annotating shared software. (on page 255)
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Requesting annotation control of shared software

254

Paprticipant only

If a presenter is sharing a desktop, Web browser or application, you can ask the
presenter to allow you to annotate the shared software.

After you have permission, you can:

= Make annotations by highlighting areas on the software, drawing lines and shapes,
typing text, and using pointers.

* Clear annotations at any time.
= Change the color that you are using to make annotations.

= Save an image of your annotations on the shared software.

To request annotation control of shared software:

1 Inthe Meeting Controls Panel, select the Annotate button.

| EET E 13 = P = The Annotate button has the image
LY "'-._ Parscpants =hit AAnatE i ofa penC|I on it.

A request message appears on the presenter's screen.

After the presenter allows you to annotate, the Annotation Tools panel appears:

[~/ amototiontools X}
BT /020N~ -8

(€& Allow o Annotate = | [ Stop Annokating |

2 Select the tool you want to use.

3 Optional. Choose another annotation tool. For details, see Using annotation tools
(on page 252).

Note: If you are controlling shared software remotely, the presenter must take back control to
turn on annotation mode. You and the presenter can then annotate the shared software
simultaneously.



Chapter 14: Sharing Software

Giving up annotation control
Participant only

If the presenter has granted permission to you to annotate, you can stop annotating at
any time.

To stop annotating:

In the Annotation Tools panel, select the Stop Annotating button.

Stopping an participant from annotating shared software
Host or Presenter only
If a participant is annotating shared software, you can turn off the annotation feature.

To turn off the drawing feature:

1 On the Meeting Controls Panel, select the Assign Control button.

- - P 8
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2 On the menu that appears, choose Allow to Annotate.

A check mark appears next to the names of those who can annotate the shared
software.

3 Choose the name of the participant to cancel the selection.

Taking a screen capture of annotations on shared software

If you make annotations on shared software, you can save an image of the shared
software, including all annotations and pointers, to a WebEx Universal
Communications Format (.ucf) file. You can open a .ucf file on your computer
desktop or in the content viewer in a meeting.
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Note: Participants cannot use this option unless the Host or Presenter grants the Screen Capture
privilege to them. As Host, if you are sharing proprietary software, you may want to ensure that
this privilege is turned off.

To take a screen capture of annotations on shared software:

1 On the Tools panel, select the Screen Capture button.

[~/ amnotationtoos x|
- T /va|;?v!Jv§v|i%_

(€2 allow ko annokate =+ | [&8 Stap Annatating | |Screen Capture

The Save As dialog box appears.

2 Choose a location at which to save the file, and then select Save.

Note: The file you save is an image of your entire desktop.

Granting participants control of shared software

While sharing the following types of software, the presenter can let a participant
control it remotely:

= Application
= Desktop (if available)

= Web browser

A participant who has remote control of shared software can interact with it fully.
While a participant is controlling shared software, the presenter's mouse pointer is
inactive.

Rules of thumb for controlling shared software:

= Any participant can send a request to control the software remotely. More (on
page 257)

= The presenter can then grant control to the paticipant. More (on page 257)
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=  Alternatively, the presenter can automatically grant control of shared software to
any participant who requests remote control. More (on page 258)

= The presenter can stop a participant from remotely controlling shared software at
any time. More (on page 259)

Caution: A participant who has remote control of the presenter's desktop can run any programs
and access any files on the computer that the presenter has not protected with a password.

Requesting remote control of shared software

Participant only

If the presenter is sharing an application, desktop, or Web browser, you can ask the
presenter to grant remote control to you.

Once you assume remote control of shared software, you can interact with it fully.
To request remote control of shared software:

On the Meeting Controls Panel select Ask to Control.
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A request message appears on the presenter's screen.

Tip: While remotely controlling shared software, you can request the presenter to allow you to
annotate it. For details, see Requesting annotation control of shared software. (on page 254)

Letting a participant remotely control shared software
Host or Presenter only

If you are sharing software, you can let a participant control it remotely.
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To let a participant remotely control shared software:

1 On the Meeting Controls Panel select the down-arrow button on the Assign

button.

' " vl @ _ This button is the third button from the
5 £ - 3 X left on the Controls panel.
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2 On the menu that appears, choose Pass Keyboard and Mouse Control > [name of
participant].

Automatically letting participants remotely control shared
software

Host or Presenter only

While sharing software, you can automatically grant control of the software to a
participant who requests control. In this case, a participant who requests remote
control automatically takes control of the software that you are sharing. While
automatic remote control is turned on, any participant can take control away from
any other participant by requesting remote control.

To automatically let participants control shared software:

1 On the Meeting Controls Panel select the down-arrow button on the Assign

button.
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2 On the menu that appears, choose Pass Keyboard and Mouse Control > Auto
Accept All Requests.
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To stop letting participants control shared software automatically:

1 On the Meeting Controls Panel select the down-arrow button on the Assign
button.

2 On the menu that appears, choose Pass Keyboard and Mouse Control. Then select
Auto Accept All Requests to remove the check mark and cancel the selection.

Stopping remote control of shared software

Host or Presenter only

While a participant is remotely controlling a shared application, desktop, or Web
browser, you can take back control of the shared software at any time. You can do
either of the following:

= Take back remote control of shared software temporarily, allowing a participant to
take control at any time.

= Prevent a participant from further controlling shared software.
To take back control a shared software temporarily:

On your computer's desktop, select your mouse.

You can now control the shared software.

The participant who was controlling the shared software can take back control at any
time by clicking his or her mouse.

To prevent a participant from further controlling a shared software:
1 On your computer's desktop, click your mouse.
You can now control the shared software.

On the Meeting Controls Panel select the down-arrow button on the Assign

button.

=0 ¥
v s A & L ¥
Assign . Participants Chat Recarder Annotate

& Make Presenter »

| % Pass Kevboard and Mouse Contral Auto Accept All Requests

/" allow bo Apnotate b

Testing

Deeps

259



Chapter 14: Sharing Software

2 On the menu that appears, choose Pass Keyboard and Mouse Control.

A menu appears, containing a list of all participants in the meeting. A check mark
appears to the left of the participant who has remote control.

3 Choose the participant's name to remove the check mark and cancel the selection.

Sharing applications with detailed color (Windows)

260

For Windows users only

By default, Meeting Manager sends images of shared software using 16-bit color
mode, which is the equivalent of your computer's “High Color” (16-bit) setting. This
mode provides an accurate representation of color for most shared applications.
However, if your shared application contains detailed color images-such as color
gradients-the color may not appear accurately on participants' screens. For example,
color gradients may appear and color “bands.”

If the accuracy and resolution of color in a shared application is important, you can
turn on True Color mode in Meeting Manager. Using this mode, however, may affect
the performance of application sharing.

When using True Color mode, you can select one of the following options:
= Better imaging (no image compression)
= Better performance (some image compression)

“Performance” refers to the “speed” at which images appear on participant screens,
and “imaging” refers to the quality of the color in shared images.

Note: Before turning on True Color mode, ensure that your monitor display is set to True Color
(either 24- or 32-bit color). For more information about setting options for your monitor, refer to
Windows Help.

To turn on True Color mode:
1 Ifyou are currently sharing an application, stop your sharing session.
2 On the Meeting menu, choose Meeting Options.
The Meeting Options dialog box appears.
3 Select the True Color Mode tab.
4 Select Enable True Color mode.

5 Select one of the following options:
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* Better imaging
= Better performance

6 Select OK or Apply.

Sharing applications with detailed color (Mac)

For Mac users only

Before sharing an application or your desktop, you can choose one of the following
display modes:

= Better performance: The default mode. Lets you display your content faster than
you do using the better image quality mode.

= Better image quality: Lets you display your content with better image quality. In
this mode, your shared content may take longer time to display than in the better
performance mode.

Note: Changing the display mode does not affect presentation or document sharing.

To choose a display mode for your shared desktop or applications:
1 In the Meeting window, on the Meeting Center menu, choose Preferences.
The Preferences dialog box appears.

2 Select Display.

A Praferances The display mode options

{ e -\\ appear.
Aens  Tools DB

Select an option for displaying shared content with attendees

=) Berter performance
(T} Better image guality
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3

Select Better performance or Better image quality, as appropriate.

Tips for sharing software

262

The following tips can help you to share software more effectively:

Application sharing only: To save time during a meeting, ensure that any
applications you intend to share are open on your computer. At the appropriate
time during the meeting, you can then quickly begin sharing an application,
without waiting for the application to start.

If participants cannot see all of the shared software without scrolling their sharing
windows, they can adjust their views of the shared software. They can reduce the
size of the shared software in decrements, or scale it to fit inside their sharing
windows.

To improve the performance of software sharing, close all applications that you do
not need to use or share on your computer. Doing so conserves processor usage
and memory on your computer, thus helping to ensure that Meeting Manager can
send images of shared software quickly during a meeting. Also, to ensure that a
maximum amount of bandwidth is available for software sharing, close any
applications that use bandwidth, such as instant messaging or chat programs, and
programs that receive streaming audio or video from the Web.

If you are sharing an application for which the rendering of color on participants'
screen is important, you can improve color quality by turning on True Color
mode. For details, see Sharing applications with detailed color (on page 260).

Application and Web browser sharing only: Avoid covering a shared application or
Web browser with another window on your computer's desktop. A crosshatched
pattern appears in participant sharing windows where the other window is
covering the shared application or browser.

Application and Web browser sharing only: If you want to switch your display
between shared software and the Meeting window, you can pause software sharing
before you return to the Meeting window, and then resume sharing once you
return to the shared application. Pausing software sharing conserves processor
usage and memory on your computer while you view the Meeting window. For
details, see Pausing and resuming software sharing. (on page 243)

Application and Web browser sharing only: If you have more than one monitor,
when you share an application or web browser, the participants can see it on
whichever monitor you are displaying it. If you move the application or Web
browser to another monitor, it is still visible to the participants. If you are sharing
more than one application, the participants will see the best view if you make sure
the applications are displaying on the same monitor.
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Because software sharing requires additional bandwidth during a meeting, it is
recommended that you use a dedicated, high-speed Internet connection when
sharing software. However, if participants are using dial-up Internet connections,
they may notice a delay in viewing or controlling shared software. If you want to
share a document, such as a Microsoft Word or Excel document, you can improve
the meeting experience for these participants by using document sharing instead
of application sharing.
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Polling Attendees

During a meeting, you can poll participants by presenting them with a questionnaire.
Conducting a poll can be useful for gathering feedback from participants, allowing
participants to vote on a proposal, testing participant knowledge of a topic, and so on.

During the meeting, the presenter is responsible for:

= Preparing a poll questionnaire More... (on page 265)

* Conducting a poll during the meeting More... (on page 269)
After closing a poll, the presenter can:

=  View poll results More.... (on page 270)

=  Share poll results with participants More... (on page 271)

= Save poll results for viewing outside a meeting More... (on page 273)

Preparing a poll questionnaire

When preparing a poll questionnaire, you can:
= Create a questionnaire More... (on page 265)
= Edit a questionnaire More... (on page 267)

=  Set a timer for polling More... (on page 269)

Creating a poll questionnaire

Presenter only
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To conduct a poll, you must first create a poll questionnaire. You create a
questionnaire in a meeting. To save time during a meeting, you can start the meeting
earlier than the scheduled time, create a questionnaire on the Polling panel, save it,
and then open it during the actual meeting.

To create a questionnaire (for Windows):

1 Open the Polling panel in a meeting.
2 In the Question section, select one of these question types:

= To create a multiple-answer question, select Multiple choice, and then select
Multiple Answers in the drop-down list.

= To create a single-answer question, select Multiple choice, and then select
Single Answer in the drop-down list.

= To create a text question, select Short answer.

3 Click New.

4 Type a question in the box that appears.

5 In the Answer section, click Add.

6 Type an answer in the box that appears.

7 To type another answer, click Add once you finish typing an answer.
The question and answers appear in the Poll Questions area.

8 To add questions, repeat steps 2 to 7.

This figure shows an example of a poll questionnaire.

Pall Questions:

1 What is vour favorite color?
0 a3 blue
O bred

O cooreen
0 ol black

2 What do you enjoy doing &t leizure?
[ & reading
[ b vvstiching movies
[ o traveling
[ o =zports

3 Pleasze give us feedback about this event.
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To create a questionnaire (for the Mac):

1

2

Open the Polling panel in the meeting.

Add a question by clicking this button and then typing the question.

=

G| P EJ| a ‘ﬁ}H}

Add an answer by clicking this button and then typing the answer.

T AFEREE

To add more answers, repeat step 3.

To add more questions, repeat step 2.

To change the question type for a question, click the text "Click here to change
question type" that appears under the specific question and then do one of the
following:

= To create a multiple-answer question, select Multiple Answers.
= To create a single-answer question, select Single Answer.

= To create a question that requires a text answer, select Short Answer.

Y g ;EJ| u/ ‘ﬁ}| ¥
1. Question 1
Click here o rhanoe ouecstion B .-.-|

Your Answer i
v Single Answer

e s a At Multiple Answers
Short Answer

Editing a questionnaire

You can change the type of a question and edit, rearrange, or delete the questions and
answers.
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To change the type of a question:

1 Select the question by clicking it, and then select the new type of question in the

Question section.

For more information about the different types of questions, see Creating poll
questionnaires (on page 265).

2 Click Change Type.

To edit any question or answer that you entered:

1 Select the question or answer by clicking it, and then click the Edit icon.

=] 0 PG ¢

2 Make your changes.

To delete a question or an answer:

Select the question or answer by clicking it, and then click the Delete icon.

‘E’.’-EI%‘X.I

I 4

U g ,X;I|Eﬂ

23

Windows

To rearrange questions or answers:

Select the question or answer by clicking it, and then click the Move Up or Move
Down icon, as appropriate.

= | X |

r 4

To delete an entire questionnaire:

Click Clear All

If you have not saved the questionnaire, a message box appears, asking whether you

want to save it or not.



Chapter 15: Polling Attendees

Displaying a timer during polling

You can specify that a timer displays for participants and yourself when a poll is in
progress.

To display a timer:

1

Open the Polling Options dialog box.
= If you use Windows, click Options at the bottom of your Polling panel.

= Ifyou use the Mag, click this button on the lower-right portion of the Polling
panel.

#

L (" Clear all ) ( Open Pall )
In the dialog box that appears, select Display, and then type the length of time in
the Alarm: box.
Click OK.

Opening a poll

After you finish preparing a poll questionnaire, you can open the poll.

If you prepared your questionnaire in advance and saved it, you must first display it
on the Polling panel. For details, see Opening a poll questionnaire file (on page 273).

To open a poll:

1

2

Display your poll questionnaire on the Polling panel, if you have not done so.

Click Open Poll.

The questionnaire appears on participants' Polling panels. Participants can now
answer the poll.

As participants answer the questions, you can watch the polling status on your
Polling panel.
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Polling statuz

Windows:
Mat started 267 E ) -

o shane J (67%] To view each participant’s
In progress | 0s300%) polling status, click one of
Finizhad J 1/3(33%) these three buttons.

R emaining time: 454 Time limit; 10:00
Wit §1ared 171 (100.0%) - Mac:
in progress 071 (0.08 ’
Finished 011 0.0%) To view each participant’s
| lick to see detailed status | _ _ polling status, select the text
Remaining time: 8415 Time limit 05 00 { Close Pall ) "Click to see detailed status."

3 Click Close Poll when the time is up.
If you specify a timer and the poll times out, the poll automatically closes.
Participants can no longer answer questions.

Once you close a poll, you can view the poll results and optionally share them with
participants. For details, see Viewing and sharing poll results (on page 270).

Viewing and sharing poll results

After closing a poll, you can:
= View the complete results of the poll. More... (on page 270)
= Share group results with participants. More... (on page 271)

The poll results you can share during a meeting are anonymous. However,
Meeting Center records responses from each participant, in addition to group
results, and allows you to save those individual and group results. For more
information, see Saving results of a poll (on page 273).

Viewing poll results

Meeting Center bases the percentage for each answer on the total number of
participants in the meeting, not the total number of participants who submitted
answers in the poll.
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e
Puoll Questions:
Guestions |Resuts | Bar Graph
1.\ hat iz waur favarite colar?
a. blue 200 I
b. red 1/4[25%) 1l
C. green 0/4[0%)
d. black 0A4[0%]
Mo Answer 1/425%) 1l
2 W'hat do you enjoy doing at lei...
a. reading M7 I
b. watching movies 3d(7RE)
. traveling 2.-"4[50%’] [ ] The Results column
d. sparts 1AM(25%) 1l indicates the
Mo Answer 1/425%) 1l
3. Pleaze give uz feedback abou... percentage of
attendees who chose
each answer. The Bar
Graph column
provides a graphic
representation of each
percentage in the
Results column.
Palling ztatus
3 of 4 attendees have responded
R emaining tirme: 204 Time limnit; 10:00

Share with attendees

v Pall rezultz

Hew Pall Edit Questions | |

Sharing poll results with participants

After you close a poll, you can share the poll results with participants.

The poll results you can share during a meeting are anonymous. However, Meeting
Center records responses from each participant, in addition to group results, and
allows you to save those individual and group results. For more information, see
Saving results of a poll (on page 273).
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To share the results of a poll:

In the Share with attendees section on your Polling panel, select Poll results, and then
click Apply.

The results of the poll appear in the participants' Polling panels, just as they do on
your Polling panel.

Saving and opening poll questionnaires and results

Task description

If you have prepared a poll questionnaire, you can:

5@ Edt Share ‘iew  Audi

=  Save the questionnaire More... (on page 272)

Open and Share. ., Ctri+o = Open the saved questionnaire for use in any meeting

Open Poll Questions. ., More... (on page 273)
Open Chat... After you close a poll, you can:

= Save group results to a .txt file More... (on page 273)

=  Save responses from individual participants to a .txt file

Save r More... (on page 273)
Save As r
Save all,.,

Saving a poll questionnaire in a meeting

After you create a poll questionnaire in a meeting, you can save it as a .atp file. You
can open the file for use in any meeting.

To save a poll questionnaire:

1 On the File menu, choose Save > Poll Questions.
The Save Poll Questions As dialog box appears.

2 Choose a location at which to save the file.

3 Type a name for the file.

4 Click Save.

272



Chapter 15: Polling Attendees

Meeting Manager saves the poll questionnaire to a file at the location you
specified. Poll questionnaire file names have a .atp extension.

Saving results of a poll

After closing a poll, you can save the responses in one of these ways:

= Text File group result—Saves the percentage of attendees who chose each answer
in a .txt file

= Text File individual attendees result—Saves the responses from each attendee, in
addition to the group results, in a .txt file

File riame: Podflazidis Save I

Savew a type: | Test File inchvidual ftendees result[ ] | Cancel

When you are saving poll results,
you can select a format in which you
_} want to save the results.

To save results of a poll:
1 Close the poll if you have not done so.
2 On the File menu, choose Save > Poll Results.
The Save Poll Results As dialog box appears.
3 Select a location at which to save the file.
4 In the "File name" drop-down list, enter a name for the file.

5 In the "Save as type" drop-down list, select the format in which you want to save
the results.

6 Click Save.

You can now view poll results by opening the file.

Opening a poll questionnaire file

If you saved a poll questionnaire to a file, you can display the questionnaire on your
Polling panel by opening the file.

Note: You can open a poll questionnaire file only during a meeting.
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To open a poll questionnaire file:
1 Use one of these methods to browse to the file:
*  On the File menu, choose Open Poll Questions.

= Click the Open icon on your Polling panel.

EE T ¥ | r £ Windows
= O e

The Open Poll Questions dialog box appears.

2 Select the poll questionnaire file that you want to open.
A poll questionnaire file has a .atp extension.

3 Click Open.

The poll questionnaire appears on your Polling panel. You can now open the poll
to the participants.
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Transferring and Downloading
Files During a Meeting

During a meeting, you can publish files that reside on your computer. Meeting
participants can then download the published files to their computers or local servers.
Publishing files is useful if you want to provide participants with a document, a copy
of your presentation, an application, and so on.

Files that you publish reside only on your computer - not on a server. Thus, your

published files are always protected from unauthorized access during a meeting.

hosts can publish files
More... (on page 276)

n 4 Share Fie... |
Fie name " ILocation see | Status |
= beinp_aocess_pegquest... U Admn stuffibeemsp_access.., 654 B Shared
= WC_DoeShars, doc Ui bk bor- R\ Evpent b Hand, NBER2E Shusrad
[T dowrioad a fle, aither selact it and then cick Downioad, or nght-..., | 2 @

participants can download
published files More... (on
page 277)

¥ File Transfer

T S T e S T I AT
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Publishing files during a Meeting

During a meeting, you can publish files that reside on your computer, and meeting
attendees can download the files to their computers or local servers.

To publish files during a meeting:

1 In the Meeting window, on the File menu, choose Transfer.

The File Transfer window appears.

T File Tranaler

Fia name |Location It Sz Status |
- g _acoess_request,., U Admn shufflemp socess.,, 36564 B Shurad
= MC_DocShare. doc L bk hor-R\Export bo Band, INFER B Sharad

'Tcn:i:lmi:hedaﬂe,msebactltrdtmctkmrbad,m#nl-... | 2@

2 Click Share File.
The Open dialog box appears.
3 Select the file that you want to publish.
4 Click Open.
The file appears in the File Transfer window.
The file is also now available in each attendee's File Transfer window.

5 Optional. Publish additional files that you want attendees to download.

Note: The number of attendees that have the File Transfer window open, including you,
appears in the lower-right corner of the File Transfer window.

To stop publishing files during a meeting:
In the title bar of the File Transfer window, click the Close button.

Meeting Manager closes the File Transfer window in each attendee's Meeting window.

276



Chapter 16: Transferring and Downloading Files During a Meeting

Downloading Files During a Meeting

If a presenter publishes files during a meeting, the File Transfer dialog box
automatically appears in your Meeting window. You can then download the published
files to your computer or a local server.

To download files during a meeting:

1 In the File Transfer window, select the file that you want to download.

¥ File Transfer

|

F ¢ |Location: e | St |
* bemp_sccess_request.., B4R ot Saved
= M _Docshare.doc kKA. krd ] Mot Saved
To dowrload 3 fle, ether sslect it and then dick Download, or right-... F)

2 Click Download.
The Save As dialog box appears.
3 Choose a location at which to save the file.
4 Click Save.
The file downloads to your selected location.
5 Ifapplicable, download additional files.

6 Once you finish downloading files, in the title bar of the File Transfer window,
click the Close button.

Note: To reopen the File Transfer window at any time, from the File menu, choose
Transfer. This option is available only if the presenter is currently publishing files.
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Managing and Taking Notes

When scheduling a meeting, the host can specify the default note-taking options that
take effect once the meeting starts. During a meeting, the presenter can change the
default note-taking options at any time.

You can choose how to handle meeting notes:
= All participants with access can take private notes. More... (on page 283)
|

Only one participant takes notes or meeting minutes. More... (on page 281)

=  Only one participant takes notes for closed captions. More... (on page 284)

Note: The notes feature is not available on the Mac.

Role Task description:

Host If the Notes panel is closed, click
Please select panels you want to enable: Manage Panels and then SeleCt
vl pancs: Curront pansls: Notes from the list and click

Palling

_ Add.
LAddon | ] .
e = set up.optlons fpr taking
notes in a meeting More...
N (on page 280)

Move Down

= choose one person to take
notes More... (on page 281)

*These panels are available to participants with appropriate privileges.

Note: On the floating icon ktray, only the first Four panels will be displayed.
The remaining panels wil be available from the menu.

=  Select a participant as

= - = closed captionist More... (on
page 281)
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Role Task description:

Note taker The host can select one person
to take notes or allow all

v _§ Notes participants to take notes
Maokes Frarm Tearn Meeting
N = get an overview of taking

genda:

' notes More...
wWelcorme .
Introduction bo teammembers : = take personal notes during a
Revisw of open tasks meeting More... (on page
patticipants: Bob, Simon, Michael, Gabriel 283)

= saving notes to a file More...
(on page 285)

e i AN J =  Provide closed captions for
a meeting More... (on page

284)

Specifying note-taking options for a meeting

280

During a meeting, you can turn the notes option on or off and specify one of these
options:

= All participants with access to notes can take private notes.
=  Only one participant can take notes.

=  Only one participant takes notes for closed captions. More... (on page 284)

To specify note-taking options for Windows:
1 In the Meeting window, on the Meeting menu, choose Options.

The Meeting Options dialog box appears, with the General tab selected by default.
2 Select the note-taking option you want and click OK.

= To turn the notes option on or off, check or uncheck the Notes check box.

= To turn the closed captions option on or off, select or clear the Enable Closed
Captioning check box.

To specify note-taking options for the Mac:
1 On the Meeting Center menu, select Preferences.
2 Select Tools.

3 Select the note-taking option you want and click OK.
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= To turn the notes option on or off, check or uncheck the Notes check box.

= To turn the closed captions option on or off, check or uncheck the Enable
Closed Captioning check box.

Note:

Once you change the notes option, any published notes or closed captions are removed from
each participant's Notes or Closed Caption panel. Be sure to ask participants to save notes or
closed captions before you change the notes option.

When scheduling a meeting, the meeting host can specify the default note-taking options,
which take effect once the meeting starts.

Choosing a note taker

If the single note taker or closed captions option is set for a meeting, you can
designate any participant or closed captionist to be the note taker. When scheduling a
meeting, you can set the notes option, or a presenter can set the notes option during a
meeting.

To designate a note taker for Windows:

1

On the Participants panel, select the participant you want to designate as note
taker.

Right-click and then select Change Role To > Note Taker.

A pencil indicator appears to the right of the participant's name in the participant
list.

To designate a note taker for the Mac:

1 On the Participants panel, select the participant you want to designate as note
taker.

2 Select ctrl and then click; then select Change Role To > Note Taker.
A pencil indicator appears to the right of the participant's name in the participant
list.

Note:

If you select another note taker or closed captionist, any notes or closed captions that the
previous note taker or closed captionist published remain on each participant's Notes or
Closed Caption panel. However, the new note taker or closed captionist cannot edit the
existing notes or closed captions .
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=  For information about selecting a note-taking option during a meeting, see Specifying note-
taking options for a meeting (on page 280).
To designate a closed captionist:

1 In the meeting window, in the participant list, select the participant you want to
designate as a closed captionist.

2 On the Participants panel, do one of the following:
* Windows: Right-click and select Change Role To > Closed Captionist.
= Mac: Select ctrl and then click. Then select Change Role To > Closed

Captionist.
A closed caption indicator appears
Farticipants Chat Notes v next to the participant's name in the
3% participants participant list.
Speaking: I
@& (1 Rebecca Cox (Host, me) TR 2
il g

'.\"“'\_‘f‘-ﬂf‘“\—-‘\ Ry o

Enabling closed captions

You can easily select the option for closed captions and appoint a participant to
transcribe the closed captions.

To specify the closed caption option:
1 Depending on the operating system you are using, do one of the following:
=  Windows: In the Meeting window, on the Meeting menu, choose Options.

The Meeting Options dialog box appears, with the General tab selected by
default.

* Mac: On the Meeting Center menu, select Preferences. Select Tools.

2 To turn the closed captioning option on or off, check or uncheck the Enable
Closed Captioning check box.

To learn how to display the Closed Captions panel, see Managing panels (on page 24).
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To select another participant to transcribe, select the participant's name on the
Participants panel; then right-click (Windows) or select ctrl and then click (Mac) and
then select Change Role To >Closed Captionist.

About taking notes

During a meeting, one or more meeting participants with access to the notes feature
can take notes on the Notes or Closed Caption panel in the Meeting window. Only
one participant performs closed captioning.

If all participants are allowed to take notes, they cannot publish their notes to others
during the meeting. However, participants can save their notes at any time during the
meeting.

The meeting host can select the single note taker during the meeting. A single note
taker can publish notes at any time during the meeting or send a meeting transcript
containing the notes to all participants.

If needed, the host can also select a closed captionist. A closed captionist can publish
captions in real-time during the meeting and can also send a transcript containing the
captions to all participants.

Taking personal notes

If the meeting host or presenter has selected the option to allow participants to take
personal notes, you can type your notes on the Notes panel in the Meeting window.

To take personal notes:
1 Inthe Meeting window, open the Notes panel.

2 Type your notes in the box.

Note: You can save your notes to a text file on your computer. For details, see Saving notes to a file
(on page 285).
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Taking public notes (meeting minutes)

If the meeting host has designated you as the single note taker for a meeting, you can
type notes on the Notes panel in your Meeting window. Your notes are not visible to
other meeting participants until you publish them. You can publish your notes at any
time during the meeting, or you can send your notes in a meeting transcript to all
participants.

To take public notes:
1 In the Meeting window,open the Notes panel.
2 Type your notes in the box.

3 Optional. To publish your notes, so they appear in each participant's Notes panel,
click Publish.

Note: If the Notes panel is not selected on a participant's Meeting window once you publish
notes, the participant is sees an alert.

For information about selecting a note-taking option during a meeting, see Specifying note-taking
options for a meeting (on page 280).

For details about sending public notes in a meeting transcript, see Sending a meeting transcript to
participants (on page 286).

Providing closed captions

284

If the meeting host has designated you as the closed captionist for a meeting, you can
type captions on the Closed Captions panel in your Meeting window. To type
captions, you can use either a standard keyboard, or a steno keyboard and machine
translation software.

Your captions are visible to other meeting participants in real-time, one line at a time.
You can also send your captions in a meeting transcript to all participants.

To transcribe closed captions:
1 Open the Closed Caption panel.

2 Type your captions in the box.



Chapter 17: Managing and Taking Notes

3 Once you type a line of captions, do either to publish your captions on each
participant's Closed Caption panel:

= Press the Enter key on your computer's keyboard.

= Click Publish on the Closed Caption panel.

Note:

= If the Closed Captions panel is not selected on a participant's Meeting window once you
publish a line of captions, the participant is alerted that captions are available.

*  You can save your captions to a text file on your computer. For details, see Saving notes to a
file (on page 285).

=  For details about sending closed captions in a meeting transcript, see Sending a meeting
transcript to participants.

Saving notes to afile

If you are taking personal or public notes (meeting minutes) or closed captions
during a meeting you can save your notes or closed captions to a text file on your
computer. You can also save any notes or closed captions that another note taker or
closed captionist publishes on your Notes or Closed Caption panel.

Once you save new notes to a file, you can save changes to the notes or save a copy of
the notes to another file.

To save new notes:

1 In the Meeting window, do either:
* On the Notes or Closed Caption panel, click Save.
*  On the File menu, point to Save, and then choose Notes.
The Save Notes As dialog box appears.

2 Choose a location at which to save the file.

3 Type a name for the file.

4 Click Save.

Meeting Manager saves the file at the location you chose. Its file name has a .txt
extension.

To save changes to notes:

In the Meeting window, do either:

285



Chapter 17: Managing and Taking Notes

= On the Notes or Closed Caption panel, click Save.
*  On the File menu, point to Save, and then choose Notes.

Meeting Manager saves the file at the location you chose. Its file name has a .txt
extension.

To save a copy of notes to another file:

1 In the Meeting window, on the File menu, point to Save As, and then choose
Notes.

The Save Notes As dialog box appears.
2 Do either or both:
= Type a new name for the file.
= Choose a new location at which to save the file.

3 Click Save.

Meeting Manager saves the file at the location you chose. The file name is saved with a
.txt extension.

Tip:
Alternatively, you can save all of the following <sassion_Type> information to files at once:

=  Shared presentations or documents
= Chat messages

= Notes

=  Poll questionnaire

= Poll results

To save all information at once, on the File menu, choose Save All. In this case, the files are
saved under their default file names. Thus, if you have already saved a file using another name, it
is not overwritten.

Sending a meeting transcript to participants

You can send a transcript of a meeting to all participants at any time during the
meeting. The transcript is an email message that contains general information, such
as:

* Meeting topic
= Meeting number
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Meeting starting and ending times

URL for the Meeting Information page for the meeting on your meeting service
Web site

List of participants who joined the meeting (audio-only participants are not listed)
Meeting agenda

Any public notes that you took during the meeting

Optionally, you can attach any of these files to the transcript, if you saved them during
the meeting:

Shared documents

Chat

Public notes that you took or that the note taker published during the meeting
Poll questionnaire

Poll results

To send a meeting transcript to participants:

1 In the Meeting window, on the File menu, choose Send Transcript.
If you have saved any files during the meeting, the Send Transcript dialog box
appears, allowing you to attach the files to the transcript email message.
If you have not saved any files during the meeting, a transcript email message
opens.

2 Ifthe Send Transcript dialog box appears, select the check box for each file that
you want to attach to the transcript, and then click OK.
The transcript email message opens.

3 Review the email message and make any changes that you want.

4 Send the email message.

Note:

The transcript is sent to all participants who provided their email addresses when joining the
meeting, whether or not they are still attending the meeting when you send the transcript.
Audio-only participants will not be listed in the transcript.

For security purposes, a participant who receives a transcript email message cannot see the
email addresses for the other participants.

The transcript contains notes only if you are the meeting host, the public note taker, or the
closed captionist, and you have saved the notes to a file. If all participants can take private
notes, the transcript email message does not include your private notes, and the option to
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attach your notes in a file is not available.

= Ifyou saved notes or closed captions to a file, the transcript email message and the attached
notes file contain the latest version of notes that you saved.

= Ifyou are the meeting host and end the meeting-and you have not sent a transcript-a message
appears, asking you if you want to send a transcript.
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Using My WebEx

If you want to...
get an overview of My WebEx

set up a user account on your WebEXx service
Web site

log in to or out from My WebEx

use your list of meetings

install WebEx Productivity Tools, which let
you start One-Click meetings, start instant
meetings from applications on your desktop,
or schedule meetings from Microsoft Outlook
or IBM Lotus Notes

set up a One-Click Meeting
view or set options for your Personal Meeting
Room page

set up or access remote computers, using
Access Anywhere

add, edit, or delete files in your personal
storage space for files

add, edit, or delete information about your
contacts in your online address book

change information or settings in your user
profile, including personal information and
preferences

See...
About My WebEx (on page 290)

Obtaining a user account (on page 291)
Logging in to and out of the WebEXx service
site (on page 292)

Using your list of meetings (on page 293)

Installing WebEx Productivity Tools (on page
181)

Setting Up a One-Click Meeting (on page
177)

Maintaining Your Personal Meeting Room
Page (on page 304)

Using Access Anywhere (My Computers) (on
page 308)

Maintaining files in your personal folders (on
page 309)

Maintaining contact information (on page
330)

Maintaining your user profile (on page 344)
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If you want to... See...

manage the scheduling templates you saved = Managing scheduling templates (on page

351)

set up your Personal Conference number
(PCN) accounts, which you can use for the Maintaining Personal Conference numbers

audio portion of Personal Conference (on page 354)
meetings
generate reports about online sessions Generating Reports (on page 362)

About My WebEx

My WebEx is an area on your WebEx service Web site in which you can access your
user account and personal productivity features. The following features are available,
depending on the configuration of your site and user account:

290

Personal list of meetings: Provides a list of all the online meetings that you are
hosting and attending. You can view the meetings by day, week, or month, or you
can view all meetings.

Productivity Tools Setup: Optional feature. Lets you set up options for instant or
scheduled meetings that you can start from applications on your desktop. If you
install WebEx Productivity Tools, you can start or join meetings, sales meetings,
training sessions, and support sessions instantly from One-Click or from other
applications on your desktop, such as Microsoft Office, Web browsers, Microsoft
Outlook, IBM Lotus Notes, and instant messengers. You can also schedule
meetings, sales meetings, events, and training sessions using Microsoft Outlook or
IBM Lotus Notes without going to your WebEx service site.

Personal Meeting Room: Optional feature. A page on your WebEx service Web
site on which visitors can view a list of meetings that you are hosting and join a
meeting in progress. Visitors can also access and download files that you share.

Access Anywhere: Optional feature. Lets you access and control a remote
computer from anywhere in the world. For more information about Access
Anywhere, refer to the guide Getting Started with Access Anywhere, which is
available on your WebEx service Web site.

File storage: Lets you store files in personal folders on your WebEx service Web
site, where you can access them on any computer that has access to the Internet.
Also lets you make specific files available on your Personal Meeting Room page, so
visitors to your page can access them.
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Address book: Lets you keep information about your personal contacts on your
WebEx service Web site. Using your address book, you can quickly access contacts
when inviting them to a meeting.

User profile: Lets you maintain your account information, such as your username,
password, and contact information. Also lets you specify another user who can
schedule meetings on your behalf, set options for your Personal Meeting Room
page, and manage scheduling templates.

Personal Conference numbers: Optional feature. Lets you create Personal
Conference number (PCN) accounts, which you can use to set up the audio
portion of your Personal Conference meetings.

Web site preferences: Lets you specify the home page for your WebEx service Web
site—that is, the page that appears first whenever you access your site. If your site
provides multiple languages, you can also choose a language and locale in which to
display text on your site.

Usage reports: Optional feature. Lets you obtain information about meetings that
you hosted. If you use the Access Anywhere option, you can also obtain
information about computers that you access remotely.

Obtaining a user account

Once you obtain a user account, you can use My WebEx features and host s on the
Web.

You can obtain a user account in one of two ways:

The site administrator for your WebEx service Web site can create a user account
for you. In this case, you need not sign up for an account on your site, and you can
begin hosting s immediately.

If your site administrator has made the self-registration feature available, you can
sign up for an account on your WebEx service Web site at any time.

To obtain a user account using the self-registration feature:

1

2

Go to your WebEx service Web site.
On the navigation bar, click Set Up > New Account.
The Sign Up page appears.

Provide the required information.
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4 Click Sign Up Now.

You receive an email message, confirming that you have signed up for a user
account.

Once your site administrator approves your new user account, you receive another
email message containing your username and password.

Note: Once you obtain a user account, you can edit your user profile to change your password
and provide additional personal information. You can also specify site preferences, such as your
default home page and time zone. For details, see Maintaining your user profile (on page 344).

Logging in to and out of the WebEXx service site
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To manage your online meetings and maintain your user account, you must log in to
your WebEx service Web site. If you do not yet have a user account, see Obtaining a
user account (on page 291).

To log in to your WebEx service site:

1 Go to your WebEx service Web site.

2 In the upper-right corner of the page, click Log In.
The Log In page appears.

3 Enter your username and password.

Passwords are case-sensitive, so you must type your password exactly as you
specified it in your user profile.

4 Click Log In.

Tip: If you have forgotten your username or password, click Forgot your password. Provide your
email address, type verification characters, and then click Submit. You will receive an email
message containing your username and password.

To log out from your WebEx service site:

In the upper-right corner of the page, click Log Out.
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Using your list of meetings

If you want to... See...

get an overview of your list of meetings About your list of meetings (on page 293)

open your list of meetings Opening your meetings list (on page 293)

maintain your list of meetings Maintaining your scheduled meetings list (on
page 295)

About your list of meetings
On your WebEx service Web site, your My Meetings page in My WebEx includes:

= Alist of all the online meetings that you have scheduled, including both listed and
unlisted meetings.

= A list of meetings on your site to which you are invited.
= An option to start a One-Click meeting (not available for Event Center).

= Any Personal Conference meetings that you scheduled (if your site and account
have the Personal Conferencing feature turned on).

Tip: You can specify that your My WebEx meetings page is the home page that appears once you
log in to your WebEx service Web site. For details, see Maintaining your user profile (on page 344).

Opening your meetings list

You can open your personal list of scheduled meetings on your WebEx service Web
site to:

= Start a meeting

* Modify a meeting

= Cancel a meeting

You can open your personal list of meetings to which you are invited:
* Obtain information about a meeting

* Join a meeting in progress
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To open your meetings list:
1 Login to your WebEx service Web site, and then click My WebEx.
The My Meetings page appears, showing your list of scheduled meetings.

My WebEx Meetings welcome, Alice Helgado
o) Go to My Personal Meeting Room 53 Start a One-Click Meeting @
Daily Weekly Manthly All Meetings English : Pacific DT

4March 21, 2007 b :]

The meetings you host ¥ | [ Show past mestings

0 Time~ Topic Type 0 O ©

[0 3:00 pm road map hesting MAR O MAA WA W Star
[ 3:30 pm status review meeting hesting MAR O MAA NAA W Star
[] 4:00 pm design review hMeeting MiA MAA NAA W Start
] 500 pm planning meeting Mesting MAA MAA O NAA W Start

[7] Requests Pending ] Requests Approved -] Requests Rejected

2 Click one of the tabs to navigate to different views of the My Meetings page:
You can choose Daily, Weekly, Monthly, or All Meetings.
3 Optional. Do either of the following:

= To view the list of meetings to which you are invited, select The meetings you
are invited to from the list.

* To include s in the view that have already occurred, turn on Show past
meetings.

4 (Optional) Select options to control the view:

= To view the list of meetings to which you are invited, select The meetings you
are invited to from the list.

* To include meetings in the view that have already occurred, turn on Show past
meetings.

Tip: You can specify that your My WebEx Meetings page is the home page that appears once you
log in to your WebEx service Web site. For details, see Maintaining your user profile (on page 344).
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Maintaining your scheduled meetings list

Once you schedule a meeting, it appears in your meetings list on your My Meetings
page. For more information, see Opening your meetings list (on page 293).

An online meeting remains on your My Meetings page until you delete it. When
scheduling a meeting, you can choose to automatically delete the meeting from your
list of meetings once both of these conditions occur:

* You start and end the meeting.
= The scheduled time for the meeting has passed.

However, if you required registration for a scheduled meeting, the meeting remains in
your list until you remove it. That way, you can still view information about attendees
who registered for the meeting at any time after you host the meeting.

To remove a meeting from your list of meetings on your My Meetings page, you must
cancel the meeting by deleting it on this page.

For details about the options on the My WebEx Meetings page, see About the My
WebEx Meetings page (on page 295).

About the My WebEx Meetings page

How to access this tab

On your WebEx service Web site, click the My WebEx tab.

What you can do here
Access these features:
= A link to your personal meeting room

= A list of meetings you are hosting or are invited to for the specified day, week, or
month

=  Alist of all meetings you are hosting or are invited to

= Alink to start a One-Click meeting

295



Chapter 18: Using My WebEx

Options on this page

Use this option...

Go To My Personal
Meeting Room

Start a One-Click
Meeting

Daily
Weekly

Monthly
All Meetings

Refresh

(S]

To...
Go to your Personal Meeting Room page.

Your Personal Meeting Room page lists any meetings that you
scheduled and any in-progress meetings that you are currently
hosting.

Users to whom you provide your personal URL can use this
page to join any meeting that you are hosting. They can also
download files in any folders that you share.

Start a One-Click Meeting based on settings you have specified
in One-Click Setup. For details, see Setting Up a One-Click
Meeting (on page 177).

View a list all of the meetings for the specified day. For details,
see About the My WebEx Meetings - Daily tab (on page 296).

View a list all of the meetings for the specified week. For details,
see About the My WebEx Meetings - Weekly tab (on page 298).

View a list all of the meetings for the specified month. For
details, see About the My WebEx Meetings - Monthly tab (on
page 301)

View a list all meetings, or search for meetings by date, host,
topic, or words in the agenda. For details, see About the My
WebEx Meetings - All Meetings tab (on page 302)

Refresh the information in the meeting list.

About the My WebEx Meetings page - Daily tab
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How to access this tab

On your WebEx service Web site, click My WebEx > My Meetings > Daily tab.

Options on this tab

Option

(S]

Description

Click the Refresh icon at any time to display the most current
list of meetings.



Option

Language link

Time zone link

Date

The meetings you host

The meetings you are
invited to

Show past meetings

Time

Topic

Type

Assist
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Description

Click to open the Preferences page, where you can select the
language setting for your WebEXx service Web site.

Click to open the Preferences page, where you can select the
time zone setting for your WebEx service Web site.

The date for the daily list of meetings. The default is the
current date.

Click the Previous Day icon to display a list of meetings for
the previous day.

Click the Next Day icon to display a list of meetings for the
next day.

Shows a list all of the online meetings or Personal Conference
meetings that you are hosting.

Shows a list all of the meetings or Personal Conference
meetings to which you have been invited.

Select to include concluded meetings in the list of meetings.

The Ascending Sort indicator appears next to a column
heading, and the meetings are sorted by the column, in
ascending order.

The Descending Sort indicator appears next to a column
heading, and the meetings are sorted by the column, in
descending order.

The starting time for each scheduled meeting. Click the box
next to a meeting start time to select that meeting. Click the
box next to the Time column heading to select or clear all
meetings in the list.

The topic for a meeting that you are hosting. Click the topic
name to get information about that meeting. If you are the
alternate host for a Meeting, the topic appears in italics.

Indicates the type of online meeting that you are hosting.
Available meeting types depend on the configuration of your
WebEXx service Web site.

If an Assist has been requested for this meeting, indicates the
type of Assist:

= None
=  DryRun
= Consult
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Option

Status

Delete

Description

= Live Event Support
= Audio Streaming

= Video

Indicates that the live meeting is in process.

The status of the meeting.

=  Start: You can start this meeting that you are hosting at
any time by clicking the link.

= Join | End: (for hosts) For a meeting in progress that you
are hosting, you can join or end the meeting. Appears if
you left a meeting, or you allowed participants to join the
meeting before its starting time and participants have
already joined the meeting.

O Join: Lets you join the meeting in progress.
[0 End: Ends the meeting.

= Join: (for attendees) The meeting that you are invited to
has started, and you can now join the meeting.

= Registration: (for attendees) The meeting that you are
invited to requires registration. To display a page on which
you can register to attend the meeting, click the link.
(Does not apply to sales meetings or support sessions.)

Cancels any meetingsthat are currently selected in the list. If
you click this link, a message appears, allowing you to confirm
that you want to cancel the meeting. Another message
appears, allowing you to inform any invited attendees that you
canceled the meeting. (Does not apply to support sessions.)

About the My WebEx Meetings page - Weekly tab

How to access this tab

On your WebEx service Web site, click My WebEx > My Meetings > Weekly tab.

Options on this tab

Option

(S]
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Description

Click the Refresh icon at any time to display the most current list
of meetings.



Option

Language link

Time zone link

Week link

4

|

The meetings you host

The meetings you are
invited to

Show past meetings
Day link
Friday

Time
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Description

Click to open the Preferences page, where you can select the
language setting for your WebEXx service Web site.

Click to open the Preferences page, where you can select the
time zone setting for your WebEx service Web site.

The beginning and ending date for the weekly list of meetings.

Click the Previous Week icon to display a list of meetings for the
previous week.

Click the Next Week icon to display a list of meetings for the next
week.

Click the Calendar icon to open the Calendar window for the
current month. Click on any date to open its schedule in the Daily
view.

Shows a list all of the online meetings or Personal Conference
meetings that you are hosting.

Shows a list all of the meetings or Personal Conference meetings
to which you have been invited.

Select to include concluded meetings in the list of meetings.

Opens the Daily view, which shows the scheduled meetings for
the selected day.

The Ascending Sort indicator appears next to a column heading,
and the meetings are sorted by the column, in ascending order.

The Descending Sort indicator appears next to a column
heading, and the meetings are sorted by the column, in
descending order.

The Expand button appears next to a Day link. Click this button
to expand and display the list of meetings for that day.

The Collapse button appears next to a Day link. Click this button
to collapse and hide the list of meetings for that day.

The starting time for each scheduled meeting. Click the box next to

a meeting start time to select that meeting. Click the box next to
the Time column heading to select or clear all meetings in the list.
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Option Description

The topic for a meeting that you are hosting. Click the topic name
Topic to get information about that meeting. If you are the alternate host
for a Meeting, the topic appears in italics.

Indicates the type of online meeting that you are hosting. Available
Type meeting types depend on the configuration of your WebEXx service
Web site.

If an Assist has been requested for this meeting, indicates the type

of Assist:
=  None
=  DryRun
Assist = Consult
= Live Event Support
= Audio Streaming
= Video
Indicates that the live meeting is in process.
Status The status of the meeting.
=  Start: You can start this meeting that you are hosting at any
time by clicking the link.
= Join | End: (for hosts) For a meeting in progress that you are
hosting, you can join or end the meeting. Appears if you left a
meeting, or you allowed participants to join the meeting before
its starting time and participants have already joined the
meeting.
O Join: Lets you join the meeting in progress.
[0 End: Ends the meeting.
= Join: (for attendees) The meeting that you are invited to has
started, and you can now join the meeting.
= Registration: (for attendees) The meeting that you are invited
to requires registration. To display a page on which you can
register to attend the meeting, click the link. (Does not apply
to sales meetings or support sessions.)
Delete Cancels any meetingsthat are currently selected in the list. If you

click this link, a message appears, allowing you to confirm that you
want to cancel the meeting. Another message appears, allowing
you to inform any invited attendees that you canceled the meeting.
(Does not apply to support sessions.)
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About the My WebEx Meetings page - Monthly tab

How to access this tab

On your WebEx service Web site, click My WebEx > My Meetings > Monthly tab.

Options on this tab

Option
(s

Language link
Time zone link

Month

|

Week Number link

Weealk
in0

Day link

g8
The meetings you host

The meetings you are
invited to

Description

Click the Refresh icon at any time to display the most current
list of meetings.

Click to open the Preferences page, where you can select the
language setting for your WebEx service Web site.

Click to open the Preferences page, where you can select the
time zone setting for your WebEx service Web site.

The month for the monthly calendar of meetings. The default is
the current month.

Click the Previous Month icon to display a list of meetings for
the previous month.

Click the Next Month icon to display a list of meetings for the
next month.

Click the Calendar icon to open the Calendar window for the
current month. Click on any date to open its schedule in the
Daily view.

Opens the Weekly view, which shows the scheduled meetings
for each day of the selected week.

Opens the Daily view, which shows the scheduled meetings
for the selected day.

Shows a list all of the online meetings or Personal Conference
meetings that you are hosting.

Shows a list all of the meetings or Personal Conference
meetings to which you have been invited.
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Option Description

Show past meetings Select to include concluded meetings in the list of meetings.
The topic for a meeting that you are hosting. Click the topic

Topic name to get information about that meeting. If you are the

alternate host for a Meeting, the topic appears in italics.

Indicates that the live meeting is in process.

About the My WebEx Meetings page - All Meetings tab

How to access this tab

On your WebEx service Web site, click My WebEx > My Meetings > All Meetings tab.

Options on this tab
Option Description
@ Click the Refresh icon at any time to display the most current
list of meetings.
Click to open the Preferences page, where you can select the
Language link language setting for your WebEXx service Web site.

Click to open the Preferences page, where you can select the

Time zone link time zone setting for your WebEx service Web site.

The date for the daily list of meetings. The default is the

Date current date.
Click the Previous Day icon to display a list of meetings for
4 the previous day.
> Click the Next Day icon to display a list of meetings for the
next day.
Search for meetings by Allows you type or select a date range to search for meetings,
date, host, topic, or words | or allows you to type text to search in host names, topics, or
in the agenda agendas. Click Search to start the search.
Click the Calendar icon to open the Calendar window. Click on
[ any date to select that date as part of your search criteria.
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The meetings you host

The meetings you are
invited to

Show past meetings

Time

Topic

Type

Assist
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Description

Shows a list all of the online meetings or Personal Conference
meetings that you are hosting.

Shows a list all of the meetings or Personal Conference
meetings to which you have been invited.

Select to include concluded meetings in the list of meetings.

The Ascending Sort indicator appears next to a column
heading, and the meetings are sorted by the column, in
ascending order.

The Descending Sort indicator appears next to a column
heading, and the meetings are sorted by the column, in
descending order.

The starting time for each scheduled meeting. Click the box
next to a meeting start time to select that meeting. Click the
box next to the Time column heading to select or clear all
meetings in the list.

The topic for a meeting that you are hosting. Click the topic
name to get information about that meeting. If you are the
alternate host for a Meeting, the topic appears in italics.

Indicates the type of online meeting that you are hosting.
Available meeting types depend on the configuration of your
WebEXx service Web site.

If an Assist has been requested for this meeting, indicates the
type of Assist:

= None
= Dry Run
=  Consult

= Live Event Support
= Audio Streaming

=  Video

Indicates that the live meeting is in process.
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Option Description

Status The status of the meeting.

=  Start: You can start this meeting that you are hosting at
any time by clicking the link.

= Join | End: (for hosts) For a meeting in progress that you
are hosting, you can join or end the meeting. Appears if
you left a meeting, or you allowed participants to join the
meeting before its starting time and participants have
already joined the meeting.

O Join: Lets you join the meeting in progress.
[0 End: Ends the meeting.

= Join: (for attendees) The meeting that you are invited to
has started, and you can now join the meeting.

= Registration: (for attendees) The meeting that you are
invited to requires registration. To display a page on which
you can register to attend the meeting, click the link.
(Does not apply to sales meetings or support sessions.)

Delete Cancels any meetingsthat are currently selected in the list. If
you click this link, a message appears, allowing you to confirm
that you want to cancel the meeting. Another message
appears, allowing you to inform any invited attendees that you
canceled the meeting. (Does not apply to support sessions.)

Maintaining Your Personal Meeting Room Page
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If you want to... See...

get an overview of your Personal Meeting About your Personal Meeting Room (on page

Room page 305)

access your Personal Meeting Room page Viewing your Personal Meeting Room (on
page 305)

add images and text to your Personal Setting options for your Personal Meeting

Meeting Room page Room (on page 306)

share files on your Personal Meeting Room Sharing files on your Personal Meeting Room
page (on page 307)
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About your Personal Meeting Room page

Your user account includes a Personal Meeting Room page on your WebEx service
Web site. Users who visit your page can:

= View a list of online meetings that you are hosting, either scheduled or in progress.
* Join a meeting in progress.

=  View your personal folders and upload or download files to or from your folders,
depending on the settings you specify for your folders.

You can customize your Personal Meeting Room page by adding images and text to it.

To provide users with access to your Personal Meeting Room page, you must provide
them with your Personal Meeting Room URL. For more information, see Viewing
your Personal Meeting Room page (on page 305).

Tip: Add your Personal Meeting Room URL to your business cards, your email signature, and so
on.

Viewing your Personal Meeting Room page

You can view your Personal Meeting Room page at any time, by going to the link for
the page. The link for your Personal Meeting Room page is available on your:

= My WebEx Meetings page

= My WebEx Profile page

To view your Personal Meeting Room page:

1 Login to your WebEx service Web site, and then click My WebEx.
The My WebEx Meetings page appears.

2 Click the Go to My Personal Meeting Room link.

Alternatively, in My WebEx, click My Profile, and then click the Personal Meeting
Room URL link in the Personal Meeting Room section.

Your Personal Meeting Room page appears. The following is an example of a
Personal Meeting Room page.
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Cindy Rao's Meating Room (%] 1
P

Tip: Add your Personal Meeting Room URL to your business cards, your email signature, and so
on.

Setting options for your Personal Meeting Room page

You can add the following to your Personal Meeting Room page:

= Animage (for example, you can add a picture of yourself or your company's
product).

= A custom banner image to the header area of your Personal Meeting Room page,
if your user account has the “branding” option. For example, you can add your
company's logo.

= A welcome message. For example, you can provide a greeting; instructions on
joining an online session; information about yourself, your product, or your
company.

At any time, you can replace or delete images and text that you add.

To add an image to your Personal Meeting Room page:

1 Ifyou have not already done so, log in to your WebEx service Web site. For details,
see Logging in to and out of the WebEx service site (on page 292).

2 On the navigation bar at the top of the page, click My WebEx.
3 Click My Profile.
The My WebEx Profile page appears.
4 Under Personal Meeting Room, specify options for your page.
5 At the bottom of the My WebEx Profile page, click Update.
6 For details about the options for your Personal Meeting Room page, see About

your Personal Meeting Room page (on page 305) .
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Sharing files on your Personal Meeting Room page

You can share folders on your My WebEx Files: Folders page so that they appear on
the Files tab on your Personal Meeting Room page. For any folder that you share, you
can specify whether users can download files from or upload files to the folder.

For more information about your Personal Meeting Room page, see About your
Personal Meeting Room page (on page 305).

To share files on your Personal Meeting Room page:

1 Open the My WebEx Files page. For details, see Opening your personal folders,
documents, and files (on page 310).

2 Under Name, locate the folder in which you want to share files.
3 Ifthe file or folder is in a closed folder, click the folder to open it.

4 Click the Properties icon for the folder in which you want to share files.

The Edit Folder Properties window appears.

(= Edil Folder Properties - Windows Internet Explorer

|Edit Folder Properties

Name: pictures

¥ Description:

Size: 401 KB
Share: |, hangaz apply to-all the files in this foldar
& Do not shara this folder

L) Share this folder
Read
{downlaad only, file names are nsibla)

Wiite

{upload only. file namas are not wisibla)

Read & Write

{downlead and upload; fle names are wisilbie)

Allow files to be overwritten
a Password protected
Password

Canfirm

# & Internat 0% -

5  Specify sharing options for the folder.
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6 Click Update.

For details about sharing options, see About the Edit Folder Properties page (on page
317).

Using Access Anywhere (My Computers)

For information about and instructions for using Access Anywhere to set up and
access a remote computer, please refer to the guide Getting Started with WebEx Access
Anywhere. This guide is available on the Support page on your WebEx service Web
site.

About the My Computers page
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How to access this page

On your WebEx service Web site, click My WebEx Files > My Computers.

What you can do here

Set up and access remote computers using Access Anywhere.

Options on this page
Link or option Description
Computer The name you have assigned to your remote computer.

The status of your remote computer:

=  Available—the computer is available for remote access.
Status

= Offline—the computer is offline and is not available for

remote access.

The application on your remote computer that you have

Aoplication allowed to access, based on what you specified during set up.
PP It may be Desktop, if you set up your desktop for access, or it

may be a specific application name.

If the computer is available for access, you can click the
Status

Connect link to connect to your remote computer.

Removes the selected computer from the list of remote
S computers.
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Sets up the current computer for Access Anywhere and adds

SetUp Computer

Download manual installer
software.

If you want to...

get an overview of your personal storage
space for files

open your personal storage space for files

create new folders to organize your files

upload files to your personal folders

move or copy files or an entire folder to

another folder

change information about files or folders,
including their names or descriptions

search for files or folders in your personal
storage space for files

download files in your personal storage space
to your computer

share, or publish, files in your personal
folders on your Personal Meeting Room, so
others can access them

remove files or folders from your personal
folders

it to the list of remote computers.

Downloads the manual installer for the Access Anywhere

Maintaining files in your personal folders

See...

About maintaining files in your folders (on
page 310)

Opening your personal folders, documents,
and files (on page 310)

Adding new folders to your personal folders
(on page 311)

Uploading files to your personal folders (on
page 312)

Moving or copying files or folders in your
personal folders (on page 313)

Editing information about files or folders in
your personal folders (on page 313)

Searching for files or folders in your personal
folders (on page 314)

Downloading files in your personal folders (on
page 315)

Sharing files on your Personal Meeting Room
page (on page 307)

Deleting files or folders in your personal
folders (on page 315)
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About maintaining files in your folders

Your user account includes personal storage space for files on your WebEx service
Web site.

In your personal storage space, you can:

= Create folders to organize your files.

= Edit information about any file or folder in your personal folders.
= Move or copy a file or folder to a different folder.

= Share a folder so it appears on your Personal Meeting Room page.

"  You can use this storage space to access important information when you are away from the
office. For example, if you are on a business trip and want to share a file during an online
session, you can download the file in your personal folders to a computer, and then share the
file with attendees.

= Ifyou share a folder, visitors to your Personal Meeting Room page can upload files to or
download them from the folder. For example, you can use your personal folders to exchange
documents that you share in your sessions, archive recorded meetings, and so on. For more
information about your Personal Meeting Room, see About your Personal Meeting Room (on
page 305).

Opening your personal folders, documents, and files

To store files on your WebEx service Web site, or to access files that you stored, you
must open your personal folders.

To open your personal folders:
1 Login to your WebEx service Web site, and then click My WebEx.
2 Click My Files.

The My WebEx Files page appears, showing your personal folders and files.
Depending on the settings for your WebEx Service Web site, you may see different
categories of folders and files, and you can click on the heading links to see each
category:

= My Documents

* My Recordings
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= My Event Recordings (available only in Event Center)

* My Training Recordings (available only in Training Center)

My WebEx Files Welcome, Marie Brooks

My Documents | My Recordings E E
[Search | Capacity: 50000 MB  Used: 729 KB

Name Description Bize Actions Shared

i TG KB @R R B

283 KB
ZKB
401 KB

] ]

20 ilia 29KB
Brg; reoduct shipm, 14 KB
B Rucires pastvacd  Ridandealy Wi Wete sy R/V: Rend B Weite
_S_al_ezl_;?dl_] i_-'f;:;r' All | Delete | | Copy | | Move

For details about the My WebEx Files page, see About the My WebEx Files > My
Documents page (on page 315) and About the My WebEx Files > My Recordings page
(on page 326).

Adding new folders to your personal folders

To organize your files on your WebEx service Web site, you can create folders in your
personal storage space for files.

To create a new folder:

1 Open the My Documents page. For details, see Opening your personal folders,
documents, and files (on page 310).

2 Under Action, click the Create Folder button for the folder in which you want a

new folder.

M

The Create Folder window appears.
3 In the Folder Name box, type a name for the folder.

4 Optional. In the Description box, type a description to help you to identify the
folder's contents.

5 Click OK.

311



Chapter 18: Using My WebEx

Uploading files to your personal folders
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To store files in your personal folders on your WebEx service Web site, you must
upload them from your computer or a local server.

You can upload:
= Up to three files at once

= Any file that is less than 5076K

The amount of space available for storing files is determined by your site
administrator. If you require more disk space, contact your site administrator.

To upload files to your personal folders:

1 Open the My Documents page. For details, see Opening your personal folders,
documents, and files (on page 310).

2 Locate the folder in which you want to store the file.

3 Under Action for the folder, click the Upload button for the folder in which you
want to store the file.

=

Uy

The Upload File window appears.
4 Click Browse.

The Choose File dialog box appears.
5  Select the file that you want to upload to your folder.
6 Click Open.

The file appears in the File name box.

7 Optional. In the Description box, type a description to help you to identify the
file.

8 Optional. Select up to two additional files to upload.
9 Click Upload.
The files are uploaded to the folder that you selected.

10 Once you are finished uploading files, click Finish.
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Moving or copying files or folders in your personal folders

You can move one or more files or folders to another folder on your WebEx service
Web site.

To move or copy a file or folder:

1 Open the My Documents page. For details, see Opening your personal folders,
documents, and files (on page 310).

2 Locate the file or folder that you want to move.
3 Select the check box for the file or folder that you want move.
You can select multiple files or folders.
4 Click Move or Copy.
The Move/Copy File or Folder window appears, showing a list of your folders.

5  Select the option button for the folder in which you want to move or copy the file
or folder.

6 Click OK.

Editing information about files or folders in your personal folders

You can edit the following information about a file or folder in your personal folders
on your WebEx service Web site:

= Name
= Description

You can also specify sharing options for folders that appear on your Personal Meeting
Room page. For more information, see Sharing files on your Personal Meeting Room
page (on page 307).

To edit information about a file or folder:

1 Open the My Documents page. For details, see Opening your personal folders,
documents, and files (on page 310).

2 Locate the file or folder for which you want to edit information.

3 Click the Properties icon for the file or folder for which you want to edit
information.
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The Edit File Properties or Edit Folder Properties window appears.

(= Edil Folder Properties - Windows Internet Explorer

|Edit Folder Properties

Name: pictures

¥ Description:

Size: 401 KB
Share: Mote the changes apply to all the files in this folder
(® Do not shara this foldar
O Share this folder
Share as

Read
{downlaad only, file names are nsible)
Wite
{upload only. file names are not wsibla)
Read & Write
{downlead and upload, file names are visiblz)
Allow files to be cverwritten
B passwond pratected
Password

Canfirmn

Update

# & Internet LR

= In the Description box, type a new name for the file or folder.
= In the Name box, type a new name for the file or folder.

4 Click Update.

Searching for files or folders in your personal folders
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In your personal folders on your WebEx service Web site, you can quickly locate a file
or folder by searching for it. You can search for a file or folder by text that appears in
either its name or description.

To search for a file or folder:

1 Open the My Documents page. For details, see Opening your personal folders,
documents, and files (on page 310).

2 In the Search For box type all or part of the file's name or description.

3 Click Search.

A list of any files or folders that contain the search text appears.
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Downloading files in your personal folders

In your personal folders on your WebEx service Web site, you can download any files
to your computer or a local server.

1

Open the My Documents page. For details, see Opening your personal folders,
documents, and files (on page 310).

Locate the file that you want to download.

Under Action, click the Download button for the file that you want to download.

(&)

The File Download dialog box appears.

Follow any instructions that your Web browser or operating system provides to
download the file.

Deleting files or folders in your personal folders

You can delete files or folders in your personal folders on your WebEx service Web

site.

To delete a file or folder:

1

Open the My Documents page. For details, see Opening your personal folders,
documents, and files (on page 310).

Under Name, locate the file or folder that you want to delete.
Select the check box for the file or folder that you want delete.
You can select multiple files or folders.

Click Delete.

About the My WebEXx Files > My Documents page

How to access this page

On your WebEx service Web site, click My WebEx Files > My Documents.
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What you can do here

= Store files that you use in your online sessions or that you want to access when
away from your office.

= Specify in which folders that visitors to your Personal Meeting Room can
download or upload files.

Options on this page

Link or option

Capacity

Used

Search for

(5]

Name

Path

Size

Actions

Description

The storage space available for your files, in megabytes (MB).

The amount of storage space that your files occupy, in megabytes
(MB). Once this value exceeds your capacity, you can no longer store
files until you remove existing files from your folders.

Lets you locate a file or folder by searching for it. You can search for a
file or folder by text that appears in either its name or description. To
search for a file or folder, type all or part of its name or description in
the box, and then click Search.

Click this button to refresh the information on the page.
The name of the folder or file. Click a folder or file name to open the
Folder Information page or File Information page. From the

Information page, you can access the properties of a folder or file.

|"'_-| Indicates that the item is a folder. Click the image to display
the contents of the folder.

=1 Indicates that the item is a file.

The folder hierarchy for the folder or file. The Root folder is the top-
most folder in which all other folders and files reside.

The size of the folder or file, in kilobytes (KB).

Click the icons to perform an action on the folder or file that is
associated with it.

i+ Upload file: Available only for files. Click this icon to open
B the File Upload page, on which you can select up to three
files at a time to upload to a specified folder.

r_i] Download file: Available only for files. Click this icon to
- download the file associated with it.



Link or option

Shared

Select All

Clear All

Delete

Copy

Move
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Description

Edit File Properties or Edit Folder Properties: Click this
icon to open the Edit File Properties page or Edit Folder
Properties page, on which you can edit information about
the file or folder, respectively.

[ th Create Folder: Available for folders only. Click this icon to
open the Create Folder page on which you can create a new
folder in your personal storage space.

Specifies the sharing settings for a folder; that is, how others who visit
your Personal Meetings Room can access your folder and its files.

R Read only: Visitors to your Personal Meeting Room can
view the list of files in the folder and download the files.

W Write only: Visitors to your Personal Meeting Room can
upload files to the folder, but they cannot view the files in it.

R/\W Read and write: Users can view files in the folder,
download files from the folder, and upload files to the folder.

i Password Protected: Indicates that the folder is password
protected. Visitors to your Personal Meeting Room must
provide the password you specify to access the folder.

Selects the check boxes for all the folders and files that are visible in
the list. You can then click the Copy or Move button or click the
Delete link to perform an action on the selected folders or files.

Clears the check boxes for all the folders and files that are selected in
the list.

Deletes the selected folders and files from the list.

Opens a page on which you can copy the selected folder or file to
another folder.

Opens a page on which you can move the selected folder or file to
another folder.

About the Edit Folder Properties page

How to access this page

On your WebEx service Web site, click My WebEx > My Files > Properties icon for

folder.
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What you can do here

Specify a name, a description, and sharing options for a folder that you created in your
personal folders.

Options on this page

Use this option... To...

Name Enter the name of the folder.
Description Enter the description of the folder.
Share Specify who can access this folder.

= Do not share this folder: This folder does not appear on your
Personal Meeting Room page. Thus, visitors to your page
cannot view the folder or access any files in it.

= Share this folder: This folder appears on your Personal
Meeting Room.

The drop-down list specifies which users can access the folder,
as follows:

[0 With all: All visitors to your Personal Meeting Room can
access this folder.

[0 With users with host or attendee accounts: Only visitors
to your Personal Meeting Room who have either a host
account or an attendee account on your WebEXx service
Web site can access this folder.

O With users with host accounts only: Only visitors to your
Personal Meeting Room who have a host account on your
WebEX service Web site can access this folder.

Share as Enter the name for the folder that will appear on your Personal
Meeting Room page.

Read Let visitors to your Personal Meeting Room view the list of files in the
folder and download the files.

Write Let visitors to your Personal Meeting Room upload files to the folder
but does not allow them to view the files in it.

Read & write Let users view files in the folder, download files from the folder, and
upload files to the folder.

Allow files to be Let users upload a file with the same name as an existing file in the

overwritten folder and replace the existing file. If this option is not selected, users
cannot overwrite any files in the folder.
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Use this option... To...

Password protected | Let only visitors to your Personal Meeting Room who know the
password view the list of files in the folder, download files from the
folder, or upload files to the folder, depending on the read/write
settings for the folder.

Password: The password that visitors to your Personal Meeting
Room must provide to access the folder.

Confirm: If you specified a password, type it again to verify that you
typed it correctly.

Update Save any changes that you made to folder's properties, and then
closes the Edit Folder Properties window.

Cancel Close the Edit Folder Properties window, without saving any of the
changes that you made.

Opening the My Recordings Page

To upload or maintain recordings, you must do so from the My Recordings page on
your WebEx service Web site.

To open the My Recordings page:
1 Login to your WebEx service Web site, and then click My WebEx.
2 Click My Files > My Recordings.

The My Recordings page appears, showing your recording files.

For details about the My Recordings page, see About the My WebEx Files > My
Recordings page (on page 326).

Uploading a recording file

If you recorded a meeting using the integrated or standalone WebEx Recorder, you
can upload the recording file, with a .wrf extension, from your local computer to the
My Recordings page.

For instructions on editing a recording, see Editing information about a recording (on
page 320).
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Note: If you recorded a meeting using the WebEx Network-Based Recorder (NBR), the WebEx
server automatically uploads the recording file, with an .arf extension, to the appropriate tab on
the My Recordings page once you stop the Recorder. You do not need to upload it yourself.

To upload a recording file:

1

Go to the My Recordings page. For details, see Opening the My Recordings page (on
page 319).

Click Add Recording.
On the Add Recording page, enter information and specify options.

For details about what you can do with each option on the Add/Edit Recordings
page, see About the My WebEx Files > My Recordings page (on page 326).

Click Save.

Editing information about a recording

You can edit information about a recording at any time.

To edit information about a recording:

1

Go to the My Recordings page. For details, see Opening the My Recordings page (on
page 319).

Click the following icon for the recording that you want to edit.

2

The Edit Recording page appears.
Make your changes.

For details about what you can do with each option on the Edit Recording page,
see About the My WebEx Files > My Recordings page (on page 326).

Click Save.

Sending an email to share a recording

You can send an email one or more people to share your recording with them.
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To send an email to share a recording with others:

1

4

Go to the My Recordings page. For details, see Opening the My Recordings page (on
page 319).

Click the appropriate link for your recording type:
* Meetings

= Events

= Sales Meetings

* Training Sessions

= Miscellaneous

Open the Share My Recording window:

= Click the following icon for the recording that you want to share with others.

= Click the linked name of the recording you want to share. On the Recording
Information page, click Send Email.

Send Email

The Share My Recording window appears.

7~ Shuare Wy Bocording - Micreali infernet Explorer provided by... [o B[R]

Share My Recording

Send to:

D L e 2 A
| Saleci Recyeents
[ Band 0 copy ol the amad io me

four message
[Oiptionall:

T Aclianiing re ofdeng well Bk B0l 10 ha Fbapeiily
Statun imeoting 200806 2315

June 34, 2008, %22 am San Freacmco Time
Duratsom X mins

(Sand | [ Cancel |

o i rierat e -

Select recipients for your email:
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= Click Select Recipients to select contacts from your Contacts list
= Type email addresses in the Send to list, separated by commas.
5 (Optional) Type a message in the Your message box.

6 Click Send.

Your email message will be sent to the selected recipients, and will include
information about the recording and a link to play it.

About the Add/Edit Recording page

How to access this page

If you are adding a recording...
1 Onyour WebEx service Web site, click My WebEx > My Files > My Recordings.
2 Click Add Recording.

If you are editing information about a recording...
1 Onyour WebEx service Web site, click My WebEx > My Files > My Recordings.

2 Click the More button in the row of the recording that you want to edit.

gtz
3 Click Modify.

[ Download

& Modify

L@ Disable

i Be-assign

[ Delete

What you can do here
= Edit general information about a recording, including the topic and description.

= Require a password to play or download the recording.
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Use this option....
Topic

Description

Recording file

Duration

File size
Set password

Confirm password

Playback control options

Use this option....
Panel Display Options

Chapter 18: Using My WebEx

To....
Specify the topic of the recording.

Provide a description of this recording.

Click Browse to select the recording file that resides on your
local computer.

Specify the duration of the recording.

Displays the size of the recording file. (Available only when
editing recording information.)

Set an optional password that users must provide to view the
recording.

Confirm the password that users must provide to view the
recording.

To....

Determines which panels are displayed in the recording when it
is played back. You can select any of the following panels to be
included the recording playback:

= Chat

= Q&A
= Video
= Polling
= Notes

= File Transfer
= Participants
= Table of Contents

Panel display options do not modify the panel display in the
actual recording that is stored on the WebEx network.
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Use this option.... To....
Recording Playback Determines how much of the recording is actually played back.
Range You can select either of the following:

=  Full playback: Plays back the full length of the recording.
This option is selected by default.

= Partial playback: Plays back only part of the recording
based on your settings for the following options:

[0 Start: X min X sec of the recording: Specifies the
time to start playback; for example, you can use this
option if you would like to omit the "dead time" at the
beginning of the recording, or if you would like to show
only a portion of the recording.

0 End: X min X sec of the recording: Specifies the
time to end playback; for example, you can use this
option if you would like to omit the "dead time" at the
end of the recording. You can not specify an end time
greater than the length of the actual recording.

The partial playback range you specify does not modify the
actual recording that is stored on the server.

Include NBR player Includes full Network Recording Player controls, such as stop,

controls pause, resume, fast forward, and rewind. This option is selected
by default. If you would like to prevent viewers from skipping
portions of the recording, you can turn off this option to omit
Network Recording Player controls from the playback.

About the Recording Information page

How to access this page

On your WebEx service Web site, click My WebEx > My Files > My Recordings >
[recording type] > [topic of a recording].

What you can do here

= View information about the recording.

= Play back the recording.
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= Send an email to share the recording with others.

= Download the recording.

= Enable or disable the recording

=  Open the Edit Recording page on which you can edit information about a

recording.
Options on this page

Option
Topic

Create time
Duration
Description
File size

Create time

Status

Password

Stream recording link

Download recording link

Play Now

Send Email

Description

The name of the recording. You can edit the topic at any time.
The time and date the recording was created.

The length of the recording.

A description of the recording.

The file size of the recording.

The date and time at which the recording was created.

The status of the recording. The possible options are Enable or
Disable.

Indicates whether a user must provide a password to view the
recording.

Clicking the link lets you play the recording (available only for
recording files with the .arf extension that were recorded by
NBR).

Clicking the link lets you download the recording.

Clicking the button lets you play the recording (available only for
recording files with the .arf extension that were recorded by
NBR).

If you want to download the recording, you can also click the
link for downloading under Play Recorded a meeting Now.

Clicking the button opens the Share My Recording window,
which allows you to send an email message to selected
recipients, inviting them to play your recording.

If you want to send the email with your local email client
instead, click the link for using the email client under Share My
Recording.
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Option Description

Madify Clicking the button opens the Edit Recording page.

Delete Clicking the button deletes the recording.

: Clicking the button disables the recording everywhere it is
Disahble published on your WebEx Service Web site. (Available only for
enabled recordings.)

Clicking the button enables the recording everywhere it is
Enahle published on your WebEx Service Web site. (Available only for
disabled recordings.)

Back to List ] Clicking the button returns you to the recording list.

About the My WebEXx Files > My Recordings page
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How to access this page

Log in to your WebEx service Web site, and then click My WebEx. From the left
navigation bar, click My Files > My Recordings.

What you can do here

Manage, upload, and maintain your recording files.

Options on this page
View different categories of recordings:

= Meetings

Events

Sales Meetings
* Training Sessions

= Miscellaneous
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About the My WebEXx Files > My Recordings > Meetings page

How to access this page

Log in to your WebEx service Web site, and then click My WebEx. From the left
navigation bar, click My Files > My Recordings > Meetings.

What you can do here

Manage, upload, and maintain recording files of meetings you host.

Options on this page
Option Description
@ Refreshes the information on the page.

Allows you type text to search for within recording names. Click
Search

Search to start the search.

The percentage of available personal storage space on your

WebEx Service Web site that is being used by your recordings.

This field appears only if your site administrator has turned on
You are currently using X ' the option to show personal recording storage allocation usage.
% of Y GB If this field does appear, and you exceed your personal storage
allocation, you will not be able to record meetings until some
recordings are deleted or the storage allocation is increased by
your system administrator.

The percentage of total available storage space on your WebEx
Service Web site that is being used by all recordings on your
Site storage X % of Y GB  site. If your site exceeds its storage allocation, users will not be
able to record meetings until recordings are deleted or the
storage allocation is increased by your system administrator.

Indicates a disabled recording.

@
The name of the recording. If you record a meeting on the
Tobic server, the WebEx server automatically uploads the recording to
P this page. In this case, the topic of the recording is the topic of
the meeting. You can edit the topic at any time.
Size The size of the recording.
Create Time/Date The date and time the recording was created.
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Option Description

Duration The length of the recording.

The format of the recording file.

A recording file can be in WebEx Advanced Recording Format

Format (ARF) or WebEx Recording Format (WRF). You can also store
recording files that are in Windows Media Audio/Video (WMV)
or Shockwave Flash Object (SWF) format.

Lets you play the recording (available only for recording files
with an .arf extension that were recorded by the Network-Based

L] Recorder).
If playback of the file requires a password, you must provide the
password.

"l] Lets you send an email to share this recording with others.

Displays a menu with more options for your recording:

= ¥ Download: Lets you download the recording to your
local computer.

If downloading the file requires a password, you must
provide the password.

= 1] Modify: Lets you edit information of the recording. For
details, see About the Add/Edit Recordings page (on page
322).

« 4@ Disable: Lets you disable the recording in all locations.

. kB Delete: Lets you delete the recording from this page.

Lets you upload a new recording.

Add Recording For details, see Uploading a recording file (on page 319) and
About the Add/Edit Recordings page (on page 322).

& Indicates that a recording is password-protected.

About the My WebEXx Files > My Recordings > Miscellaneous page

How to access this page

Log in to your WebEx service Web site, and then click My WebEx. From the left
navigation bar, click My Files > My Recordings > Miscellaneous.

What you can do here

Manage, upload, and maintain recording files of meetings you host.
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Option

(]

Search

You are currently using X
% of Y GB

Site storage X % of Y GB

Topic

Size
Create Time/Date

Duration

Format
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Description

Refreshes the information on the page.

Allows you type text to search for within recording names. Click
Search to start the search.

The percentage of available personal storage space on your
WebEx Service Web site that is being used by your recordings.
This field appears only if your site administrator has turned on
the option to show personal recording storage allocation usage.
If this field does appear, and you exceed your personal storage
allocation, you will not be able to record meetings until some
recordings are deleted or the storage allocation is increased by
your system administrator.

The percentage of total available storage space on your WebEx
Service Web site that is being used by all recordings on your
site. If your site exceeds its storage allocation, users will not be
able to record meetings until recordings are deleted or the
storage allocation is increased by your system administrator.

Indicates a disabled recording.

The name of the recording. If you record a meeting on the
server, the WebEx server automatically uploads the recording to
this page. In this case, the topic of the recording is the topic of
the meeting. You can edit the topic at any time.

The size of the recording.
The date and time the recording was created.
The length of the recording.

The format of the recording file.

A recording file can be in WebEx Advanced Recording Format
(ARF) or WebEx Recording Format (WRF). You can also store
recording files that are in Windows Media Audio/Video (WMV)
or Shockwave Flash Object (SWF) format.

Lets you play the recording (available only for recording files
with an .arf extension that were recorded by the Network-Based
Recorder).

If playback of the file requires a password, you must provide the
password.
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Option

5

ko

Description

Lets you send an email to share this recording with others.

Displays a menu with more options for your recording:

=« Download: Lets you download the recording to your
local computer.

If downloading the file requires a password, you must
pr_ovide the password.

i Modify: Lets you edit information of the recording. For
details, see About the Add/Edit Recordings page (on page
322).

«@ Disable: Lets you disable the recording in all locations.

i Delete: Lets you delete the recording from this page.

Indicates that a recording is password-protected.

Maintaining contact information
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If you want to... See...
get an overview of your personal address About maintaining contact information (on
book page 331)

open your personal address book

Opening your address book (on page 331)

add a new contact to your personal address | Adding a contact to your address book (on

book

page 332)

add multiple contacts to your address book at ' Importing contact information in a file to your

once

address book (on page 335)

add contacts in Microsoft Outlook to your Importing contact information from Outlook to

personal address book

your address book (on page 338)

view or change information about contacts in | Viewing and editing contact information in

your personal address book

your address book (on page 338)

find a contact in your personal address book  Finding a contact in your personal address

book (on page 339)

combine multiple contacts into a single Creating a distribution list in your address

distribution list

book (on page 340)
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If you want to... See...

edit information about a distribution list Editing a distribution list in your address book
(on page 341)

delete a contact or distribution list Deleting contact information in your address
book (on page 343)

About maintaining contact information

You can maintain a personal online address book, in which you can add information
about contacts and create distribution lists. When scheduling a meeting or starting an
instant meeting, you can quickly invite any contacts or distribution lists in your
personal address book. You can also invite contacts in the Company Address Book for
your WebEx service Web site, if one is available.

You can add contacts to your personal address book in any of the following ways:
= Specify information about contacts one at a time.
= Import contact information from your Microsoft Outlook contacts.

= Import contact information from a comma-separated/comma-delimited values
(CSV) file.

You can also edit or delete the information about any contact or distribution list in
your personal address book.

Opening your address book

You can open your personal address book on your WebEx service Web site, to view or
maintain information about your contacts.

To open your address book:

1 Login to your WebEx service Web site. For details, see Logging in to and out of the
WebEx service site (on page 292).

2 On the navigation bar at the top of the page, click My WebEx.
3 Click My Contacts.
The My WebEx Contacts page appears.
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My WebEx Contacts Welcome, Alice Helgado

View: |Personal Contacts j Export |
Import From: | Microsoft Outlook =l mport |
Search for: I Search |

Moter Search quanas confact name and email addrass figlds anly

Index: A~ B C 0 EF & HIJELMHKDIEZERESTUYW 2¥ Z & Al

Name Email Address Phone Number Language
[~ &8 Planning Committee English
[~ 8 Sales Department English
[T Christine Huliste christine @ asr. corn 1-5412-654-04 21 English
[ Jeohn Mullen [rnullen @ zwire, corm 1-408-123-4557 English
r Lisa Grantham lisag@ zilo. com 1-512-808-0001 English
[C  Lisa Wa lizyw @7 enss, corm 1-515-999-0583 English
[T Marcel Tillman mtillman & protesh. com 1-4156-888-6644 English
[l Sallen Chen schen @ micolite. com 1-512-524-1222 English

SelectAll | Clearal | Delete | Add Cortact | Add Distribution List

4 In the View drop-down list, select one of the following contact lists:

* Personal Contacts: Includes any individual contacts or distribution lists that
you added to your personal address book. If you have a Microsoft Outlook
address book or contacts folder, you can import its contacts to this list of

contacts.

* Company Address Book: Your organization's address book, which includes
any contacts that your site administrator has added to it. If your organization
uses a Microsoft Exchange Global Address List, your site administrator can

import its contacts to this address book.

Adding a contact to your address book
You can add contacts to your personal address book, one at a time.

To add a contact to your personal address book:

1 Open your personal address book. For details, see Opening your address book (on

page 331).
2 In the View drop-down list, select Personal Contacts.

A list of contacts in your Personal Contacts list appears.
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3 Click Add Contact.

The Add Contact page appears.

My WebEx Contacts

Mew Contact

Full narne:
Ermail address
Comparny

Job title

URAL

Phone number:

Phone nurnber for mobile dewice:

Famx nurmber:

Addresst:
Address2:

City:
State/Province:
ZIP/Postal code:
Country/Region:
User name:

Motes:

[requirad)

[required)

Countrg/Region Amaoreity code: Mumber
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(if known)

Extension:

f | |

Countrp/Region Amaoreity code: Mumber

Extension:

f | |

Countrp/Region Amaorcity code: Mumber

Extension:

I | |

|
|
|
—
|

(if kncwm)

4 Provide information about the contact.

5 Click Add.

-
=

Add | Cancel

For descriptions of the information and options on the New Contact page, see About
the New/Edit Contact page (on page 334).

Note:

*=  You cannot add contacts to your Company Address Book.

= Ifyou want to add multiple contacts, you can them all at once, instead of adding one contact
at a time. For details, see Importing contact information in a file to your address book (on page

335).
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About the New/Edit Contact page

334

How to access this page

On your WebEx service Web site, click My WebEx > My Contacts > Add Contact or

[check box for contact] > Edit.

What you can do here

Enter information about a new or existing contact for your personal address book.

Options on this page

Use this option...
Full name

Email address

Language

Company

Job title

URL

Phone number/Phone
number for mobile

device/Fax number

Country Code

Area or city code
Number

Extension

To...
Enter the contact's first and last name.

Enter the contact's email address.

Set the language in which any email messages that you send to
the contact using your WebEXx service site appear.

Available only if your WebEx service Web site can be displayed in
two or more languages.

Enter the company or organization for which the contact works.
Enter the contact's position in a company or organization.

Enter the URL, or Web address, for the contact's company or
organization.

Enter the contact's phone numbers. For each number, you can

specify the following:

Specify the number that you must dial if the contact resides in
another country. To select a different country code, click the link to
display the display the Country Code window. From the drop-
down list, select the country in which the contact resides.

Enter the area or city code for the contact's phone number.

Enter the phone number.

Enter the extension for the phone number, if any.
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Use this option... To...

Address 1 Enter the contact's street address.

Address 2 Enter additional address information, if necessary.
State/Province Enter the contact's state or province.

ZIP/Postal code Enter the contact's ZIP or postal code.

Country Enter the country in which the contact resides.

Username Enter the username with which the user logs in to your WebEx

service Web site, if the contact has a user account.

Notes Enter any additional information about the contact.

Importing contact information in a file to your address book

You can add information about multiple contacts simultaneously to your personal
address book, by importing a comma-separated values (CSV) file. A CSV file has the
.csv file extension; you can export information from many spreadsheet and email
programs in CSV format.

To create a CSV file:

1 Open your address book. For details, see Opening your address book (on page 331).
2 In the View drop-down list, ensure that Personal Address Book is selected.

3 Click Export.

4 Save the .csv file to your computer.

5 Open the .csv file that you saved in a spreadsheet program, such as Microsoft
Excel.

6 Optional. If contact information exists in the file, you can delete it.

7 Specify information about the new contacts in the .csv file.

Important: If you add a new contact, ensure that the UID field is blank. For information
about the fields in the .csv file, see About the Contact Information CSV template (on page 336).

8 Save the .csv file. Ensure that you save it as a .csv file.

To import a CSV file containing new contact information:

1 Open your address book. For details, see Opening your address book (on page 331).
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2 In the View drop-down list, ensure that Personal Contacts is selected.
3 In the Import From drop-down list, select Comma Delimited Files.

4 Click Import.

5 Select the .csv file in which you added new contact information.

6 Click Open.

7 Click Upload File.

The View Personal Contacts page appears, allowing you to review the contact
information you are importing.

8 Click Submit.
A confirmation message appears.

9 Click Yes.

Note: If an error exists in any new or updated contact information, a message appears, informing
you that no contact information was imported.

About the Contact Information CSV template

336

How to access this template

On your WebEx service Web site, click My WebEx > My Contacts > View > Personal
Address Book > Export.

What you can do here

Specify information about multiple contacts, which you can then import to your

personal address book.

Fields in this template

Option Description

UuID A number that your WebEXx service site creates to identify the contact. If
you add a new contact to the CSV file, you must leave this field blank.

Name Required. The contact's first and last name.



Option

Email

Company
JobTitle
URL

OffCntry

OffArea
OffLoc
OffExt

CellCntry

CellArea
CellLoc
CellExt

FaxCntry

FaxArea
FaxLoc
FaxExt
Address 1
Address 2
State/Province
ZIP/Postal
Country

Username

Notes
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Description

Required. The contact's email address. The email address must be in
the following format:

name@company.com

The company or organization for which the contact works.

The contact's position in a company or organization.

The URL, or Web address, for the contact's company or organization.

The country code for the contact's office phone-that is, the number that
you must dial if the contact resides in another country.

The area or city code for the contact's office phone number.
The contact's office phone number.
The extension for the contact's office phone number, if any.

The country code for the contact's cellular or mobile phone-that is, the
number that you must dial if the contact resides in another country.

The area or city code for the contact's cellular or mobile phone number.
The contact's cellular or mobile phone number.
The extension for the contact's cellular or mobile phone number, if any.

The country code for the contact's fax number-that is, the number that
you must dial if the contact resides in another country.

The area or city code for the contact's fax number.
The contact's fax number.

The extension for the contact's fax machine, if any.
The contact's street address.

The additional address information, if necessary.
The contact's state or province.

The contact's ZIP or postal code.

The country in which the contact resides.

The user name with which the user logs in to your WebEx service Web
site, if the contact has a user account.

Any additional information about the contact.
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Importing contact information from Outlook to your address
book

If you use Microsoft Outlook, you can import the contacts that you maintain in your
Microsoft Outlook address book or folder to your personal address book on your
WebEx service Web site.

To import contacts from Outlook to your personal address book:
1 Open your address book. For details, see Opening your address book (on page 331).
2 In the View drop-down list, select Personal Contacts.
3 In the Import from drop-down list, select Microsoft Outlook.
4 Click Import.
The Choose Profile dialog box appears.

5 In the Profile Name drop-down list, select the Outlook user profile that includes
the contact information that you want to import.

6 Click OK.

Note:

=  When you import contacts in Outlook, your WebEx service Web site retrieves contact
information from the Outlook address book or folder in which you have chosen to keep
personal addresses. For information about keeping personal addresses in Outlook, refer to
Microsoft Outlook Help.

= Ifyour personal address book already includes a contact who is also in your Outlook contacts
list, the contact is not imported. However, if you change the contact's email address in your
personal address book, importing the contact from Outlook creates a new contact in your
personal address book.

Viewing and editing contact information in your address book

In your personal address book, you can view and edit information about individual
contacts in your Personal Contacts list. You can view, but not edit, information about
contacts in your Company Address Book.

To view or edit contact information:

1 Open your address book. For details, see Opening your address book (on page 331).
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In the View drop-down list, select one of the following:
= Personal Contacts

* Company Address Book

A list of contacts appears.

Locate the contact whose information you want to view or edit. For details about
locating a contact, see Finding a contact in your personal address book (on page
339).

Under Name, select the contact whose information you want to view or edit.
Do one of the following:

= If the contact is in your Personal Contacts list, click Edit.

= If the contact is in your Company Address Book, click View Info.
Information about the contact appears.

Optional. If the contact is in your Personal Contacts list, edit the information that
you want to change on the Edit Contact's Information page.

For descriptions of the information and options of the Edit Contact's Information
page, see About the New/Edit Contact page (on page 334).

Click OK.

Finding a contact in your personal address book

You can quickly locate a contact in your personal address book, using one of several
methods.

To search for a contact in your address book:

1

2

3

Open your address book. For details, see Opening your address book (on page 331).
In the View drop-down list, select a contacts list.
Do any of the following:

= In the Index, click a letter of the alphabet to display a list of contacts whose
names begin with that letter. For example, the name Susan Jones appears
under S.

= To search for a contact in the list you are currently viewing, type text that
appears in either the contact's name or email address in the Search for box,
and then click Search.
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= If the entire list of contacts does not fit on a single page, view another page by
clicking the links for the page numbers.

= Sort your personal contacts or company address book by name, email address,
or phone number by clicking the column headings.

Creating a distribution list in your address book

340

You can create distribution lists for your personal address book. A distribution list
includes two or more contacts for which you provide a common name and appears in
your Personal Contacts list. For example, you can create a distribution list named
Sales Department, which includes contacts who are members of your Sales
Department. If you want to invite members of the department to a meeting, you can
select the group rather than each member individually.

To create a distribution list:
1 Open your address book. For details, see Opening your address book (on page 331).
2 Click Add Distribution List.

The Add Distribution List page appears.

Add Distribution List

Dimtribution List Inlomistion:

Hamie i—

: =
M R
| 3
Hamberes
Smaik Ga
Porsonal ooryisets Sirbrbea] Oervims
Index: &
"
Ay
dRAmeree
Add Cosinn

Had| ‘Corvnl|

3 In the Name box, type the name of the group.
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Optional. In the Description box, type descriptive information about the group.

Under Members, locate the contacts that you want to add to the distribution list,
by doing any of the following:

= Search for a contact, by typing all or part of the contact's first or last name in
the Search box.

= Click the letter that corresponds to the first letter of the contact's first name.
= Click All to list all contacts in your Personal Contacts list.

Optional. To add a new contact to your Personal Contacts list, under Members,
click Add Contact.

In the box on the left, select the contacts that you want to add to the distribution
list.

Click Add to move contacts you selected to the box on the right.
After you finish adding contacts to the distribution list, click Add to create the list.

In your Personal Contacts list, the Distribution List indicator appears to the left of
the new distribution list:

|'F'Iannin|:| Crommmith ee

For descriptions of the information and options on the Add Distribution List page, see
About the Add/Edit Distribution List page (on page 342).

Editing a distribution list in your address book

You can add or remove contacts from any distribution list that you have created for
your personal address book. You can also change a group's name or descriptive
information.

To edit a distribution list:

1

2

Open your address book. For details, see Opening your address book (on page 331).
In the View drop-down list, select Personal Contacts.

A list of the contacts in your Personal Contacts list appears, including any
distribution lists that you have created. The Distribution List indicator appears to
the left of a distribution list:

I-F'Iannincl Comrmittes
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Under Name, select the name of the distribution list. The Edit Distribution List

page appears.

Edit Distribution List

Distribution List Information:

Marme: |Distributors

(Required)

Dles aription:

Members

Search:

Personal contacts

Use Ctrl to select multiple
users

Christine Huliste
Lisa Grantharm
Marcel Tillrman
Sallen Chen

Add Cantact |

SuperGizmo distributors
for Western Region.

o

Add> |
«Remowve |

[
=

Selected contacts

John kullen
Lisa Wh'ai

Cancell

3 Edit information about the distribution list.

4 Click Update.

For descriptions of the information and options on the Edit Distribution List page, see
About the Add/Edit Distribution List (on page 342).

About the Add/Edit Distribution List page

How to access this page

On your WebEx service Web site, click My WebEx > My Contacts > Add Distribution
List. Or, select distribution list in Personal Contacts list.
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What you can do here

Add contacts to your distribution list or remove contacts from your distribution list.

Options on this page

Use this option...

Name

Description

Search

Index

Add>
<Remove

Add Contact

Add

Update

To...

Enter the name of the distribution list. For example, if you want to
add a distribution list that includes members of your company's
sales department, you might name the list Sales Department.

Optionally enter descriptive information about the distribution list,
to help you identify it later.

Find a contact, by typing all or part of the contact's first or last
name.

Find a contact, by clicking the letter that corresponds to the first
letter of the contact's first name. To list contacts for which you

identified with a number, click #. To list all contacts in your
Personal Contacts list, click All.

Add a one or more selected contacts to your distribution list.
Remove one or more selected contacts from your distribution list.

Add a new contact to your Personal Contacts list and add the
contact to your distribution list.

Add a new distribution list to your Personal Contacts list.

Update an existing distribution list that you have edited.

Deleting contact information in your address book

You can delete any contact or distribution lists that you have added to your personal

address book.

To delete a contact or contact group:

1 Open your address book. For details, see Opening your address book (on page 331).

2 Inthe View drop-down list, select Personal Contacts.
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In the list that appears, select the check box for the contact or distribution list that
you want to delete.

Click Delete.
A message appears, asking you to confirm the deletion.

Click OK.

Maintaining your user profile

If you want to... See...

get an overview of maintaining your user About maintaining your user profile (on page
profile 344)

edit your user profile Editing your user profile (on page 351)

About maintaining your user profile

344

Once you obtain a user account, you can edit your user profile at any time to do the
following:

Maintain personal information, including your

= Full name

= Username (if your site administrator provides this option)
= Password

= Contact information (including your street address, email address, and phone
numbers)

= Tracking codes that your organization uses to keep records of your meetings
(such as project, department, and division numbers)

Specify whether to display links to your company's partner sites in the My WebEx
navigation bar, if your site administrator set up partner links

Manage any scheduling templates that you saved

Set options for your Personal Meeting Room options, including the images and
welcome message that appear on the page

Set default options for your online sessions, including
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= The default session type that you want to use, if your account includes
multiple session types

=  Whether your scheduled meetings are automatically removed from your list of
meetings once the meeting ends

=  Whether the Quick Start page appears in the content viewer once you start a
meeting

= The users who can schedule meetings on your behalf

Set Web site preferences, including:

* The home page that appears when you access your WebEx service Web site
= The time zone in which meeting times appear

* The language in which your Web site displays text, if your site includes
multiple languages

* Thelocale (the format in which your Web site displays dates, times, currency
values, and numbers)

About the My WebEx Profile page

How to access this template

On your WebEx service Web site, click My WebEx > My Profile.

What you can do here

Manage the following:

Account information

Personal information

Partner integration options

Scheduling templates (does not apply to Support Center)
Personal Meeting Room information

Meeting options

Web page preferences, including your home page and language

Support Center CSR Dashboard options (Support Center only)
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Personal Information options

Use this option...
Username

Change Password

Call-in authentication

Call-back

PIN

346

To...

Specify the username for your account. You can change this
name only if the administrator for your WebEx service Web site
provides this option.

Tip: If you need to change your username, but cannot edit it on
this page, ask your site administrator to change your username
or create a new account for you.

= Old password: Type the old password for your account.

= New password: Specify the new password for your
account. A password:

O Must contain at least four characters
[0 Can consist of a maximum of 32 characters

[0 Caninclude any letters, numbers, or special
characters, but not spaces

[0 Is case sensitive

= Retype New password: Verify that you typed your
password correctly in the New password box.

If enabled by your site administrator, allows you to be
authenticated and placed into the correct teleconference without
needing to enter a meeting number whenever you dial into any
CLI (caller line identification) or ANI (automatic number
identification) enabled teleconference. Selecting this option for a
phone number in your user profile maps your email address to
that phone number. Caller authentication is available only if you
have been invited to a CLI/ANI enabled teleconference by email
during the meeting scheduling process. Caller authentication is
not available if you are dialing in to a CLI/ANI enabled
teleconference.

When selected for a phone number in your user profile, allows
you to receive a call from the teleconferencing service if it is
using an integrated call-back feature. If your site includes the
international call-back option, participants in other countries
receive a call back. For more information about this option, ask
your site administrator.

If enabled by your site administrator, allows you specify a call-in
authentication PIN to prevent “spoofers” from using your
number to dial into a teleconference. If your site administrator
sets the authentication PIN as mandatory for all accounts using
call-in authentication on your site, you must specify a PIN
number or caller authentication will be disabled for your
account. This option is available only if you have selected the
Call-in authentication option for at least one of the phone
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Use this option... To...
numbers in your profile. The PIN can also be used to provide a
secondary level of authentication for calls where the host is
using the phone and may need to invite additional attendees.

Other personal Enter any personal information that you want to maintain in your
information options profile.

Partner integration options

Your site administrator can set up custom links to the Web sites of your company's
partners, and then display the links on the My WebEx navigation bar. For example, if
your company uses another company's Web site to provide a service, your site
administrator can provide a link to that company's site in your My WebEx navigation
bar. You can then show or hide that link.

Use this option.... To....

Display partner links in Shows or hides partner site links in the My WebEx navigation
My WebEx bar.

Calendar Work Hours options

Use these options to specify working hours to use with scheduling calendars.

Use this option... To...
Start time Select the start time for your daily work calendar.
End time Select the end time for your daily work calendar.

Scheduling template options

Use these options to manage scheduling templates that you set up using the
scheduling options on your site.

Use this option... To...

Get Info Shows the settings you set for the selected template.

Edit Opens the scheduling options on your site for the selected
template.

Delete Removes the selected template from your profile.
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348

Use this option...
Select All

To...

Selects all the scheduling templates, allowing you to delete
them all at once.

Personal Meeting Room options

Use this option...

Personal Meeting Room
URL

Welcome Message

Upload Image

Customize branding of
header area

To...

Go to your Personal Meeting Room page. You can click the
URL from the My Profile page to preview your current Personal
Meeting Room page.

Your Personal Meeting Room page shows online sessions that
you scheduled and any in-progress sessions that you are
currently hosting.

Users to whom you provide your personal URL can use this
page to join any meeting that you are hosting. They can also
download files in any folders that you share.

Enter the message that appears on your Personal Meeting
Room page. A message can be a maximum of 128 characters,
including spaces and punctuation.

To specify a message, type it in the box, and then click Update.

Upload an image file from your computer or another computer
on your network to your Personal Meeting Room page. For
example, you can upload a picture of yourself, your company's
logo, or a picture of your company's product. Visitors to your
page can see the image that you upload.

The image can be an maximum of 160 pixels wide. If you
upload a larger image, its width is automatically reduced to 160
pixels. However, the image's aspect ratio is maintained.

Browse: Lets you locate an image.
Upload: Uploads the image that you selected.

Current Image: Displays the image that currently appears on
your Personal Meeting Room page.

Delete: Removes the current image from your Personal
Meeting Room page. This button is available only if you have
uploaded an image for the page.

Upload a banner image to the non-scrolling header area for
your Personal Meeting Room page. For example, you can
upload your company's logo or an advertisement. Visitors to
your page can see the image that you upload. Available only if
your site administrator has turned on this option for your
account.

The image can be an maximum of 75 pixels high. If you upload



Use this option...

Chapter 18: Using My WebEx

To...
a larger image, its height is automatically reduced to 75 pixels.
However, the image's aspect ratio is maintained.

Browse: Lets you locate a banner image.
Upload: Uploads the banner image that you selected.

Current Image: Displays the banner image that currently
appears on your Personal Meeting Room page.

Delete: Removes the current banner image from your Personal
Meeting Room page. This button is available only if you have
uploaded an image for the page.

Productivity Tools Options

Use this option....

Automatically download
Productivity Tools when
logging in to the WebEx
service site

Session Options

Use this option...

Automatically delete
meetings from My
Meetings when
completed

Default session type

To....

Specify that WebEx Productivity Tools should be downloaded
automatically when you log in to the WebEXx service site. If this
option is turned off, you can still download Productivity Tools
manually.

To...

Specify that once a scheduled meeting ends, the meeting is
automatically removed from your list of scheduled meetings on
the My Meetings page, if the scheduled starting time has
passed. If you do not select this option, the meeting remains on
your list of meetings until you delete it.

You can change this default setting when scheduling a meeting.
Applies only to meetings and sales meeting. Does not apply to
events, support sessions, or training sessions.

Specify the default session type that you host, if your user
account lets you host different types of online sessions.

For more information about session types, ask the site
administrator for your WebEX service.

You can change this default setting when scheduling a meeting.
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Use this option... To...

Quick Start Specify whether the Quick Start page appears in the content
viewer once you start a meeting. The Quick Start lets you start
sharing activities quickly, as an alternative to starting them from
a menu or toolbar.

=  Show Quick Start to host and presenter: The Quick Start
appears in the content viewer for the host and presenter.

= Show Quick Start to attendees: The Quick Start appears
in the content viewer for attendees. Select this option only if
you intend to let attendees share information during your
meetings.

You can change this default setting when scheduling a meeting.
Scheduling permission Type the email addresses for any users whom you want to let

schedule meetings for you. Separate email addresses with
either a comma or a semicolon.

Select From Host List: Open the Select Host page, which
contains a list of all users who have accounts on your WebEx
service Web site. On this page, you can select users whom you
want to let schedule meetings for you.

Web page preferences options

Use this option... To...

Home page Set the first page that appears when you access your WebEXx service
Web site.
Time zone Set the time zone in which you reside.

If you select a time zone for which daylight saving time (DST) is in
effect, your WebEx service Web site automatically adjusts its clock for
daylight saving time

Note: The selected time zone appears:

=  Only on your view of your WebEx service Web site, not other
users' views

= Inall meeting invitations that you send using your WebEx service
Web site
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Use this option... To...

Language Set the language in which your WebEXx service Web site displays text.

Note: The languages that appear in this list are limited to the languages
that have been set up for your Web site.

Locale Set the format in which your Web site displays dates, times, currency

values, and numbers.

Editing your user profile

Once you obtain a user account, you can edit your user profile at any time to change
account login information, contact information, and other options available for your
account.

To edit your user profile:

1

4

5

Log in to your WebEx service Web site. For details, see Logging in to and out of the
WebEx service site (on page 292).

On the navigation bar, click My WebEx.
Click My Profile.
Edit the information on the page.

When you are finished editing your user profile, click Update.

For descriptions of the information and options on the My Profile page, see About the
My WebEx Profile page (on page 345).

Managing scheduling templates

If you want to... See...

get an overview of managing your scheduling = About managing scheduling templates (on

templates page 352)

view, edit, or delete a scheduling template Managing scheduling templates (on page
352)
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About managing scheduling templates

Scheduling templates let you save the options you set for a meeting for later use. Once
you save a scheduling template, you can use it to quickly schedule another meeting,
instead of setting the same options again. If you saved a scheduling template using the
Save As Template option when scheduling a meeting, you can manage the template, as
follows:

= View the options you set in the template.
= Edit the options you set in the template.

* Delete the template.

Managing scheduling templates

352

You can view, edit, or delete any scheduling templates that you saved.

To manage scheduling templates:

1 Login to your WebEx service Web site. For details, see Logging in to and out of the
WebEx service site (on page 292).

2 On the navigation bar, click My WebEx.
3 Click My Profile.
The My Profile page appears.

4 Under Scheduling Templates, select a template in the list.

Scheduling Templates

Use Cirl to select multiple templates

MC: Registrahon Raguired Gedinf >
MC: Staff Meaeting e

MC: Markting Team Meeting Edit
Delete

Selectall
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Option Description

Topic The name of the recording. You can edit the topic at any time.
Create time The time and date the recording was created.

Duration The length of the recording.

Description A description of the recording.

File size The file size of the recording.

Create time The date and time at which the recording was created.

Status The status of the recording. The possible options are Enable or

Disable.

Indicates whether a user must provide a password to view the
Password

recording.
Clicking the link lets you play the recording (available only for
Stream recording link recording files with the .arf extension that were recorded by

NBR).
Download recording link | Clicking the link lets you download the recording.

Clicking the button lets you play the recording (available only for
recording files with the .arf extension that were recorded by

Play Now NBR).

If you want to download the recording, you can also click the
link for downloading under Play Recorded a meeting Now.

Clicking the button opens the Share My Recording window,
which allows you to send an email message to selected

= recipients, inviting them to play your recording.
Send Email T o
If you want to send the email with your local email client

instead, click the link for using the email client under Share My

Recording.
Medity Clicking the button opens the Edit Recording page.
Delete Clicking the button deletes the recording.

Clicking the button disables the recording everywhere it is
Disahle published on your WebEx Service Web site. (Available only for
enabled recordings.)

Enahle Clicking the button enables the recording everywhere it is
published on your WebEx Service Web site. (Available only for
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Option Description

disabled recordings.)

Back to List Clicking the button returns you to the recording list.

Maintaining your Personal Conference number
accounts or Cisco Unified MeetingPlace audio
conferencing account

If you want to...
get an overview of maintaining your Personal
Conference number (PCN) accounts

add or edit a PCN account to obtain audio
conferencing numbers or specify access
codes

use your PCN account

delete a PCN account

get an overview of maintaining Cisco Unified
MeetingPlace audio conferencing account
numbers

reset the password for your Cisco Unified
MeetingPlace audio conferencing account

See...

About maintaining Personal Conference
number accounts (on page 354)

Adding or editing a Personal Conference
number account (on page 355)

Using your Personal Conference numbers
(on page 359)

Deleting a Personal Conference number
account (on page 360)

About maintaining Cisco Unified
MeetingPlace audio conferencing account
numbers (on page 355)

Resetting the password for your Cisco Unified

MeetingPlace audio conferencing account
number (on page 361)

About maintaining Personal Conference number accounts

354

If your WebEx service website includes the Personal Conferencing feature and the
Personal Conference number (PCN) option, you can create up to three PCN accounts.
When scheduling a Personal Conference meeting, you can select a PCN account to use
for your the audio portion of the Personal Conference meeting. You can also use your
PCN account to start an instant audio conference from any phone, without scheduling

it first.
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Your PCN account also specifies the access code that you want to use to start the audio
portion of the Personal Conference meeting, and the access codes that you want
attendees to use to join the audio portion of the Personal Conference meeting.

You can delete a personal audio conferencing account at any time.

About maintaining Cisco Unified MeetingPlace audio
conferencing account numbers

If your site includes support for Cisco Unified MeetingPlace audio conferencing, you
should already have a Cisco Unified MeetingPlace audio conferencing account
assigned to you. With your account, you can use Cisco Unified MeetingPlace audio in
your meetings and in MeetingPlace Personal Conference meetings.

Your account number includes a toll number to call as well as a Cisco Unified
MeetingPlace profile number. For additional security, you can specify or reset a profile
password that can be used to authenticate your account. You can also synchronize
your account settings for your WebEx and Cisco Unified MeetingPlace accounts.

Adding or editing a Personal Conference number account

You can add up to three Personal Conference number (PCN) accounts. You can edit a
PCN account at any time to change the following:

= The access code that you want to use to start the audio portion of the Personal
Conference meeting

= The access codes that you want participants to use to join the audio portion of the
Personal Conference meeting

To add or edit a Personal Conference number account:
1 Login to your WebEx service Web website, and then select My WebEx.
2 Select Personal Conferencing.

The Personal Conferencing page appears.

355



Chapter 18: Using My WebEx

My WebEx Personal Conferencing Welcome, Neil Griffiths

(2]

Personal Conference Number

Your Personal Conference Numbers are:

Callsin toll-dree number (US' Canedaj:  1-650=3204858 Show all woll-frés dialing restriction
Calln toll number (U5 Canada):  1-650-420-4858
Backup call-in toll number (U5 Canadaj: 1-630-420-4858

PIN:
Accounts {You can 524 up o thres Personal Confersnc e Humbsr accounts for your profils.)
Account 1 (Delault) Edit |
Host access code 2004 TE0A

Attendes accass code: 20021384

Attendes join before host: Mot allowed

3 Select Add Account or, if you have already added an account, Select Edit by that
account.

The Add/Edit Personal Conference Number page appears.

Add Personal Conference Number

An astenisk(”) indicates reguired information.

" Host access code:

" Attendes acc ess code:

[T Allow attendee join before hast

4 Edit the information on the page.
5 When you are finished add or editing the account, select Close.

For descriptions of the information and options on the Personal Conferencing page,
see the topic About the Personal Conferencing page (on page 357).

For descriptions of the information and options on the Add/Edit Personal Conference
Number page, see the topic About the Add/Edit Personal Conference Number page (on
page 358).
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About the Personal Conferencing page

How to access this page

On your WebEx service Web site, click My WebEx > Personal Conferencing.

What you can do here

= Add, edit, or delete a Personal Conference number (PCN) account.

= View information about your existing PCN accounts.

= Ifyou are a MeetingPlace user, view information about your Cisco Unified
MeetingPlace Audio Conferencing account and change your profile password.

Options on this page for Personal Conference number accounts only

Option

Personal Conference
number

Account [X]

Description

Shows the numbers for your Personal Conference number (PCN)
accounts.

With a PCN account, you can use the same conference numbers for
all your meetings, including Personal Conference meetings that you
schedule on your WebEXx service Web site or that you start instantly
from a phone.

A PCN account also lets you specify the access codes that you want
to use to start the audio portion of the Personal Conference meeting,
and the access codes that you want attendees to use to join the audio
portion.

For details about the information in a Personal Conference number
account, see About the Add/Edit Personal Conference Number page
(on page 358).

Allows you to add a new Personal Conference number (PCN)
accounts or view and edit information about each of your PCN
accounts.

Add account: Opens the Create Personal Conference Number page,
on which you can obtain a Personal Conference number (PCN)
account. Appears only if you have not yet added the maximum of
three accounts.

Default account: Indicates that the PCN account is the default
account that is selected when you schedule a Personal Conference
meeting.

Set as default: If you set up more than one PCN account, you can
click this link to specify which account is your default account.
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Option
Edit

Delete

Description

Opens the Edit Personal Conference Number page, on which you can
change the access codes for your PCN account.

For details about the information in a PCN account, see About the
Create/Edit Personal Conference Number (on page 358).

Deletes the Personal Conference number (PCN) account from your
user profile.

Important: If you delete a PCN account that you have already
selected for a scheduled a meeting, you must edit the meeting to
select another PCN account or voice-conferencing option.

Options on this page for MeetingPlace users only

Option
Toll Number

Cisco Unified
MeetingPlace profile
number

Reset Profile
Password

Description

Shows the toll telephone number for your Cisco Unified MeetingPlace
audio conferencing account.

Shows your Cisco Unified MeetingPlace audio conferencing account
profile number.

Allows you to reset your Cisco Unified MeetingPlace audio conferencing
account profile personal identification number (PIN) in order to provide an
additional level of security to your audio account.

About the Add/Edit Personal Conference Number page

358

How to access this page

On your WebEx service website, click My WebEx > Personal Conferencing > Add

Account or Edit.

What you can do here

Specify the audio conference access codes that you must provide to start the audio
portion of a Personal Conference meeting or that attendees must provide to join the
audio portion of a Personal Conference meeting.
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Use this option... To...
Access code Specify the the access code.:

= Host access code: Specify the access code that you must
enter when you start a Personal Conference meeting. This
code must be 8 digits in length.

= Attendee access code: Specify the access code that
attendees must enter to join the audio portion of a Personal
Conference meeting. This code must be 8 digits in length.

Allow attendee to join Allows attendees to join a Personal Conference meeting before
before host the host starts it.

Using your Personal Conference numbers

Once you add a Personal Conference number (PCN) account, the account
information provides the call-in numbers and access codes that you and attendees use
to participate in the audio portion of a Personal Conference meeting.

To use your PCN account for a scheduled Personal Conference meeting:

1 When scheduling your meeting, on the Required Information page of the
Advanced Scheduler, select the Personal Conference meeting type.

2 On the Audio Conference page, select a Personal Conference number account
when setting audio conference options for the meeting.

3 At the scheduled time, dial the call-in number for your PCN account.
4 Follow the voice instructions to provide your access code.

Each invited attendee receives an email message containing the call-in number and the
attendee access code that you assigned to him or her.

Controlling the audio portion of a Personal Conference meeting

If you use your Personal Conference number (PCN) account to start the audio
portion of a Personal Conference meeting, you and the participants can use the
following keypad commands:
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Host commands
To... Enter...
Dial the phone number of a participant whom you *1

want to add to the audio conference

Lock the audio conference, preventing anyone else *5
from joining it

Unlock the audio conference *5
Mute your microphone *6
Unmute your microphone *6
Let participants continue the audio conference *8

without the host Then hang up your phone.

Mute all attendees ##
Unmute all attendees 99
Play the participant count *#
Hear all keypad commands that you can use *x

Attendee commands

To... Enter...
Mute your microphone *6
Unmute your microphone *6
Play the participant count *#
Hear all keypad commands that you can use *k

Deleting a Personal Conference number account

You can delete a Personal Conference number (PCN) account at any time.
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To delete a Personal Conference number account:
1 Login to your WebEx service Web site, and then select My WebEx.
2 Select Personal Conferencing.
The Personal Conferencing page appears, showing your PCN accounts.
3 Under the account that you want to delete, select Delete.
A confirmation message appears.

4 Click OK.

Resetting the password for your Cisco Unified MeetingPlace audio
conferencing account number

If your site includes support for Cisco Unified MeetingPlace audio conferencing, you
should already have a Cisco Unified MeetingPlace audio conferencing account
assigned to you. You can change the password or personal identification number
(PIN) for your Cisco Unified MeetingPlace audio conferencing account.

To add or edit a Personal Conference number account:
1 Login to your WebEx service Web website, and then select My WebEx.
2 Select Personal Conferencing.

The Personal Conferencing page appears.
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My WebEx Personal Conferencing Welcome, David
(2]
Cisco Unified MeetingPlace Audio Conferencing Account

Toll Numbser: 1-650-4254 868
Cizco Unified MestingPlac & piofile numbser: 87288162

Reset Profile Password:

Your Profile Password provides an additional level of security 1o your audio account
Fasswords muesi be numesnic only and between 5 and 24 digits i length.

T

TS

| Submit |

Synchronize Account Settings
Synchronize audio sattings for your WebEx and Cisco Unified MeetingPlace acooums

Sync |

3 Under Reset Profile Password, in the New profile password and Confirm profile
password boxes, type new a new personal password that contains only numbers
and is between 5 and 24 digits in length.

4 To synchronize your account settings for your WebEx and Cisco Unified
MeetingPlace accounts, click Sync.

Generating Reports

If you want to... See...

get an overview of what reports you can About generating reports (on page 362)
generate from your WebEXx service Web site

generate usage reports that provide Generating reports (on page 363)
information about each session that you have
hosted on your site

About generating reports

If your user account includes the reports option, you can view the following reports:
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Note:

=  For some reports, if you click on the report link within 15 minutes after the meeting
ends, you will see a preliminary version of that report. The preliminary report provides
quick access to data before the final, more accurate data is available. The preliminary
report contains only a subset of the information that is available in the final report.

=  When the final, more accurate data is available, which is usually 24 hours after the
meeting ends, the preliminary report is replaced by the final report.

*=  You can download both preliminary reports and final reports as comma-separated
values (CSV) files.

General Meeting Usage reports

These reports contains information about each online session that you host. You can
view the following reports:

= Summary Usage report: Contains summary information about each meeting
including topic, date, start and end time, duration, number of attendees you
invited, number of invited attendees who attended, and type of voice conference
you used.

Note: Initially, this report appears as a Preliminary Usage Summary Report, but after the
final, more accurate usage data is available, it is replaced by the Final Usage Summary
Report.

= Summary Usage report CSV (comma-separated values) file: Contains additional
details about each meeting, including the minutes that all participants were
connected to the meeting and tracking codes.

= Session Detail report: Contains detailed information about each participant in a
meeting, including the time the participant joined and left the meeting, the
attentiveness during the meeting, and any information that the attendee provided.

Note: Initially, this report appears as a Preliminary Session Detail Report, but after the final,
more accurate session detail data is available, it is replaced by the Final Session Detail Report.

Access Anywhere usage report

This report shows information about the computers that you access remotely,
including the date and start and end times for each session.

Generating reports

You can generate usage reports that provide information about each online meeting
that you have hosted on your site.
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364

You can export or download the data to a comma-separated values (CSV) file which
you can then open in a spreadsheet program such as Microsoft Excel. You can also
print reports in a printer-friendly format.

To generate a report:

1

2

Log in to your WebEx service Web site, and then click My WebEx.
Click My Reports.

The My Reports page appears.

Choose the type of report you want to generate.

Specify your search criteria, such as a date range for which you want to view report
data.

Click Display Report.
To change the order in which report data is sorted, click the column headings.

The report data is sorted by the column that has an arrow next to the column
heading. To reverse the sort order, click the column heading. To sort using
another column, click that column's heading.

Do one of the following, as appropriate:

= Ifyou are viewing a general meeting usage report and want to display the
report in a format that is suitable for printing, click Printer-Friendly Format.

If you are viewing the usage report for a meeting and want to view the content in
the report, click the link for the meeting name.

To export the report data in comma-separated values (CSV) format, click Export
Report or Export.

10 If available, click links on the report to display more details.
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