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If you want to...
get an overview of setting up Meeting Center

set up Meeting Center for Windows
remove Meeting Center from your computer
make sure your system can handle Universal

Communications Format (UCF) media files

get an overview of setting up WebEx Connect

Setting up and Preparing for
a Meeting

See...
About setting up Meeting Center (on page 1)

Setting up Meeting Center for Windows (on
page 2)

Uninstalling Meeting Center for Windows (on
page 3)

Checking your system for UCF Compatibility
(on page 4)

About WebEx Connect (on page 5)

About setting up Meeting Center

To participate in a meeting, you must set up Meeting Center on your computer. Once
you schedule, start, or join a meeting for the first time, your meeting service Web site
starts the setup process. However, to save time, you can set up the application at any
time before scheduling, starting, or joining a meeting.
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Setting up Meeting Center

If you want to... See...

get an overview of system requirements System requirements for Meeting Center for
Windows (on page 2)

set up Meeting Center for Windows Setting up Meeting Center for Windows (on
page 2)

check your system for UCF compatibility Checking your system for UCF Compatibility
(on page 4)

System requirements for Meeting Center for Windows

You can find the system requirements and other information about compatible
browsers and operating systems on the User Guides page for your service:

1 Log in to your WebEx Meeting Center site.
2 On the WebEx Meeting Center navigation bar, click Support > User Guides.

3 On the right side of the page, under Release Notes and FAQs, click the link for
release notes.

Setting up Meeting Center for Windows

Before installing Meeting Center, ensure that your computer meets the minimum
system requirements. For details, see System requirements for Meeting Manager for
Windows (on page 2).

If you are not using the Windows operating system, please refer to our FAQ, which
includes information about setting up Meeting Center on other operating systems.
To go to the list of FAQs:

1 Onyour Meeting Center Web site, on the left navigation bar, click Support >
User Guides.

2 On the User Guides page, under Release Notes and FAQs, click the link for
FAQs (Frequently Asked Questions).

A list of questions displays, arranged by topic. Look for your information about
your operating system under Minimum System Requirements.
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To set up Meeting Center for Windows:

1

On the navigation bar, expand Set Up, and then click Meeting Manager.
The Set Up page appears.

2 Click Set Up.

3 If asecurity dialog box appears, click Yes.
Setup continues. A progress message box appears, indicating the progress of
setup.

4 On the Setup Complete page, click OK.
You can now start, schedule, or join a meeting.

Note:

Alternatively, you can download the Meeting Manager for Windows Installer from the
Support page on your Meeting Center Web site, and then install Meeting Manager on your
Web browser. This option is useful if your system does not allow you to install Meeting
Manager directly from the Set Up page.

If you or another attendee plans to share Universal Communications Format (UCF) media
files during a meeting, you can verify that the required components are installed on your
system to play the media files. For details, see Checking your system for UCF Compatibility
(on page 4).

Uninstalling for Windows

You can easily uninstall or remove Meeting Manager for Windows on your computer.

1

Do one of the following:

= For Windows 2000: On your computer's desktop, double-click My
Computer, and then open the Control Panel folder.

=  For Windows XP: Click Start, and then click Control Panel.

Double-click Add/Remove Programs or Add or Remove Programs, depending
on your computer's operating system.

A dialog box appears, showing a list of programs installed on your computer.
In the list, select WebEXx.

Click Add/Remove or Change/Remove, depending on your computer's operating
system.

A message appears, asking you to confirm that you want to remove the software.
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5 Click Yes.
The Uninstall WebEx Software dialog box appears.
6 Select Meeting Manager.
7 Click Uninstall.
8  Once the software is removed, click Finish.

Select an option to restart your computer now or later.

Preparing for a meeting

To take advantage of the many features available in a meeting, check your system and
then install some tools to extend meeting capabilities.

= Check your system for UCF compatibility (if you have presentations with
animations, save them as .ucf so meeting attendees can view these effects) More...
(on page 4)

= Set up and install Cisco WebEx Connect More... (on page 5)

= Share a remote computer, if this feature is available More... (on page 5)

Checking your system for UCF Compatibility

If you intend to play or view Universal Communications Format (UCF) media files
during the meeting, either as a presenter or an attendee, you can verify that the
following components are installed on your computer:

= Flash Player, for playing a Flash movie or interactive Flash files
= Windows Media Player for playing audio or video files

Checking your system is useful if you or another presenter plans to share a UCF
multimedia presentation or standalone UCF media files.

To check your system for UCF compatibility:
1 On the navigation bar, do one of the following:
= If you are a new meeting service user, click New User?.

= If you are already a meeting service user, expand Set Up, then click Meeting
Manager.

2 Click Verify your rich media players.

3 Click the links to verify that the required players are installed on your computer.
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Note: The option to check your system for required rich media players is available only if your
Meeting Center Web site includes the UCF option.

About WebEx Connect

Use WebEx Connect, the instant messenger for business users to send secure instant
messages, invite or remind participants, and manage a meeting. Connect integrates
with Microsoft Outlook corporate directories and calendars, encrypts messages and
scans them for viruses, and offers quick access to business conferencing services from
WebEx.

To download WebEx Connect:

1 Log in to your Meeting Center Web site.

2 On the Meeting Center navigation bar, click Support > Downloads.
3 Scroll down to the section of the page describing WebEx Connect.

Click the link to learn more about this product and download it.

About sharing a remote computer

Use remote computer sharing to show all meeting attendees a remote computer.
Depending on how you set up the remote computer, you can show the entire desktop
or just specific applications. Use remote computer sharing to show attendees an
application or file that is available only on a remote computer.

Attendees can view your remote computer, including all your mouse movements, in a
sharing window on their screens.

You can share a remote computer during a meeting for which you are the presenter, if:
= You have installed the Access Anywhere Agent on the remote computer

= You logged 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 so you can access it remotely, refer to the
Access Anywhere User's Guide.






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

Joining a Meeting

See...

About joining a meeting

Joining a meeting from an instant message
(on page 8)

Joining a meeting from an email invitation (on
page 9)

Joining a meeting from the meeting calendar
(on page 10)

Joining a meeting from the host's personal
page (on page 11)

Joining a meeting using the meeting number
(on page 11)

Obtaining information about a scheduled
meeting (on page 17)

Adding a meeting to your calendar program
(on page 20)

Registering for a meeting (on page 13)

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
11).

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
...Ei.l.'.g _Eu;lit Wigw ﬂelg
Elcat Mac

@ I am Available

B~ chive | Recentimais |

Kat Mac (5:21:23 203 1

KEat Mac (53:258:02 AWM Meeting Topic: Bay City Software

Start Time: Thursday, February 12, 2002 8:26 am, Pacific Standard Time (San Francizsco,
GMT-08:00) T

Jain URL: hittps: aawebl 02 g8 webex comd2 7 neswfitis php

ATMIE EvertiD=155326337 ART=it0

‘m_Jerurm;M

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: As you 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 8).

3 Click Join Now.

The Meeting window appears.

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,



Chapter 2: Joining a Meeting

see Joining a meeting from the meeting calendar (on page 10) or Joining a meeting from the
host's personal page (on page 11)

Joining from the Meeting Center calendar

10

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 24)

= Sort a meeting list by clicking the column headings. For details, see Sorting
the meeting calendar. (on page 27)

= View a meeting list for another date. For details, see Selecting a date on the
meeting calendar (on page 25)

= Search for a meeting. For details, see Searching for a meeting on the meeting
calendar (on page 26).

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 17).

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.
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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 12).

= 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 11).

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.

11
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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.

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.

Click Join Now.

On the Meeting Information page, enter the requested information.
For details, see About the Join Meeting page (on page 8).

Click Join Now.

The Meeting window appears.

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

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.

In the Meeting number box, type the meeting number that the host gave to you.
Click Join Now.

On the Meeting Information page enter any requested information.

Click Join Now.

The Meeting window appears.

Joining a meeting from your iPhone

12

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

2 Sign in to your WebEXx 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.

Registering for a meeting

If you want to... See...

get an overview of registering for a meeting About registering for a meeting (on page 14)

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

13
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If you want to... See...

message 14)

register for a meeting from the meeting Registering from the meeting calendar (on
calendar on your Meeting Center Web site page 15)

register for a meeting from the host's Registering from the host's personal page (on
Personal Meeting Room page page 16)

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

14

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

To register for a meeting from an invitation email message:

1

2

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.
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4 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.

2 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 27).

= Display the meeting list for another date. For details, see Selecting a date on
the meeting calendar (on page 25).

= Find a a meeting. For details, see Searching for a meeting on the training
meeting (on page 26).

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

4 Click Register.
5 On the Register for [Topic] page that appears, provide the required information.
6 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.

Tip:
= You can obtain detailed information about a selected meeting or its agenda before registering

15
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for it. For details, see Obtaining information about a scheduled meeting (on page 17).
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

16

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.

If the meeting is already in progress, and the host has chosen to approve all
registration requests automatically, you join the meeting immediately.
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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 17)

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

email message (on page 18)
obtain meeting information from the host's Obtaining information from the host's
Personal Meeting Center Room page personal page (on page 19)

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.lIf 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.
Term Details
Status Status of the meeting can be: Not Started, Join

Now, or Registration (Meeting Center only).

17
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Term Details

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

18

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

To obtain information about a meeting from an invitation email message:
1 Open your invitation email message, and then click the link.
The Meeting Information appears.

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

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

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.

19
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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 20)

add a scheduled meeting to your calendar Adding a meeting to your calendar program
program (on page 20)

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

20

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:

= 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.
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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.

21






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

See...

About the meeting calendar (on page 23)

Viewing the meeting calendar (on page 24)

Selecting a date on the meeting calendar (on
page 25)

Searching for a meeting on the meeting
calendar (on page 26)

Sorting the meeting calendar (on page 27)

Refreshing the meeting calendar (on page 28)

Selecting a language and time zone on the
meeting calendar (on page 28)

Registering for a meeting from the meeting
calendar (on page 29)

About the meeting calendar

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 If you have not already done so, open the meeting calendar. For details, see
Viewing the meeting calendar (on page 24).

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
31).

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 If you have not already done so, open the meeting calendar. For details, see
Viewing the meeting calendar (on page 24).

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.

Su Mo Tu We Th Fr Sa
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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 30)
= About the Daily view (on page 31)
= About the Weekly view (on page 33)

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 If you have not already done so, open the meeting calendar. For details, see
Viewing the meeting calendar (on page 24).

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 b
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 35).

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.
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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 24).

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.

Note: You can use this procedure on the Register for a Meeting page as well.
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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 If you have not already done so, open the meeting calendar. For details, see
Viewing the meeting calendar (on page 24).

2 Click the Refresh button.

(5]

Selecting a language and time zone on the
meeting calendar
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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 a language 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 24).

2 Click the language link on the right side of the page.

The Preferences page appears.
3 Inthe Language drop-down list, select another language.
4 Click OK.

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 24).

2 Click the time zone link on the right side of the page.

The Preferences page appears.
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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.

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

= |f you 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.

Join Mow | 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.
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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

30

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.

The meeting information displayed in the list can be sorted by clicking the column
headings. For details, see Sorting the meeting calendar (on page 27).

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.
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Description

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

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.

About the Daily view

How to access this page

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

Daily tab.
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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 27).

Options on this page

Option

(]

Language link

Time zone link

A

Show past meetings

Show only meetings that
require registration check
box

Time
Topic

Host or Presenter

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 Meeting Center Web site.
Click to open the Preferences page, where you can select the time

zone setting for your Meeting Center Web site.

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.

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 hame to get
meeting information.

Lists the host or presenter for the meeting.
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Option Description
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

i) Information page.

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

& Indicates that this is a Personal Conference meeting.

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

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

About the Weekly view

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 27).

Options on this page

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

Language link

Time zone link

A

Show only meetings that
require registration check
box

Day link
Friday

Time
Topic

Host or Presenter

Duration
Join link

i

Register link
E1

Start link

[ 2

Description

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

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

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.

Select to display only those meetings that require registration 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.

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.
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Option Description
End link (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.

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

4 Click the Previous Month icon to display a list of meetings for the
previous month.

3 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 for
wWeekis each day of the selected week.

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

Description

Appears on the calendar to indicate that one or more meetings are
scheduled on that day.

About the Search Results page

36

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.

= 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 27).

Options on this page

Option

Search for...

text box

(]

Language link

Time zone link

Show past meetings
Show only meetings that
require registration check
box

Navigation links

Description

Enter a host name, meeting topic, or any text that may appear in
the agenda, and click Search.

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 setting for your Meeting Center Web site.

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

Select to include concluded meetings in the list of meetings.

Select to display only those meetings that require registration in the

list of meetings.

Click the page numbers or next to navigate through the search
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Description
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 heading,
and the meetings are sorted by the column, in descending order.

Lists the date and starting time of the meeting.

Lists the scheduled meetings by name. Click the topic hame 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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Scheduling a Meeting

If you want to... See...
get an overview of scheduling a meeting Choosing the scheduler that works for you
(on page 39)

allow another user to schedule a meeting for = Allowing another user to schedule meetings
you for you (on page 96)

use the Quick Scheduler to start a meeting Using the Quick Scheduler (on page 48)
quickly

use the Advanced Scheduler to include an About the Advanced Scheduler (on page 49)
agenda and other options in your meeting

set up a meeting that recurs on a regular Setting up a recurring meeting (on page 95)
basis

start a scheduled meeting Starting a scheduled meeting (on page 88)
edit details for a scheduled meeting Editing a scheduled meeting (on page 87)
cancel a scheduled meeting Canceling a scheduled meeting (on page 90)

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 48).
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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 95)
= Using meeting templates (on page 91)
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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Schedule a Meeting St aptions weing emplate: [T IECEE] ~
To set advancod mesting opticns, go to Advanced Scheduler E
Prpuredd fardd
= Meeding lopic:
Passewnnrd: Confirm pisswrd:

Date: |November |12 =[2008 » T

Time: {4 %30 % Oam Epm  San Francheco Time

Duration: 1 hr

# Omin %

Haating will onbivais il hort ands &

Attemdess: | cSeparate email addresses with a ] .l'\ﬁ-n.ll:mhnnlc...
Ccommeas Or Eemicolons

5] Send @ copy of ik imwilation email to ma

Auadio conference:  WebEx Audio  Change sedio conference,,,

CUWVC Meating M

| Cancal | | Save sz template

[ START HOW

What you can do on this page

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

Options on this page

Use this option...

Set options using template

Meeting Topic

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 91).

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

Password

Confirm password

Date

Time

Duration
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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.



Attendees

Allow external attendees

Send a copy of the invitation
email to me

Audio options

CUVC Meeting ID
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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.

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.
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Options on this page

Use this option... To...
Tracking Code 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,
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.
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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

Options on this page

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
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.

= 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.

Search Search for text in the selected address book. For

example, you can search for all or part of a
contact name or email address
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Invite as 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.

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

WebEx 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 attendees call in to the
conference, they can call a toll-free number.

Toll number is always displayed: Attendees have the
option of using the toll number that appears.

= Display global call-in numbers: This option provides a
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Use this option... To...
list of numbers—such as toll-free or local numbers—that
attendees 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
WebEXx audio conferencing, you can help participants join
the meeting more quickly, if participants have:

O a WebEx host account

O 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 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
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Use this option... To...

Cisco Unified MeetingPlace Audio Conferencing: Specifies
that the meeting include an integrated audio conference. 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 VolP after you start the meeting.

= Only participants whose computers meet the system
requirements for integrated VoIP 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.

Entry & exit tone 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

Using the Quick Scheduler

1 Log in 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.
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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 40).

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 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 96).

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.

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.
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= 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

= 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 71).

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
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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.

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 Log in 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 Advanced Scheduler appears, showing the Required Information page.
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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 57).
Click Teleconference.

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

For details, see About the Audio Conference page (on page 61).
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.
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 71).
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 74)
Click Meeting Options.
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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 79)
8 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 85).
9 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 91).

10 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.

Page-by-page guide to the Advanced Scheduler
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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... See...
learn about meeting types, listed and About the Required Information page
unlisted meetings, meeting passwords

set the day and time for a meeting or set up | About the Date & Time page (on page 57)
a recurring meeting



If you want to...

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

Chapter 4: Scheduling a Meeting

See...

About the Audio Conference page (on page
61)

About the Invite Attendees page (on page
66)

About the Select Attendees page (on page
69)

About the Registration page (on page 71)
About the Agenda & Welcome page (on
page 74)

About the Meeting Options page (on page
79)

About the Attendee Privileges Page (on
page 82)

About the Review page (on page 85)

About the Required Information page

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

Information
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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 WebEXx.

= 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 WebEXx after it is
over.

=  Set the meeting password, if required.

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



Options on this page

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 91).

Select the type of meeting you want to schedule.

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

The list may also include Personal Conference,
which allows you to schedule a 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.

The Other Teleconference option allows you to
schedule your meeting with another teleconference
service.

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

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 acode 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 | 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 91).

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.



Use this option...

Meeting time

Attendees can join [x]
minutes before the starting
time

Attendees can also connect
to WebEx audio

Estimated duration

Email reminder

Recurrence

Chapter 4: Scheduling a Meeting

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 88).

If you allow attendees to join the meeting before the
scheduled starting time, you can also allow attendees
to join the WebEx 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.
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Questions about setting the date and time for a meeting

Does the meeting end automatically at the time | 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.

What happens if | 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 | 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 57).

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 VVolP (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.

= 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... 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 91).

Select conference type 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 attendees call in to the
conference, they can call a toll-free number.

Toll number is always displayed: Attendees have the
option of using the toll number that appears.

= Display global call-in numbers: This option provides a
list of numbers—such as toll-free or local numbers—that
attendees 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 a WebEx host account

O saved their phone numbers in their WebEXx profiles
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Use this option... To...
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 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. 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 VolIP 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 VolP after you start the meeting.

=  Only participants whose computers meet the system
requirements for integrated VoIP session can participate
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Use this option... To...

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.

Entry & exit tone 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

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:
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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.

If your 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.
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What are the system requirements for VolP?
To use VolIP, ensure that your computer meets the following system requirements:
= 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 | include VolP?

= 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 VVolP. For
details, see About the Audio Conference Settings page (on page 61).

What is a dual-mode voice conference and when should | 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 VolP. 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 VolP can speak to and hear only other
participants using VolP. 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 | 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 61).

About the Invite Attendees page

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...

Set options using template

Attendees
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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 91).

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



Use this option...

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...
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 | 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 | 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



Chapter 4: Scheduling a Meeting

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 | 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 | 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 | 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.
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Use this option... To...
Remove Removes the selected contacts from the list of
invitees.

About the Registration page

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.

= |If attendees must register, select which information attendees must provide on the
registration form.

= Accept registration requests automatically.
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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 91).

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

information for the 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
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= 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.

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 | 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 Log in to your meeting service Web site. For details, see Logging In to Your
Meeting Service Web Site.

2 On the navigation bar, click My WebEXx.

The My Meetings page appears, showing a list of any meetings that you have
scheduled.

3 Inthe 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.
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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.
= 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 | learn 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 71).

About the Agenda & Welcome page

How to access this page

On the navigation bar, click Host a meeting > Schedule a meeting > Agenda &
Welcome.
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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.

= 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

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 91).

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.
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Use this option...

Automatically share
presentation or document
once a participant joins the
meeting

" Browse

= Delete

=  Start automatically

Quick Start

To...

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.

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



Chapter 4: Scheduling a Meeting

Use this option... To...
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

= 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
automatically already resides in your personal folders.
Done Save your file selection, and then return to the

Agenda & Customizable Welcome page
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Questions about setting the agenda and welcome message

Can | 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.

For more details about any of the actions available from Quick Start, click the Learn
More link.

Can | change the meeting agenda or add one after | 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 87).

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 UCF 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.
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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.

How can | 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 74).

About the Meeting Options page

How to access this page

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

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 91).

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.

= Single-point: Lets only the presenter send live
video during the meeting.

=  Multipoint: Lets the presenter and up to three
other participants send live video during the
meeting.

= Single-point and Multipoint options appear only
if your meeting service Web site has the
multipoint video option. To turn on the multipoint
video option for your site, please contact WebEx
Communications.
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Use this option... To...

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.

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.
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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 61).

How can | 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 79).

About the Attendee Privileges page

82

How to access this page

On the navigation bar, click Host a meeting > Schedule a meeting > Attendee
Privileges
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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 meeting templates (on page 91).

Privileges Select privileges that you want attendees to have
when meeting begins.
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Use this option...
= 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:
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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 | 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 | 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 82).

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.

= If you 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 91)

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 86)

Editing a scheduled meeting (on page 87)
Starting a scheduled meeting (on page 88)

Canceling a scheduled meeting (on page 90)

Adding a scheduled meeting to your calendar program

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.
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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:

=  |If you 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.

= If you 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 WebEXx.

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 If the 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 Log in to your Meeting Center Web site.
2 On the navigation bar, click My WebEXx.
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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.

= Join Now. Appears if you allowed participants to join the meeting before its
starting time and participants have already joined the meeting.
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The Meeting window appears.

To start a scheduled meeting from your meeting list on your Meeting Center
Web site:

1 Log in to your Meeting Center Web site.
2 On the navigation bar, click My WebEXx.

The My Meetings page appears, displaying a list of each meeting that you have
scheduled.

3 Inthe 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 WebEXx.

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.

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 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.

4 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.

5 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 Log in to your Meeting Center Web site.
2 On the navigation bar, click My WebEXx.
The My Meetings page appears, showing your scheduled meeting list.
3 In the meeting list, under Topic, click the topic for the meeting.
4 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.

5 In the message box, click Yes or No, as appropriate.
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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 your meeting scheduling a meeting (on page 92)

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 93)

use a template with preset options and save | Using an existing meeting template and

the changes in a new template saving the changes in a new template (on
page 94)
set up a recurring meeting Setting up a recurring meeting (on page 95)

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 92).

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 93).
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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 94).

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 Log in 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

Department mesting The template in brackets is the default template provided by your

Team meeting : f
Wendor meeting site administrator.

—Standard Templates —
[Meeting Center Detault]

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 Log in 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

|Vend0rmeetmg
: s to quickly schedule your meeting.

i— Tails) S —
Customer meeting
Deparment meeting
Tearm meeting

Wendor meeting

The template in brackets is the default template provided by your site
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 52).

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 sgwe your current seftings to
an existing template (o
aovarwrits), chooss it from the

list.

— My Templates —
Customer meeting
Department meetin

Then click Save.

Note: You have not changed the original
template.

“Yendor meeting

Template name: | Team meeting
I~ 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 Log in 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.

IVendDrmeeting -

i— My Termplates —
Customer meeting
Department meeting

Team meeting
Wendor 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 52).

6 Click Save as Template.

7 In the Template Name box, type a name for this new template.
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Template name:

I~ Save as a standard template

“Yendor meeting

[Team meeting
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

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 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 52).

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.
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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.

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 WebEXx.

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.

= Click 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).

Make changes to the meeting you have just

Edit | scheduled. For example, you can change the day

and time or invite additional attendees
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About the Meeting Information page (for meeting

hosts)
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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

Edit the details about the meeting you have just scheduled

= Start the meeting

Add the meeting to your calendar, if you haven’t already done so

Click this button... To...

Start this meeting immediately.
Start M ow 9 Y

Appears only if the meeting is not yet in progress.

_ Edit the details about this meeting. For example,
Edit you can add attendees, change the agenda,
change the date, time, and duration.

Delete Cancel this meeting

View the list of registered attendees.

Aftendees Appears only if the meeting requires attendees to
register.

Review the meeting agenda.

Agenda To edit or add an agenda, click Edit and then go
to the Edit and Customizable Welcome page.

fJEE]

Add this meeting to the calendar program, such
as Microsoft Outlook.

Adld to bty Calendar 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
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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

Click this button...

Join Mo |

Agenda

Add to My Calendar

Go Back |

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
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Click this button...

Lpdate by 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



Scheduling a Personal
Conference Meeting

If you want to... See...

Schedule a Personal Conference | Setting up a Personal Conference meeting (on page

meeting 102)

Make changes to the Personal Editing a Personal Conference meeting (on page 105)
Conference meeting you have

scheduled

Start your Personal Conference Starting a Personal Conference meeting (on page 102)
meeting

Cancel your Personal meeting Canceling a Personal Conference meeting (on page 106)

About 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 WebEXx service site. If you need to share a presentation, document, or
application with meeting participants, you can start the online portion of the Personal
Conference meeting and the particpants can join it while still participating in the
audio portion of the Personal Conference meeting.
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Setting up a Personal Conference meeting

To set up a Personal Conference meeting:
1 Log in 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.

5 Enter the requested information.

Note: You do not need to specify a password for the Personal Conference meeting. By
default, the password is the attendee access code in your Personal Conference number
account that is specified for this meeting.

For an overview of this page and the information requested, select the Help button

in the upper-right corner of the page.

Required Information
L2]

* Required fald Required Information

Meating type: Personal Conferenca hd .
Diatix & Tirme

Meeting topic: Status Meeting
Audio Conference

Mesting password: 20042311 @
e Albendeas

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.
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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.

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 Inthe 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.

Managing and maintaining your scheduled
Personal Conference meetings

If you want to... See...

add a scheduled Personal Conference Adding a scheduled Personal Conference

meeting to your calendar meeting to your calendar program (on page
104)

make changes to a scheduled Personal Editing a Personal Conference meeting (on

Conference meeting page 105)
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If you want to... SEE..

start a scheduled Personal Conference Starting a Personal Conference meeting (on
meeting page 102)

cancel a scheduled Personal Conference Canceling a Personal Conference meeting
meeting (on page 106)

Adding a scheduled Personal Conference meeting to your
calendar program

Once you schedule a Personal Conference meeting, you can add the 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 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, click the link to add the Personal Conference
meeting to your calendar.

A Personal Conference meeting item opens in your calendar program.

2 Select the option to accept the Personal Conference meeting request. For example,
in Outlook, select Accept to add the Personal Conference meeting item to your
calendar.

Note:

= |f you cancel a Personal Conference a meeting, the Personal Conference Meeting Deleted
confirmation page and the confirmation email message that you receive contains an option
that lets you remove the Personal Conference meeting from your calendar program.

= If you invite participants to a Personal Conference a meeting, the invitation email message
that they receive contains an option to add the Personal Conference meeting to their calendar
programs.
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Editing a Personal Conference meeting

Once you a schedule a 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.

If you update any information about the 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 Personal Conference 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 Personal Conference meeting details by clicking
the link in the confirmation email message that you received after you scheduled the
Personal Conference meeting or from your list of meetings in My WebEx.

To edit Personal Conference a 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 Personal Conference meeting to your calendar
program, such as Microsoft Outlook, on the Meeting Updated page, select Add to
My Calendar.

To edit a Personal Conference scheduled meeting from your list of meetings
on your Meeting Center Web site:

1 Log in to your Meeting Center website.
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On the navigation bar, select My WebEXx.

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.

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 Personal Conference 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
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You can cancel any Personal Conference meeting you have scheduled. Once you
cancel a Personal Conference 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 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 from a confirmation email
message:

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.
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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 Personal Conference Meeting Deleted page appears.

Optional. If you added the Personal Conference meeting to your calendar
program, such as Microsoft Outlook, on the Meeting Deleted page, click Remove
From My Calendar to remove the Personal Conference meeting from your
calendar.

To cancel a scheduled Personal Conference meeting from your list of 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.

In the message box, click Yes or No, as appropriate.

If you click Cancel in the message box, the Personal Conference meeting is not
canceled.

You receive a cancellation confirmation email message.

Optional. If you added the Personal Conference meeting to your calendar
program, such as Microsoft Outlook, on the 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 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.
Cancel the Personal Conference meeting.

Add the 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.

Select this button... To...

Edit

Edit the details about the 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 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.

About the Personal Conference Meeting
Information page (for attendees)

This page provides the details about this teleconference.
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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 see the meeting number, audio conference
information, and meeting password. This information can help you join the audio
portion of the Personal Conference meeting.

= 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.

Options on this page

Click this button... To...

View Agenda View the meeting agenda, if the host has provided
it.

Add to My Calendar Add this teleconference 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.
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Assigning Sounds to
Participant Actions

Host only

During a meeting, you can assign sounds to play when a participant:
= Joins the meeting

= Leaves the meeting

= Clicks Raise Hand on the Participants panel

To assign sounds to participant actions:
1 Open the Preferences dialog box by performing these steps:
= Windows: On the Edit menu, choose Preferences.

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

N

Depending on your operating system, follow one of these steps:
= Windows: Click the Participants tab.
= Mac: Select the Alerts button.

3 Select the check box for each action for which you want to play a sound.

N

Select a sound from the appropriate drop-down list.

By default, the drop-down list contains the names of all sound files that reside at
the default location on your computer.

5 To select a sound that does not appear in the drop-down list, follow one of these
steps:

= Windows: Click Browse, and then select a sound file that resides in another
folder.
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= Mac: Select Other in the drop-down list.
6  Windows only. To play the currently selected sound, click the button =,
7 Click OK.

Note:

= Meeting Center saves your sound preferences on your computer. However, if you start or join
a meeting on another computer, you need to set your preferences again on that computer.

= |If you are using Windows, sound files must have a .wav extension.

= In most cases, the default location for sound files is C:\WINDOWS\Media. You can copy
other sound files to the default folder or any other directory to make them available in the
Preferences dialog box.
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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
Communets |Patiopnts | 3 A host can grant the following privileges to one
! or more participants:
o1 W
p:...;..-\ - R— = Chat-who a participant can chat with and
el oy ot oo whether that chat can be private. More... (on

F Host = ] page 115)
& Pegsenie
B Other =  Document-whether a participant can draw

on a document or save or print it. More...
(on page 116)

Commuats  Partopants

Salect thes previsges thal o mant to smgn o ol particoents.

aae| | [DOCHmENE— iew Heating =  View-what a participant can view in the
I et F wbepat it | [ Share docments meeting: participant list, document,
I arvotate | | [ anydocument | | ¥ Contral shared ﬂ thumbnails, or pages. More... (on page 117)
™ save T Thumbnsts Wt et . -
e st kel =  Meeting-whether a participant can record

the meeting, share documents, or control
sharing. More... (on page 118)

Selecting participants

During a meeting, you can grant privileges to or remove them from all participants at
once or to an individual participant.

To choose

Cormuriccke |mx = all participants-select All Participants.

= an individual participant-expand All

- . Participants, and select the a participant name.

Partcipant can chat:
Privatedy with

¥ Assion al privieges

B D e i .

For instructions on granting privileges to participants, see Granting privileges (on
page 115).
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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 115)

= viewing the participant list More... (on page 117)

= controlling shared applications, web browser, or desktop remotely More... (on
page 118)

Granting or removing privileges

To grant participant privileges during a meeting:

1 Inthe 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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Granting

116

To grant or remove a chat privilege:

Comimunicake |pdl"JlJ!Idl'J.5 1‘

e T ekttt bl i ittt -a-n....----au---------\.v-i

y You can chat with participants privately or

publicly.
omnmunization & Select or clear the checkbox for each
Farticpart: can chat: Blicws b 1 privilege you want to grant
Priviately vath [ b
M Hast ]
¥ Prassnitar Jr

W Cther participants
Publichy wath l
M Everrons

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.

or removing document privileges

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:

Communicale  Participants |

Ealoct b o i
~Dreeumant ~iaw
I Print ¥ Partiopant list
[T frnotate I &ny document
[T save I Thumbnails
i I sy pags

@5 thal you want bo assion to al particpants

Masbirg
[T Share documents

¥ Control shared
applcations,
‘Wb brovwser, or
deskbop remaotely

T Record & meeting

Select or clear the checkbox for each
privilege you want to grant

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:

Communical®  Participants |

Sedect the priviieges thal you want B0 26sion

Documant Visw

™ Print W Particpari list

[T annatate I &ny document

[T save ™ Thumbrasils
I~ any page

ol particparts
— Masbrg
[T Share documents
¥ Control shared
applcations,

‘b browser, or
deskiop remotely

I Recard a meeting

TRET = T

Select or clear the checkbox for each
privilege you want to grant

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

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
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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:

Comimunical®  Participanrts |

Drcumsnl Wiew Masbirsg

™ Print = Participant list [ Share documents
[T annatate I &0y document ¥ Control shared
[ save [ Thumbeesks gl

Select or clear the checkbox for each
privilege you want to grant

Selact the privileges that ywou want ko assion to gl particparits

e browser, or

[ dny pogs desktop remately

T Recard & 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

In a WebEXx audio conference, you can use either your telephone or your computer as
your audio connection in a meeting:

If you are a host, you can invite up to 500 people to participate in the audio
conference. Participants can choose how they want to connect to the audio
conference.

= Telephone—you can use your telephone to receive a call to the audio conference
or to dial in.

= Computer—you can use a headset connected to your computer if the computer
has a supported sound card and a connection to the Internet.

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

Youl ane participating in this sudio conference wsing wour phone.

Using Phore

o

¥ Use Computer for Audio &

1-408-545-2272

Call using computer

B Audio Conlerence |l (2]

Vool e partcipating in this audio conlisrancs using your coTgaier,

Use Phone | 1-406-5566-6666 7|

! [+ Jain i belmconfermncs withouk pravssng *1°

¥ Using Computer for Audio 8
q - —.I.IIIIIIII_IIIIIIIIII.H.: +
[T || +

Lerave ALedio’ Coniarenioe

Task description

Host an audio conference:

= join or leave the audio conference More
(on page 120)

= invite additional people to join More (on
page 123)

= switch audio connection modes More
(on page 122)

= mute or unmute one or more
microphones More (on page 124)

= use caller authentication to join the
conference More? More (on page 127)

= Edit or update phone numbers in your
user profile More (on page 129)
Participate in an audio conference:

= join or leave the audio conference More
(on page 120)

= switch audio connection modes More
(on page 122)

= ask to speak More (on page 126)

= mute or unmute your microphone More
(on page 124)

= use caller authentication to join the
conference More (on page 127)

= edit or update phone numbers in your
user profile More (on page 129)

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

Once you start or join a meeting that uses WebEx Audio, the Audio Conference
dialog box appears automatically on your screen.

120

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:

to call in to the meeting.

S PO ymm ot ilecon 1o o iy b oo 2) Use Computer for Audio: Select
o the arrow, then choose Call using
Use Phone 1-4085667 - Computer. More (on page 121)
[#] 30 the telecofffence wthot prassng 1 At any time during the meeting, you
", ] can switch your audio device (on page
122).

About Using your computer for audio

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:

meseln e CASama O CRlmemariic s 1) Select the arrow.
@mumrmnuwu Py } 2) Select Call Using Computer.

connecting to a meeting with your

computer, a wizard appears to fine
tune your sound settings (on page
122).

@ 9 Note: If this is your first time
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P

i S N P B P =1 After you are connected to your
¥ Using Computer for Audio & - meeting you can
p ! * 5 1) mute or unmute your speaker or
E’ .-F = | i L mlcrophone

2) change the volume on your

BRI speaker or microphone

¢

At any time during the meeting, you can switch your audio device (on page 122).

Fine tuning your microphone and speaker settings

The audio wizard walks you through selecting your sound device, and setting your
speaker volume and microphone level.

When you first start or join a meeting, you can manually open the wizard to test and
adjust your sound device before you actually start using your computer for audio.

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.

Switching audio devices during a meeting

You can easily switch from one audio device to another during a meeting with little
disruption.
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To switch from your computer connection to a phone connection:

RS EE 1) Open the Audio Conference dialog box

from the Quick Start page, your

i A e st Participants panel, or the Audio menu.

e Phone frerr—— = 2) Call the number in the Use Phone area

and enter the access code and attendee
L ID, as directed by the automated operator.
w Lhing Compules ior Audo @

= i G — - T
[ L R Trrer—re—ere— L

Ao ALii Confarend e

After you are connected by phone, your
computer connection is dropped automatically.

To switch from your phone connection to a computer connection:

(¥ susdio Conference MIER 1) Open the Audio Conference dialog box
from the Quick Start page, your
Participants panel, or the Audio menu.

Yiods are particpating inithis sudio conference Lsing your phons

Using Phone ¥ou called in to this meeting, 2) Select the down arrow beside Use
Computer for Audio.

{.' [ Gl AL Conferencn | 3) Select Switch to Using Computer.

Your telephone connection is dropped after

v i P e T Ak your computer connection is established.
(Remember to switch to your computer
@ i irg Lariput headset.)
For more information
Fine tuning your microphone and speaker Settings..........ccccocvevvrervernnne. 122

Inviting a contact to join by phone
Host only

You can invite a contact to join the audio conference by phone. If the invitee accepts
the invitation, he or she is placed into the audio conference.
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To invite a contact by phone to the meeting audio conference:
Do either of the following:

On the Participant menu, choose Invite > By Phone.

At the bottom of the Participants panel, click the Invite drop-down list and choose
Invite By Phone.

The Invite By Phone dialog box appears.

Y — 5| Enter the invitee name and phone
number, including country and area

Pleass prorvide bhe rame snd phons number (ncludng anes code) i .

il code, and click Call:

Name: | Sam "

The audio conferencing service calls
the invitee. When the connection is

Fhone Humbar made, the Status display changes
Counkrangion: l'— Countryiagon... | from Ready to Connected.
S e =  The Conference button appears and
becomes available on the Invite By
Phone dialog box, allowing you to
invite another participant.
Shabue:

Cad s Uit

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.

124



Role
Host

Participant

Chapter 8: Using WebEx Audio

Task description:

Windows: Right click in the Participants =
panel

Particpants Chat B notes w
* 5% Participants O x B
S P il
| Change Rale To * "
o G
Qo ¥
fgsign Privieges...
Mute
Unimita Al

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
126)

Select the Mute or Unmute icon to
Mac:Ctrl + click in the Participants panel  mute or unmute your own

g 1) -

W T Rebeota Cox asl)
i Mariah

microphone.
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The microphone icon to the right changes state.

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.

Particants Chat B rotes . To mute or unmute all participants:
A b i Gl = windows: Right click on the participants
Speaking panel
A p— = | = Mac: Ctrl + click on the participants panel
Charge Role To ¥ P
oo E#  Select Mute All or Unmute All.
atom &
Asmgn Frivieges, .
MulE

Liremiite: &9

The microphone icon to the right of each participant's name changes state.

Asking to speak in an audio conference

Participant

If the host has muted your microphone during an audio conference, 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 [y Raise Hand | The Raised Hand indicator appears on the
Participants panel ——————— Patrticipants panel for the host and presenter.
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To cancel arequest to speak Windows result

Select Lower Hand On the 7, Lower Hand |  The Raised Hand indicator is removed from

Participants panel ==———————" the Participants panel for the host and
presenter.

To ask to speak Mac result

Select the Raise Hand icon at 1 The Raised Hand indicator appears on the

the bottom of the Participants Participants panel 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 Participants panel for the host and

panel presenter.

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 Log in to your Meeting Center Web site.
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2 On the navigation bar, under Host a Meeting, click Schedule a Meeting.
The Schedule a Meeting page appears.

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

128

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 Log in to your Meeting Center Web site.
2 On the navigation bar, click My WebEXx.
3 Click My Profile.
The My WebEXx 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 Log in to your Meeting Center Web site.
2 On the navigation bar, click My WebEXx.
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.
Lk o phiore o computer ko join this sudio conferents,

U Pharee 1- 4085667646 -

1-(403) S6E-TEHE
Call e St & e Humber

Lwall callin

* Lise Conyputer fodlManags phone rumbers,

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 WebEXx 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 VVoice Conference allows participants to speak to each other using voice
over Internet Protocol (\VolP)-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 VVoice 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 136)

=  Allow a participant to speak More (on page 133)

angeer St for st ]
[T ———

Tt Confarancs

= mute or unmute participant microphones More (on
page 124)

g IPVolce .
To start a voice conference:

=  Select Voice Conference on the Quick Start page

= or, select Integrated Voice Conference > Start
@ Conference from the Audio menu.

To end a voice conference:

Wolte Conference

Select Integrated Voice Conference > End
Conference from the Audio menu.
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Task description:

Participant Participate in a voice conference:
B szt = Join or leave a conference More...
E- I = Mute or unmute your microphone More...
J} S L ' = Ask to speak More...
. . 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
Woter Conforence Conference from the Audio menu.

To leave a voice conference:

It Ly ™y
i oy o

Lot L T ot Corfeanc Select Integrated Voice Conference > Leave
ey waark ko paticpaba? .
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 VVolP
conference
To request to speak, or to cancel a request to speak:

On the Participants panel, click Raise Hand or Lower Hand, respectively.

r} Faize Hand

= If you ask to speak, the raised-hand indicator appears on the Participant panel for
the host and presenter.

= If you 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.
/2 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.

(B Faize 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:

.f Press to speak |

Press the Ctrl key on your keyboard while speaking. Pressing this key mutes your
speakers, thereby preventing your voice from echoing in the conference.

= Headset: If this option is selected, the following appears in the bottom-right
corner of your Meeting window:
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|

Speak ko

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 136)

Muting and unmuting microphones in an audio
conference

134

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 =  Mute on Entry to mute all
panel microphones automatically when
participants join a meeting
Particpant s Chat ud Mobes *
v 8 pobrinants T *  Mute or Unmute to mute or
cpesking unmute your own or a specific
participant's microphone
& () RebocsaCociocs e - A
changs Rale Ta *——1 = Mute All to mute or unmute all
a U participant microphones
o om Ed simultaneously at any time
| assgn Preges... during a meeting More (on page
T 126)
I i Al
Participant Select the Mute or Unmute icon to
Mac:Ctrl + click in the Participants panel | mute or unmute your own
R T microphone.
n 0 (o lt
W T Rebecca Coa Giast)
{1 Mtarizh

The microphone icon to the right changes state.
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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.

Participants Chat H  notes . To mute or unmute all participants:
M b i LBEd = windows: Right click on the participants
Spesiing panel
A pe— = = Mac: Ctrl + click on the participants panel
Charge Raole To k| —
ano Ed  Select Mute All or Unmute All.
o om s
Assgn Frivieges. .,
Mute
Lirimiite &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 133)

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.
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Fine tuning your microphone and speaker
settings

136

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.

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.



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 WebEx service Web site page 137)

specify settings for your One-Click Meeting Setting up your One-Click Meeting on the
Web (on page 138)

install WebEx One-Click, which includes the | Installing WebEx Productivity Tools (on page
One-Click panel and One-Click shortcuts 142)

start a One-Click Meeting from your WebEx | Starting a One-Click Meeting (on page 143)
service Web site

remove WebEx One-Click, including all One- | Removing WebEx Productivity Tools (on
Click shortcuts, from your computer page 147)

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 WebEXx 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.
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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. 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

2

Log in to your WebEx Service Web site.
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 Installing
WebEx Productivity Tools (on page 142).

Click Set Up Now.
The One-Click Setup page appears.
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 138).

Click Save.

Tip: Whenever you want to edit options for your One-Click Meeting, return to the One-Click
Settings page by clicking My WebEXx > Productivity Tools Setup > Edit Settings.

About the One-Click Settings page

How to access this page:

On your WebEXx service Web site, do one of the following:
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= |If you 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.

= [If you 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 WebEx 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:
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Use this option...
WebEx Audio:

Personal Conference
Number Account

Other teleconference
service:

Use VolP Only

Chapter 10: Setting Up a One-Click Meeting

To...

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.

Available only if your site has the Personal Conference
number (PCN) option.

Select the PCN account that you want to use for your
meeting.

For more information about PCN, see the My WebEXx section
in the documentation for your service.

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 VolIP,
which allows meeting participants to use computers with
audio capability to communicate over the Internet rather
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Use this option... To...

than the telephone system.

None 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 WebEXx 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 WebEXx
service site.
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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

2

Log in to your WebEX service Web site.

Click My WebEXx > Productivity Tools Setup (on the left navigation bar).
The Productivity Tools Setup page appears.

Click Install Productivity Tools.

The File Download dialog box appears.

Save the installation program to your computer.

The name of the installation file has an .msi extension.

Run the installation file and follow the instructions.

Once you complete installation, log in using your WebEx account information and
then verify your WebEXx settings for Productivity Tools, including One-Click, in
the WebEx Settings dialog box.
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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 WebEXx 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.

Open One-Click

Skart Meeting Now
Skark audio Only Meeting
Stark a scheduled Meeting. ..

Schedule a Meeting...
Join a Meeking...

Conneck to My Computers,.,

WehEx Settings. ..

Help F1
About WebEx One-Click, ..

Exit

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 138). For details

To start a One-Click Meeting from your WebEXx service Web site:
1 Log in to your WebEXx Service Web site.
2 Click My WebEx > Start One-Click Meeting.
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My WebEx Meetings

g’ v Goto My Personal Meeting Room ﬁ Start 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.

To start a One-Click Meeting from the Meeting Center service:
1 Log in to your WebEXx service Web site, and click Meeting Center.

2 On the left navigation bar, click Host a Meeting > One-Click Meeting.

w Host a Meeting
Schedule a Meeating

My Meetings

One-Click Meeting

My Recorded
Meetings

Your meeting starts.

To start a One-Click Meeting using the WebEx One-Click panel:
1 Open your WebEx One-Click panel by doing any of the following:
= Double-click the WebEx One-Click shortcut on your desktop.

= (o to Start > Programs > WebEx > Productivity Tools > WebEx One-
Click.

= Right-click the WebEx One-Click icon on the taskbar of your desktop.

ORI N AP 1206 P
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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.

("™ WebEx One-Click

Meek Mo

@ - |Enter email or mobile or meeting number

@3 Skart Meeting HH Join Meeting

Skart Scheduled Meeting
Meek Later
g Schedule Mesting

&> 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

Stark Meeting Mow
Skart Personal Conference Meeting
Stark a scheduled Meeting. ..

Schedule a Meeking. ..
Join a Meeking...

Conneck to My Cormpukers, ..
WebEx Settings...

Help F1
About WebEx One-Click, ..

Ezxit

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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146

Shortcut

! ple Edt vew Go Tools Actions Help
| new - | § X i gd | Today |[TIoay| 3]

|webEx= b -
Start Personal Conference Meeting
Start a Scheduled Meeting...

Joim a Meeting..

My WebEx

Account Settings...

Meeting Templates...

Set Scheduling Permission.,

Help

about

% Windows Messengen

File Actions Tools Help B

Start WebEx Meeting Chrl+5

M (Onlin yepey Settings
9 Click here tojoin t|  Hide Start Button

=S4 All Contacts (0 About

. (@) share Browser  WebEx - |

WebEx | -

Skart Meetbing Now
Start Personal Conference Meeting
Skart & Schadided Mesting

Schedule 2 Meeting. ..
Jaoin a Meeting. ..

WebEx Settings...

Help
Abaut WebEx Productivity Tooks

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.

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 WebEx 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.



Shortcut

| WebEx =

Share As Document...

Share As Application...

9 Winip
Send To

Cut
Copy

Create Shortcut
Delete

as Application...

Star
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Description

Microsoft Office shortcut: In Microsoft Word,
Microsoft Excel, and Microsoft PowerPoint,
select Share This File or Share t. 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.

= 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 WebEXx 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> WebEXx > 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.
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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 WebEXx Settings dialog box.
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A Quick Tour of the Meeting
Window

The Meeting window provides a forum for you to share information and interact with
attendees 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:

@ Select an audio device

mammrkis e A M

Invite or remind people

o e
[reree .

Share your desktop

Share content from a file,
application, or browser

Share a whiteboard

Record the meeting

©@ @0 6 ©6

Interact with other participants
(on page 151)
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Working with panels

Your service selects which panels display initially.

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

Restore LayourC 1)) IS @ Select an icon from the icon tray to open or
Speaking: Hide Panels - close a panel.

¥ 2% participants

© (O Becky Cox (Host @ In this example, the Notes and Polling panels
a i are collapsed. Select the arrow on the title bar to
- expand or collapse the panel.

Manage Panels. ..

(2 Marizh
Tip: To access panel options, right-click in the panel
‘ # Make Presenter H Audio | | i=- H A | title bar.

from Becky Cox to Everyone:

Welcome everyone

from Becky Cox to Everyone:

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

Send ta: | Everyone - |

‘ ‘ | Send |
» B Notes 0 x
» [ polling x

Note: In sharing mode, you can have one or more panels sit independently on top of the shared
document, presentation, Web browser, or other shared item.

@ 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-
click in the panel title bar.
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0 i e

L
-

& 1 Becky Cox (Wast)

) Mariah

| & Audig = &
Ef‘ [ e

| o Bachy Cax B Everyons

| Weliome evErmne

!nmﬂnc.rgca-nhm

Winll man with AToouclsal and e (! Flaned wilh Sgends Wens

(2}
LA wm 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:
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152

Role What you can do
Host 1) View the list of meeting
Windows v 5% Bacticipants 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.
Sendite: | Marah .|
O3 =
Participant ¥ L rusbiianns 1) View who is in the meeting

Mac

Low 1 Mariah @,-Jlﬁ_.
Hnl'.'i 1l Jay Hes - |

v

Send te | U Jay (MHout & Presenter) Ll

Use video to see others and
have them see you

Chat with other participants.
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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.

|l|' for Windows

[ -r::-v‘ for the Mac

2 Choose Manage Panels from the menu.

i T e—— % = Usethe Add or Remove buttons
to specify which panels should
Fleage select panels you wank bo enabla: display in your meeting window.
EES = Use the Move Up or Move Down
mr : buttons to specify the order of the
Saidaa ] P9 I panel display.
< Reamnove | Eﬁﬁ;\.- g =  Click the Reset button to restore
| the panel view to the default
| layout.
Hicre Diowe | = Clear the check box beside Allow
participants to change the
*These panels are avalabls to partidpants with spprogriate privieges, : sequence of panels if you want
Mote: On ke flosting ion bray, nr}:rmsffm 'tl'reknlbe dhsplayed, to permit attendees to manage
e fi e U L their own display of panels.
¥ ihllows participants o change the sequence of panek.
Roset | OF Conced |
= s & WWMn

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.

= that existed when you first joined the meeting (if you did not specify a layout via
the Manage Panels dialog box)
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To restore the panel layout:
1 Click this button.

|L|_ for Windows

_ -r;:-v_ for the Mac

2 Choose Restore Layout.

Accessing panel options

154

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

Participants

Chat

Options

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.

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.
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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

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.

E
Send to: All Participants | - |

B M e 'Pmaﬂ anelirtniotetas ad. N

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

i S a- - w4 E / -

Faws Shaiw Artgn Faricipasty hat T el ata ]
Q—l i are sharng e monkor, (Ei
s #|

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.

LO Stops sharing and returns to the Meeting window
e

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

- Displays the Participants panel
Faricizanin
b Displays the Chat panel

£ Displays the Annotation Tools panel

Displays the Recorder panel
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Viewing Panel alerts

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

Windows Meeting window-panel is collapsed

Mac
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Windows Meeting Controls Panel (during sharing)-
panel is closed

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

All the prep work is done, and you have started your meeting. Here are some of the
most common tasks you can perform as you host the meeting:

= Edit your welcome message
(on page 170)

= Invite more people (on page
159)

= Remind invitees to join (on
page 164)

=  Change presenters before
sharing (on page 165)

=  Change presenters during
sharing (on page 167)

R = Make someone else the host
------ 2 =-|| & (on page 167)
T
=  Send a transcript (on page
o - 173)

=  End the meeting (on page
174).

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.
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To invite someone after you start your meeting:

Invite 8 Remind

The Invite and Remind dialog box appears.

® Invite and Remind

Ermiail

W 8 -

Phana G M

Envibess:

Jepar abe addresses with Commas o Semicolons

Irvibe withy your local ams

Bizating URL!

bt i g0 vestie e, G008, phaTAT=WMIAEvanl..

Ciogry

Select Invite & Remind on the Quick

ﬂ ﬁ Start page.

=

You can invite someone to the
meeting by

Email: invite by WebEXx or your
own email. More (on page
162)

IM: Invite by WebEXx or your
own IM. More (on page 160)

SMS: Enter the invitee mobile
number and select Send. More
(on page 164)

Phone: Enter the invitee name
and phone number and select
Call. More (on page 163)

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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® invite and Remind M8 1) From the Quick Start page,
open the Invite and Remind

I“u [g F «al dialog box.
I

Emal : M5 Reming 2) Onthe IM tab, select Invite.

| Irrate using Cison WehEs IM,

In & hirry b gat someons info tha meeting? Simply select Copy at the
biottam of the screen, than pasts the masting URL dsacthy inho your 4
AN

Meebing URL:  hitps:/imobilega. webe s com!mobilagale. phptaT=. Copry

The Invite More dialog box appears.

| & Invite More L 1) Type a screen or domain name for the an
a1 attendee
B)] Attondees = [ Mcthod 2) Click the Plus button to add the name to the list
B &E moricbr.. M T of participants.
FRE ~andav.| W .

Inwite Messsge:

Masting Topic: Status messding -~
Start Time: Friday, June 20, 2006 2! 12 pm, Pacific
Duylightc Tieresr (S0 Frandisoa, GT-07:00)

W

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

3 Click Invite.
Each an attendee receives an IM message, which includes:

= Alink that the an attendee can click to join the meeting
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= Meeting topic

= Meeting start time

Tip: If you invite attendees by instant messenger, and your meeting requires a password,

remember to provide the password to attendees.

To invite more people using another IM:

® Invite and Remind

Ernal

M3

Irike

wsing Cisoo WebEw M,

] =]

9]

R

In & hirry bo gat somecna inko tha mesting? Simply select Copy at the
tottam of the acraen, then paste the masbing URL deacthy ko your 4

PN

emebirg LIRL:

hittps:f fmobilega. webes s comlmobilagale. phptaT=. .,

Copy

Inviting people by email to a meeting in progress

Open the
Invite and
Remind db
from the
QuicksStart

page.

Select
Copy at the
bottom of
the db, then
paste the
URL into
your own
IM and
send it.

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

participant can click to join the meeting.
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To send an email invitation:

T it aid Rerine MIESS 1) From the Quick Start page, Open
the Invite and Remind dialog box.
k ! !E‘ ‘@' 2) On the Email tab do one of the
Frnail P M ™ Pemind f0||owing:
Separate addresees with commas of sRmicolons I:l Enter one or more email

addresses and select Send to
have WebEx send the
invitation emails.

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

Inviess

Brwite with: your ocal emal

Mesbmg LRL:  hibps: [igo, webex  comigods. php & T=\WHITBE vent, Copy

Inviting participants by phone to a meeting in progress

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

To invite participants by phone:

open the Invite and Remind

| dialog box
. 8 = ©

Emal Phans R 2) On the Phone tab, enter the
invitee name and phone
Ireiter Mame:  Phore Lser 1 number.
3) Select Call.

oy Rlagon
Phone hiumber: 24 |

Maslieg URL:  Wtps: g, wsbes, comjgals. ohpt A T="WMIRE vere, oy

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 participant receives a phone
call to join the audio conference.
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Inviting participants by text message (SMS) to a meeting in
progress

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

To invite a participant by text message from the meeting:

Invite and Remind dialog box.

R- 5] r— 'G' 2) On the SMS tab, enter the invitee

e F prt " S mobile phone number.

3) Select Send.

Country/Region

Irvitee Mobile Mumber: — +1

Mesting URL:  Retps: oo websx, comjgofe.php? AT="WHIBEvert. Copy

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

= Meeting topic

= Meeting start time

= The host name

= Areply code to receive a call from the meeting.

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.
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To remind someone to join your meeting:

Select Invite & Remind on the
Quick Start page.

-

Invite 8 Remind

The Invite and Remind dialog box appears.

(W Invite and Remind Select the Remind tab. All invitees
who are not in the meeting are
automatically chosen to receive the

reminder.

Email

1) Uncheck the box beside any
person you don't want to
remind.

Tha folovang paopls haws nol wel jmred e mastng,
wiFich irvvitess should receive mssbng resinders?

[#] jad. trebeneyabon. com

% 2) Select Send Reminder.

An email reminder is sent to each person selected.

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

As the meeting host, you are initially the presenter as well. The WebEx ball appears
to the left of your name. However, during a meeting, you can designate any meeting
participant as 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 else the presenter depending on how you
are viewing participants.
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Here are a couple of quick ways to make another participant the presenter:

If you are viewing a list of participants, do either
of the following:

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

Far i guants That G Recordnr | v

= Choose a hame and select Make
Presenter at the bottom of the panel.

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 at the bottom of the panel.

i Make Presenier || Audk :=* -

The participant becomes the presenter with all associated rights and privileges for
sharing information.
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Note: Use the docked tray at the top of your screen to change presenters when you are sharing.
(on page 167)

Making someone else 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

_'{IJH s ;:..,1 . - 'F‘  IEE | ,f = it.

1, Pasa Share Az Pariczants Thar Srecovder damtwe | X

- ) Pl Preserter Mariah I =  Select Assign, then Make
— — = Presenter.

=  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 (on page 165) 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
an attendee 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:
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Partipants Chat G Recorder | v =  Right-click on a participant
name or participant
thumbnail.

=  Select the Participant menu

LY 1 W day (Host me - &
I 0 Arnee Lopaz ." Change Rol= To [ ™) F:I;EI_'t-Ef
i|_7_| Alow o Agnotate | _HHI:
.H. Mgh Py e parEe dagdo =- 1.

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.

Transferring the host role

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

To transfer the host role to an attendee:

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 Display the Participants panel.

3 Inthe participant list, select the name of an attendee to whom you want to transfer
the host role.

4 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.

5 Click OK.

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

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 Meeting window, open the Participants panel.

2 In the participant list, select your own name.

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

4 Type the host key in the Host key box.

‘™ Reclaim Host Role

Hiost Kes: |

] Cancel

5 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.
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Obtaining information about a meeting after it

starts

Editing

170

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

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 Inthe meeting window, on the Meeting menu, choose Welcome Message.

The Create an Attendee Greeting page appears.



2

4

¥

Chapter 12

[ Csplay this message when attendees jon the meetmg
Message

Velcome Co By meering.

You casn char, shace

presentations, documents, or

applicacions right in pous

browase

Regards,;

Marie Broaks

(285 characters m) ':’_V' _'\:'.'“'- ?I

Type a message or greeting in the Message box.

: Managing a Meeting

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.

A message or greeting can contain a maximum of 255 characters.
Click OK.

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

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

Participants can no longer join the meeting.

In the Meeting window, on the Meeting menu, choose Restrict Access.

Optional. To restore access to the meeting, on the Meeting menu, choose Restore
Access.
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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 171).

Leaving a meeting

You can leave a meeting at any time. If you are participating in an audio conference,
Meeting Manager disconnects you from the conference automatically once you leave
the meeting.

To leave a meeting:

1 Inthe 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.

2 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 an attendee (on page 168).
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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 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

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.

If the 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.

Review the email message and make any changes that you want.
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Ending

174

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.

a meeting

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

Note: If your site administrator has enabled the Teleconference Keep-Alive feature for your site,
you will be prompted whether you want to continue the teleconference after the web meeting
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.

2 Click Yes.

The Meeting window closes.

Note: If there is any meeting information that you have not yet saved - including shared
documents, chat messages, a poll questionnaire, poll results, or notes - Meeting Manager asks you
whether you want to save it before ending the meeting. If you choose to save a file, Meeting
Manager uses the default file name for the file. Thus, if you have already saved the file using
another name, Meeting Manager does not overwrite that file.
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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 the following topics: Transferring the host role to an attendee (on page 168) and
Leaving a meeting (on page 172).
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Managing Recorded
Meetings

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

My Recorded Mastings
ETE]

Togic Sire”  Create Time - Duration
[etigm pevbrw meeting S0

L SO1MB  TILOE T 49 pes o
Saa meeting SR DY T TR p‘_-P_ & ki
Suatameeling NS gponE RMTEAHpm 3 meues
[ Add meendng | & Pt veured

o

Pk

. i:;.

To open the My Recorded Meetings page:

il |

L\""\-*ﬂ +\*i

el il e s A i g

=
=

Task description:

= Open the My Recorded
Meetings page. More...
(on page 177)

=  Upload a recorded
meeting file. More... (on
page 181)

= Edit information about a
recording. More... (on
page 182)

=  Send an email to share a
recording. More... (on
page 183)

Opening the My Recorded Meetings Page

1 Log in to your WebEx Meeting Center service Web site.
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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.

For details about the My Recorded Meetings page, see About the My Recorded
Meetings page (on page 179).

About the Recording Information page

178

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.

Status

The status of the recording. The possible options are Enable or
Disable.
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Option Description

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.
Modify 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.)

Clicking the button enables the recording everywhere it is
Enable published on your WebEx Service Web site. (Available only for
disabled recordings.)

m
&

=
51
E=
n

] 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.
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180

What you can do here

Manage, upload, and maintain recording files of meetings you host.

Options on this page

Option

(]

Search

You are currently using X
% of Y GB

Site storage X % of Y GB

Topic

Size
Create Time/Date

Duration

Format

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
WebEXx 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.

The name of the recording. If you record a meeting on the
server, the WebEXx 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 Description

= 1 Lets you send an email to share this recording with others.

Displays a menu with more options for your recording:

Add Fecording

2% Download: Lets you download the recording to your
local computer.

If downloading the file requires a password, you must
prpvide the password.

:? Modify: Lets you edit information of the recording. For
details, see About the Add/Edit Recordings page (on page
322).

'ﬁ' Disable: Lets you disable the recording in all locations.

W% Delete: Lets you delete the recording from this page.

Lets you upload a new recording.

For details, see Uploading a recording file (on page 319) and

About the Add/Edit Recordings page (on page 322).

kB

Indicates that a recording is password-protected.

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.

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 182).
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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.
Z
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 182).

4  Click Save.

About the Add/Edit Recorded Meetings page

How to access this page

If you are adding a recording...

1 Log in 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 WebEXx 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.

=iz
3 Click Modify.
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4 Download
L& Modify

L@ Disable
i+ Be-assig

[ 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.

= 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.... To....

Topic Specify the topic of the recording.

Description Provide a description of this recording.

Recording file Click Browse to select the recording file that resides on your

local computer.
Duration Specify the duration of the recording.

File size Displays the size of the recording file. (Available only when
editing recording information.)

Set password Set an optional password that users must provide to view the
recording.

Confirm password Confirm the password that users must provide to view the
recording.

Sending an email to share arecorded meeting

You can send an email one or more people to share your recorded meeting with them.
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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 177).

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 Shade My Bocording - Micoetall (mprnet [xphorer pravided by... [o

e ¥ :i

Share My Recording

Send to:

_Slllvﬂ Eﬂwﬂl -~}
] Send o copy of the emal 1o ms

Your message

[Optlanal):

T foliowing recondng will be sanl 10 [he Pecipeenty
$atun meeting M0ENEN 1116

June 28 M08, %22 am San Fiaacico Tene
Daration: X mins

[Send | [ Cancel |

ore A Iniemat f000 -

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.

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 Presentations,

Documents, and

Whiteboards

Your user role in a meeting determines your level of sharing. 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 the task description.

Host

Fle Edt [EXTeR view Audio Participant

Quick { My Desktop *
Document Fraom My Computer,.,
Application *

Rebecc | wihzeboard | crtearn

Participant with granted permissions

Edt  Sharm W Auwdo  Patkipant  Mesting  Heb

Cigicke St Mesting I [Markgting

b

t:*T,/'I_"J'_lJ';:?*ii 02 Agerda

Task description:

Open and share a document or
whiteboard

learn about tools for sharing More
(on page 186)

start sharing More (on page 189)
assigning sharing privileges to
participants More (on page 186)

save a document More (on page
203)

View and interact with shared
documents and whiteboards

display slides or pages More (on
page 206)

use tools to annotate a document
More (on page 188)

synchronize your view with the
host More (on page 207)
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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 privileges, 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

R e e R e

: The tools on the content viewer toolbar
e allow you to share and perform actions on

Froin ! Managmini ; . = | presentations, documents, and

ET—— Whiteboards.

‘ : . i..... e

L o o

=& iy i Bl RS D) | o ey i R e | e

- . Select this button at the top right of the
T DB el ‘ content viewer to start a new whiteboard.

annotation toolbar-Select a drawing tool
for directing attention onscreen, using
- - - - - - -
©-T 7 = ';? m-& pointers, a highlighter, or drawing a shape
More (on page 188)
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Content Viewer Tools

[E77 show Thumbnal

£) Rotaks Page Left Viewing toolbar and menu-Change to full-
% Rotobe Page Right screen, rotate pages, zoom in or out using
Al G Symc Oisplay For all | these tools. More

= PulScreen | [115% < | S =L | view |-

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:

|: Show Thumbinal

) Rotate Page Left
%  Rotste Page Right View tools

;I Itllil Synic Display For All |

= Full Screen | [115% < | S =L | View |-

Tool Icon Description

Show To display thumbnails, or miniatures, of shared pages, slides, or
Thumbnails Ii] whiteboards to the side of the content, click Show Thumbnails.
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 participants 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
Pag to the left or right so they appear correctly in the content viewer.

Lets you display shared content at various magnifications. Click

Zoom In/ ~ 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 Description

For presenters, synchronizes all participants' displays with your
display. Helps to ensure that all participants are viewing the same
page or slide, at the same magnification, as in your display.

Synchronize O3
Displays for All 0]

Using annotation tools on shared content

In an online meeting, you can use annotation tools on shared content to annotate,
highlight, explain, or point to information:

2T /-0~ "W~ - Basic annotation tools

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 E:} 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,
click the downward-pointing arrow. Clicking this button closes the
Rectangle tool.

Line

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
options, click the downward-pointing arrow. Clicking this button again
closes the Highlighter tool

Highlighter

Annotation Displays the Annotation Color palette, on which you can select a color
Color -'I 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
erase a single annotation, click it in the viewer. For more options, click
Eraser l-’/_‘f 9 ' P '

the downward-pointing arrow. Clicking this button again turns off the
eraser tool.

Sharing presentations or documents

File sharing is ideal for presenting information that you do not need to edit during the
meeting, such as a slide presentation.

You can share almost any type of file that you can print from your computer.
Participants view shared files in their content viewers without the need for the
application with which it was created. Participants can also 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 188)

= Use a pointer to emphasize text or graphics More (on page 188)
= Print it More (on page 205)

= Display it at various magnifications, in miniature (thumbnails), and in a full-
screen view More (on page 187)

= Synchronize all participants' displays with the display in your content viewer
More (on page 201)

= Saveitto a file More (on page 204)

At any time during a meeting, you can grant participants privileges that allow them to
annotate, save, print, and display different views of shared presentations or
documents.

Sharing a document or presentation

You can share a document or presentation that resides on your computer. Participants
view the shared document or presentation in their content viewers.
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To share a document or presentation:

1 On the Share menu, choose Presentation or Document.
The Share Presentation or Document dialog box appears.

2 Select the document or presentation that you want to share.

3 Click Open.

The shared document or presentation appears in the content viewer.

Tip: See Tips for sharing documents and presentations (on page 190) for information that can
help you to share documents and presentations more effectively.

Tips for sharing documents and presentations

These tips can help you share documents or presentations more effectively.
= To import slide presentations quickly:
= Limit the number of animations and slide transitions.

= Minimize the number of screen shots that you add to slides, especially bitmap
graphics. Bitmaps do not compress well.

= To improve the speed at which shared pages or slides appear in participant content
viewers, save the document or presentation as a .ucf (Universal Communications
Format) file before the meeting starts. Then share the .ucf file instead of the
document or presentation itself. More... (on page 204)

= You can annotate shared presentations or documents in the content viewer;
however, you cannot edit them. If you want to edit shared information, you can
use application sharing instead.

= If you are sharing a PowerPoint presentation, you can open
| F'DﬂEI’F‘DiEt Mokes | the PowerPoint Notes panel and view any notes you have
[ag added to the slide in the presentation.
Reset ko defaulk

Minirize al

B R e
B N ey S

= To save time during a meeting, begin sharing the document or presentation before
the meeting's starting time. That way, after participants join the meeting, they can
begin viewing your presentation.
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Choosing an import mode for document or presentation

sharing

For Windows users only

Before you share a document or 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 documents and 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 documents and 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 or documents that you are
currently sharing. To apply a new import mode to a shared document or presentation, you most
close it first, and then share it again.

To choose an import mode for shared documents and presentations:

1

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.

options appear.
General l True Color Maode  Import Mode I

Ta ensure good-quality imaging for document and presentation sharing,
select the appropriate import mode,

Import mode:

{* Universal Communications Format
Supports animations and slide transitions in shared Microsoft{R)
PowerPointiR) presentations

" Prinker driver

Provides better cross-platform imaging, but displays presentations without
animations and slide transitions

oK Cancel
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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 201)

= Save it

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 186).

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 197).

= You can share multiple whiteboards. For each whiteboard that you share, you see a new
Whiteboard tab in the content viewer.
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Navigating presentations, documents, or
whiteboards

When sharing a document, presentation, or whiteboard, you can

Navigate slides, pages, or whiteboards using the toolbar More (on page 193)

Advance pages or slides automatically, at an interval of time that you specify
More (on page 194)

Perform animations and slide transitions in a presentation More (on page 195)

Use keys on your computer's keyboard to navigate a presentation and display
animations on the slides More (on page 196)

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.

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.

Select the down arrow
¢ to view remaining tabs

Caack Start Maatirg Info Customer Care

BT 0O~ ~W =~ | 4 |02hmndd tlarkebrg |
s

On the toolbar, click a button to change the page or slide you are viewing.

Select the
Customer Care & = drop-down arrow to choose any page or slide
Dol 4 |07 Initiatives ~ p = left arrow to see the previous page or slide

=  right arrow to see the next page or slide

If Microsoft PowerPoint slides are being shared, the drop-down list also displays
the title of each slide.
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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 200).

You can advance pages or slides automatically at a time interval that you specify. For details,
see Advancing pages or slides automatically (on page 194).

You can also use the keys on your computer's keyboard to display different pages or slides
and perform animations and slide transitions. For details, see Using keyboard shortcuts to
control a presentation (on page 196).

If you 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 195).

Advancing pages or slides automatically

194

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.

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.

On the View menu, choose Automatically Advance Pages.

The Automatically Advance Pages dialog box appears.

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

Automatically Advance Pages OptiOﬂ al:To restart page or slide
advancement once all pages or slides
Advance to next page every: |D1 100 3: are displayed, select the Return to

beginning and continue advancing

¥ Return to beginning and continue advancing pages pages check box.

Start | Cancel |

Click Start.

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.
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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 191)

=  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.

= Alternatively, use the keys on your computer keyboard to show animations and slide
transitions in a PowerPoint slide presentation. For details, see Using keyboard shortcuts to
control a presentation (on page 196).

= If at least 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
Customer Care - .

drop-down arrow to select any page or slide

T ow |l 4 |07 Initiatives * p = leftarrow to see the previous page or slide

=  right arrow to see the next page or slide
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Using keyboard shortcuts to control a presentation

196

When sharing a document or presentation in the content viewer, you can use the keys
on your keyboard to display pages or slides. If you are sharing a Microsoft
PowerPoint slide presentation, you can also use keyboard keys to show animations on
the slides and in slide transitions, just as you can when using the Slide Show option in
PowerPoint.

Note: Before using keyboard shortcuts, click in the viewer to set the input focus in the content
viewer. A blue border around the shared page or slide indicates that the viewer has input focus.

Sharing a Presentation

Use these keystrokes to move quickly through your presentation.

To... Press...
Display the next slide or perform the next Space Bar, Page Down, Right Arrow, or
animation or slide transition Down Arrow

Display the previous slide or perform the previous Page Up, Left Arrow, or Up Arrow
animation or slide transition

Display the first slide Home

Display the last slide End

Note: To show animations and slide transitions, you must share the presentation as a Universal
Communications Format (UCF) file. The UCF import mode automatically converts a PowerPoint
file to a UCF file when you share it. For information about choosing an import mode, see
Choosing an import mode for document or presentation sharing (on page 191).

Sharing a Document

Use these keystrokes to move quickly through your document.

To... Press...

Display the next page Space Bar, or Page Down, Right Arrow, or
Down Arrow



Chapter 14: Sharing Presentations, Documents, and Whiteboards

To...

Display the previous page

Display the first page

Display the last page

Working with pages or slides

Press...

Page Up, Left Arrow, or Up Arrow

Home

End

When sharing a document, presentation, or whiteboard, you can

= Add new, blank pages or slides for annotation More (on page 197)

= 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 197)

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.

Tip: If you have added multiple pages to a shared file or whiteboard tab, you can view thumbnails
(on page 200) 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.
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To paste an image in a page, slide, or whiteboard in the content viewer:

1 Inthe 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

Zooming

198

All shared 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 198) slides, pages, or whiteboards
= View thumbnails (on page 200) of slides, pages, or whiteboards.
= Display a full-screen view (on page 199) of a page, slide, or whiteboard.

= Synchronize all participant views (on page 201) of a page or slide with the view
that appears in your content viewer

in or out

Using the tools on the content viewer toolbar, you can:

= Zoom in to or out from on 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:



Chapter 14: Sharing Presentations, Documents, and Whiteboards

= Select the Zoom In or Zoom In button, and then drag your mouse to the area.
Release your mouse button.

= To zoom 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.

| EFUIScreen 115*’!1 'I 2 =

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.

Fit in Wiswer " Choose a viewing option
Fit to wWidth
25%
S0%s
=k
100%:
200%:

4| 400%

Full Screen | TE - l*:»\ = |'u'iew -

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.
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To display a full-screen view:

Ei On the content viewer toolbar, select the Full Screen icon.

To return to a normal view:

&= On the Meeting Controls Panel, select the stop
g icon to return to the main window.

Pagar %, Fesdpntz

AL S O .

Viewing thumbnails

You can view thumbnails of the shared pages, slides, and whiteboards that appear in
the content viewer. Viewing thumbnails can help you to locate quickly a shared page

or slide that you want to display in the content viewer.

To view thumbnails of slides, pages, or whiteboards:

In the content viewer, select the tab for the document, presentation, or whiteboard
for which you want to view thumbnails.

On the content viewer toolbar, select Show Thumbnails from the View menu.

1

2

| [ Show Thumbnal

£} Rotabe Page Left
% Rotate Page Right

L]

5 Ftsaon SENITE

Thumbnails of all pages or slides in the selected document, presentation, or
whiteboard appear in the thumbnail viewer, in the left column.

;J L ',", Synic Display For Al
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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..

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.

[‘jt[:'j Sync Display for All.
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Clearing annotations

202

You can clear any annotations that you or another attendee makes on a shared page,
slide, or whiteboard in the content viewer. You can clear:

= All annotations at once
= Only specific annotations

= If you are the presenter or host, clear all annotations you have made

0T /=01 =g =W~/ ~ 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.

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.

,/—! 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.
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.-/-f 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.

1'/_; 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.

annotation tools

2T/ -0 "B-5-

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.

.-/-f 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 204)
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= open a saved document More (on page 205)

= print a whiteboard More (on page 205)

Saving a presentation, document, or whiteboard

204

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.

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.
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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.

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 annotations and
pointers that you or other participants added to it.

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.
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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 206)

synchronize your view with the host's view More (on page 207)
save shared documents More (on page 204)

open shared documents More (on page 205)

print shared documents More (on page 205)

Displaying pages, slides, or whiteboards
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For participants

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 at the top of the content viewer.

1

2

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.

Select the down arrow
Cuick Shart Maatien Infe Cuttonimer Cora ¢ to view remaining tabs

On the toolbar, click a button to change the page or slide you are viewing.
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Select the
Customer Care B = drop-down arrow to choose any page or slide
P~ |l 4 |07 Initiatives ~ # = left arrow to see the previous page or slide

= right arrow to see the next page or slide

If Microsoft PowerPoint slides are being shared, the drop-down list also displays the
title of each 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.

DE] Sync Display With Presenter
t
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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 209)
share Web content with meeting participants ' Sharing Web content (on page 210)

understand the differences between sharing a ' Differences between sharing Web content
browser and sharing Web content and sharing a Web browser (on page 210)

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 210).

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

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.
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Sharing option

Web browser sharing

Web content sharing

Chapter 15: Sharing Web Content

Advantages

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
experience media effects
on Web pages, including
video and sound.

Lets participants interact
with Web pages
independently in their
content viewers.

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
pages.
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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 infomation you need)

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 Task description:

host and Share software:

presenter =  Share applications More... (on

page 214)
Fare Yiew Sk Barticipant =  Share your desktop (if this feature

Presentation or Document,.,  Chr-Ak40 is available) More (on page 217)
Applcation. ., = Share a Web browser More (on
Desktop Ciri+ak40 page 219)

=  Share a remote computer (if this

‘ihitehoard ChriAk+N

feature is available) More (on
Web Content.. page 220)
‘Wb Browsar -

Control the appearance of shared
software More (on page 229)

T S #%% =  Annotate shared software More
(on page 236)

= Let a participant control your
shared software More (on page

239)
participant e | View and work with shared software:
R Vievess =  Control the appearance of shared
Fit to kb software More (on page 234)
&% Tt N Panals =  Ask to control shared software
5% More (on page 243)
Efe Marage Panels
i e ——— = Annotate shared software More
5 (on page 236)
Mt Saada 7 .. . .
o e " Stop. participating in software
! sharing More (on page 245)

Masting Optons

~ 4 =
| ad |
g oo Mg Coritr ol l |

Sharing applications

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.

Participants can view the shared application, including all mouse movements without
having to run the application that you are sharing on their computers.
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Here are just a few tasks you can perform:

Start sharing an application More (on page 215) and open more applications to
share More (on page 216)

Control the appearance and viewing of shared software (pausing, changing to full-
screen view, and so on) More (on page 229)

Annotate and draw on a shared application More (on page 236) and allow
participants to draw More (on page 239)

Learn about sharing application effectively More (on page 248)

Stop sharing an application More (on page 217)

Starting application sharing

Host or Presenter only

You can share any application on your computer with meeting participants.

To share an application:

1

2

[ My Deskiop Chrl+alk+D

On the Share menu, choose Application.

The list of all applications currently running on your computer is displayed.

|§hare Wiews Audio  Participant  Meeting  Help

Document From My Computer., ..

| application Running Application:

whitehoard ChlalE+N ‘n srv-termsjc? - Remote Deskiop

[f;' Microsoft Excel - Merge, xlsx
Weh Conkent, .,

@ WebE:x Meeting Center - Google Chrome
Wieh Browser

d My Compuker

Reroke Computer, ..
- P 1 Windaws Explorer

My Meeting Wind
y Meeting \Window Other Application. .

Do one of the following:

= |f the application you want to share is currently running, select it in the list to
begin sharing it.
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= 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 248).

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.

Each application you have open on your

E_ g[g desktop has these buttons in the upper right

corner

T

Tip: When you open any application that you have minimized, it opens with the sharing
buttons in the upper-right corner.

= |f that application is not currently running: Select the Share Application
button in the Meeting Controls Panel. You can also fnd 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:

XS g The Share button to the
= v -|b right of Pause lets you
§ ‘Ashn N Parinaniy select the different types of
o are sharng 2 applrabions content ou want to share.

Tip: Alternatively, you can share multiple applications by sharing your computer's desktop. For
details, see Sharing your desktop. (on page 217)
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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.

H E- e - o Wi | 4

Pinita Shary AL 1 Paticpantt (=2 1} Fasurder AR |

il

¥iua are shaing Mool Exced - Me...

To stop sharing all applications:

In the Meeting Controls box, select the STOP button.

(

You can also pause sharing: Select the Pause button (located next to the Stop button).

Ie sk L
dil R -y # wsd / =
Panite Shane Azzign %, Pamicipanis hat Racoder A ahy !

You arecsharing 3 apploations

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.

Tasks related to sharing your desktop:
= Start sharing your desktop More (on page 218)

= Manage how participants view your shared software (pausing, changing to full-
screen view, and so on) More (on page 229)

= Annotate and draw on your desktop More (on page 236) and allow participants to
annotate More (on page 239)

= Read a few tips for sharing your desktop effectively More (on page 248)
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= Stop sharing your desktop More (on page 218)
= Allow a participant to control the shared desktop More... (on page 239)

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.

Wiy  Audio  Participant  Meeting  Help

My Desktop Maonitar 1
¥ Ciocurment From My Computer, .. Manitar 2
application 3
Rebect)  whireboard Chrl+al+M

TDPiC Web Content...

Weh Browser

My Meeting Window

2 Select the monitor to share.
Your desktop appears in a sharing window on participants' screens.

For ideas that can help you to share your desktop more effectively, see Tips for
Sharing Software. (on page 248)

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

218

You can stop desktop sharing at any time.



Chapter 16: Sharing Software

To stop sharing your desktop:

In the Meeting Controls box, select the Stop button.

|W | - T ] You can also pause sharing: Select the Pause
\ Puie  thew  fum Zetrars button (located next to the Stop button).

-

frag arw shanng e deskdas

If you are a participant, rather than the presenter, select the Return button to leave the
sharing session.

(

= Wi / & You do not leave the meeting, just the sharing
....... rt e [ portion of it.
Vierng K Feshesan's desdon

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 219)
= 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 248)

= Stop sharing a Web browser More (on page 220)

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.
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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

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.

Tip: You can temporarily pause Web browser sharing, rather than stopping Web browser sharing.
For details, see Pausing and resuming software sharing (on page 230)

Sharing a remote computer

220

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

= You logged 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 221)

= Manage how and what participants view on the shared remote computer(pausing,
changing to full-screen view, and so on) More (on page 229)
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= Change settings on a remote computer while sharing it More (on page 224)

= Stop sharing a remote computer More (on page 223)

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.

¥ webEx Access Anywhere E3

Select a remote computer on the left, then select the application vou
want ko share on the right.

Remote Computer(s): Applications):

Conneck | 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:

= |f you chose access code authentication: You enter the access code you
typed when you set up the remote computer.
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= If you 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.

= |f you chose access code authentication: Type your access code in the box,
and then select OK.

= |If you chose phone authentication: Follow the voice instructions.

Note:

= If you 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.

= |If a password-protected screen saver is running on the remote computer, your meeting service
automatically closes it once you provide your access code or pass code.

= |f the remote computer is running Windows 2000, and you must log in to the computer, send
a Ctrl+Alt+Del command to the computer.

= |f you set up the remote computer so you can access multiple applications, you can share
additional applications simultaneously.

Sharing additional applications on a shared remote computer
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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 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.
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& Recorder

Float All Panels

Manage Panels. ..

Audio 3
Wigw L4
Meeting Options 4

MMake Screen Blank
Disable kKeyboard and Mouse
Reduce Screen Resolution to Match This Computer

Send Ctrl + alt + Del

Share Remate Application. ..

Dock Meeting Controls :
. =

_— -

2 Inthe Select Application box, select the application you want to share.

2 " After you choose another
appicaion o share, a
previously selected

Select the application that vou want to access: h > A
applications remain open.

Address Book,

igoge Erhartrleh;akE; TJ-D1 Example: You opened the
oDe oCosno A . . . .

Cietn WehEx Cnﬁnect Paint application first. Then
you chose Notepad from the
Faint Select Application box.

Both applications remain
open on the shared desktop.

Ok

Cancel

t

3 Select OK.

Stopping remote computer sharing
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, S0 you can access it again at any time.
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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 228)

= 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.

To stop remote computer sharing:

On the Meeting Controls Panel, select Stop Sharing.

W e - -

Pane Sharw agzign x Parbcipant

You afe sharmg 2 apphcabons

Sharing stops and you return to Meeting Manager.

Managing a shared remote computer

224

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
226)

= 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 225)

= 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 227)

= Hide or display the contents on the remote computer's screen at the remote
location More (on page 227)
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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 228)

= A command to bring remote applications to the front of your screen, if they are
either behind other applications or minimized More (on page 228)

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.

@8 Recorder

Float All Panels

Manage Panels. .,

Audio 4
Wigw 4
Meeting Options 4

MMake Screen Blank
Disable kKeyboard and Mouse
Reduce Screen Resolution to Match This Computer

Send Ctrl + alt + Del

Share Remate Application. ..

Diack Meeting Contrals

-

Note:
= If you reduce the screen resolution a remote computer during a sharing session, the Access
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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
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Host or Presenter only

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.

B Recorder The down arrow is located at the end of the

Meeting Controls Panel.
Float All Panels

Manage Panels. ..

Audio 4
Wigw 4
Meeting Options 4

IMake Screen Blank
Disable Keyboard and Mouse
Reduce Screen Resolution to Match This Computer

Send Ctrl + alk + 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:
= |If you 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.
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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.
= 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.

Full-scresn for Participants . Wiy

Restons wies For Particpants Meating Ctines ¥
o | Maka Srewn Bk,

Boom In o | [mabis et and Hose

Zoom it #adure Soreen Sescltion o Match Ths Computer
5% Send Clrl = &kt + el
T Trock Meeting Conkrois

LI 15 1.9

200,

AP

Fill ScresrrSoaie bo Fit
Full Scresn
Windos-Soale bo R

W | Windos

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.
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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.

Note:

= |f you 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:

= Log in 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.
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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.

B8 Recorder

Float All Panels

Manage Panels. ..

Audio 4
Wigt 4
Meeting Options 4

IMake Screen Blank
Disable Keyboard and Mouse
Reduce Screen Resalution to Match This Computer

Send Ctrl + alk + Del

Share Remote Application. ..

Dock Meeting Controls
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Controlling views of shared software

Role Task description:
Host or | el Yiew Audio  Particpant = Pause or resume sharing
Presenter More
My Deskkop Chrl+-Al+D .
=  Control full-screen view of
Dacurent Fram My Camputet, .. shared software More (on
page 229)
Application g = Synchronize views More
on page 231
Whitehoard Chrl+-AlE+T (on pag )

WWeb Content., ..

Web Browser
Eemate Computer, ..

My Meeting Window
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Role Task description:
Participant il that=s = Control your view of shared
Mariage Paneks.... software More (on page
Hesk b Cankrol 234)
anudio Canference. . =  Close your sharing window
f More (on page 235)
Vi Full Screen
Mlesting Info. ..

Fusturm bo Mesting Yindow ®  FitinYiewer
) Fit ba Wakh

25
B,
o
100%
0%
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.

ol 28 .
Share Hszign % Pa

_‘Li You ate sharing 2 applic

230



Chapter 16: 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.

Fo . 50
¥ Ay =

Resunne Share Assign

Paused

=

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.

To see panel controls, select the gray

....... e Rl A ] down-arrow button (it is the last
e H bee
e anah button).
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Synchronizing views of shared software
Host or Presenter only

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.
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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 All.

e T T T R AT T T | u uﬂtﬁ
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Selecting a monitor to share
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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.

Sedect a monitor Eo share

1

= On the Share menu, select Desktop.

A submenu shows the available monitors.
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Fle Edt EUUE View Audio  Particpant  Meeting  Help
| My Deskbop Morker 1 |
Diooumenk: From My Computer. ., oo £

application |
Rebect)  ytjeboard Chrb+al+H

Topic|  web coneent...
Wb Broweser

Iy Meeting Window

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>."

( G- 8-\ sl (@] /]
Farica Shira Askign Bartipane G

In addition, a green border appears around the monitor you are sharing.

To select a different monitor to share:

1 On the Meeting Control Panel, select the Select Content to Share button.

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

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

235



Chapter 16: Sharing Software

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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\\ Participants Chat Annatate '
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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.

»* Application Share

You are nao longer viewing the presenter's shared content,

| @ Return to Sharing |

Annotating shared software

236

Task description:

=  Start or stop annotation mode
More (on page 237)

Host or Presenter =  Use annotation tools More (on

l = page 238)

Om i - A~ & W o@ /S s . ,

P_ Fass Rl wn | TR o Fooake  demdrs | " Leta participant use annotation
Lo e ek weepad More (on page 239)

=  Save annotations More (on
page 242)



Chapter 16: Sharing Software

Task description:

= Ask for permission to use
annotation More (on page 240)

Participant = Use annotation tools More (on

- age 238
|3&M \ o 2 < I= 29 )tt' More (
. Pacpann Chid il e " ave annhotations iviore (on
| eving Sandess Bshishon's apple.., page 242)

= Give up annotations More (on
page 241)

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

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
s - i e - on g

Ak N i o ey I a pencil on it.
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The Tools panel appears.

A —
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2 Select a tool for making annotations.

For details about annotation tools, see Using annotation tools (on page 238).

Note:
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= You can let one or more participants annotate the shared software. For details, see Copy of
Letting a participant annotate shared software (on page 239).

= 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 242).

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.

|~/ amnotationTools x|
ST /-0-[2 - ®m-5-|m

(€& Allow o Annatate = | (8 Stop Annotating |

Using annotation tools
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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.

|~/ annotationTools x|
DT /-0 2 -®-5- o

[€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 E:} 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.
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Annotation
Tool Icon Description
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 .,& 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 - N - .
to annotate shared content. Clicking this button again closes the
Color .
Annotation Color palette.
Erases text and annotations or clears pointers on shared content. To
Eraser /) cerasea 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.

S - &5 v @ |-

dnratats

Amign Eariizath h
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The tools panel appears.
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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 241)

Requesting annotation control of shared software
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.

T b o d / 5 The Annc_;tate_ button has the image
LY, S %, Parscipann Chit Bandtats ofa penCII on it.
Wisinine) Sandesn Balakrishnas applc,

A request message appears on the presenter's screen.

After the presenter allows you to annotate, the Annotation Tools panel appears:
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2 Select the tool you want to use.

3 Optional. Choose another annotation tool. For details, see Using annotation tools
(on page 238).

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.

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.
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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.

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 Onthe Tools panel, select the Screen Capture button.

¥ /' Annotation Tools

BT vavW!J*ﬁvliﬁ

(€8 allow to Annotate | (¢ Stop Annokating | |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
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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 243)

= The presenter can then grant control to the paticipant. More (on page 244)

= Alternatively, the presenter can automatically grant control of shared software to
any participant who requests remote control. More (on page 244)

= The presenter can stop a participant from remotely controlling shared software at
any time. More (on page 245)

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 240)

243



Chapter 16: Sharing Software

Letting a participant remotely control shared software
Host or Presenter only

If you are sharing software, you can let a participant control it remotely.

To let a participant remotely control shared software:

1 On the Meeting Controls Panel select the down-arrow button on the Assign

button.

- & This button is the third button from the

& v = \ E / = 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.

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.
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You can now control the shared software.

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.

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)

246

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.
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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

2

If you are currently sharing an application, stop your sharing session.
On the Meeting menu, choose Meeting Options.

The Meeting Options dialog box appears.

Select the True Color Mode tab.

Select Enable True Color mode.

Select one of the following options:

= Better imaging

= Better performance

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

2

In the Meeting window, on the Meeting Center menu, choose Preferences.
The Preferences dialog box appears.

Select Display.
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A Preferences The display mode options

; A K% appear.
Aens  Tools

Select an option for displaying shared content with attendees

=) Better performance
(C) Better image quality

3 Select Better performance or Better image quality, as appropriate.

Tips for sharing software

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.

= |f 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 246).

= Application and Web browser sharing only: Avoid covering a shared application
or Web browser with another window on your computer's desktop. A
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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 230)

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.

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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Using Chat

Chat is useful during a meeting if you want to:

send brief information to all participants
send a private message to another participant

ask a question but do not want to use the Q & A option, which provides a formal
procedure for asking and answering questions

All chat messages that you send or receive appear on the Chat panel in the meeting
window.

The Chat function allows you to perform these tasks:

Send chat messages More... (on page 251)
Assign sounds to incoming messages More... (on page 252)
Print chat messages More... (on page 253)
Save chat messages More... (on page 253)

Open a chat file during a meeting More... (on page 254)

Sending chat messages

During a meeting, the presenter can specify chat privileges for participants. These
privileges determine to whom participants can send chat messages.

To send a chat message:

1

2

3

Open the Chat panel.
In the Send to drop-down list, select the recipient of the message.

Enter your message in the chat text box.
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4 Depending on the operating system you use, follow this step:
= Windows: Click Send.

= Mac: Select enter on your keyboard.

Note: If you join a meeting in progress, you can see only the chat messages that participants send
after you join the meeting

Assigning sounds to incoming chat messages
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You can choose to play a sound for one of these occasions:
= If you are not viewing the Chat panel
= For only the first chat message that you receive in a thread

= Whenever you receive a chat message

To assign sounds to incoming chat messages:
1 Open the Preferences dialog box by performing these steps:
=  Windows: On the Edit menu, choose Preferences.

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

N

Depending on your operating system, follow one of these steps:

= Windows: Click the Chat tab.

= Mac: Select the Alerts button.

3 Select the check box for each action for which you want to play a sound.
4 Select a sound from the appropriate drop-down list.

By default, the drop-down list contains the names of all sound files that reside at
the default location on your computer.

5 To select a sound that does not appear in the drop-down list, follow these steps:

= Windows: Click Browse, and then select a sound file that resides in another
folder.

= Mac: Select Others in the drop-down list.
6  Windows only. To play the currently selected sound, click the button i)
7 Click OK.

Note:
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= Meeting Center saves your sound preferences on your computer. However, if you start or join
a meeting on another computer, you need to set your preferences again on that computer.

= |If you are using Windows, sound files must have a .wav extension.

= In most cases, the default location for sound files is C-\WINDOWS\Media. You can copy
other sound files to the default folder or any other directory to make them available in the
Preferences dialog box.

Printing chat messages

You can print all the chat messages that appear on the Chat panel.

To print chat messages:

1 Inthe Meeting window, on the File menu, choose Print > Chat.
A print dialog box appears.

2 Optional. Specify printer options.

3 Print.

Saving chat messages

You can save chat messages that appear on the Chat panel to a .txt file. You can then
reopen the file for use in any meeting or view the file's content outside a meeting by
opening the file in a text editor.

Once you save chat messages to a file, you can save changes to the messages or save a
copy of them to another file.

For help in performing these tasks, click the "More" link:
= Save chat messages for the first time in a meeting More... (on page 253)
= Save change to a chat file More... (on page 254)

= Create a copy of a chat file More... (on page 254)

Saving chat messages to a new file

You can save chat messages you have sent or received to a new chat file.

To save chat messages to a new file:

1 Inthe Meeting window, on the File menu, choose Save > Chat.
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The Save Chat As dialog box appears.
2 Choose a location at which you want to save the file.
3 Type a name for the file.
4 Click Save.

Meeting Manager saves the chat messages in a .txt file at the location you selected.

Saving changes to a chat file

If you make changes to the messages on your Chat panel, you can save them to an
existing chat file.

To save changes to a chat file:
1 Inthe Meeting window, on the File menu, choose Save > Chat.

2 Meeting Manager saves the changes to the existing chat file.

Creating a copy of previously saved chat messages

If you have saved chat messages and want to create another copy of the messages, you
can do so by saving the chat messages to a chat file with a different name.

To create a copy of chat messages that have been previously saved:
1 Inthe Meeting window, on the File menu, choose Save As > Chat.
The Save Chat 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 you want to save the file.
3 Click Save.

Meeting Manager saves the file at the location you chose. The file name has a .txt
extension.

Opening a chat file during a meeting

If you saved chat messages to a .txt file, you can display those chat messages on your
Chat panel by opening the file.
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To open a chat file in a meeting:

1 Inthe Meeting window, on the File menu, choose Open > Chat.
The Open Chat dialog box appears.

2 Select the chat file that you want to open.

3 Click Open.
The chat messages appear on the Chat panel.

If there are already chat messages in your chat viewer, Meeting Manager appends the
messages from the chat file to the existing messages.
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Polling Attendees

During a meeting, you can poll attendees by presenting them with a questionnaire.
Conducting a poll can be useful for gathering feedback from attendees, allowing
attendees to vote on a proposal, testing attendees' knowledge of a topic, and so on.

During the meeting, the presenter is responsible for:

= Preparing a poll questionnaire More... (on page 257)

= Conducting a poll during the meeting More... (on page 261)
After closing a poll, the presenter can:

= View poll results More.... (on page 262)

= Share poll results with attendees More... (on page 263)

= Save poll results for viewing outside a meeting More... (on page 265)

Preparing a poll questionnaire

When preparing a poll questionnaire, you can:
= Create a questionnaire More... (on page 257)
= Edit a questionnaire More... (on page 259)

= Set a timer for polling More... (on page 260)

Creating a poll questionnaire

Presenter only

257



Chapter 18: Polling Attendees
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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 Inthe 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 Toadd questions, repeat steps 2 to 7.

This figure shows an example of a poll questionnaire.

Foll Questions:
1 Wykiat is wour favarite color?
7 = biue
0 bored

) c.oreen
{3 ol klack

2hat do you enjoy doing &t leisure?

[[] areading
[ b vivstiching movies

[ o traveling
[ o sports

3 Pleasze give us feedback about this event.
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To create a questionnaire (for the Mac):
1 Open the Polling panel in the event.

2 Add a question by clicking this button and then typing the question.

aE 'iHE E;I| & g’l}| \l}

3 Add an answer by clicking this button and then typing the answer.

N

4 To add more answers, repeat step 3.

G 43

5 To add more questions, repeat step 2.

6 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.

oy @y WE I

1. Question 1
h"r’nur Answer :

v Single Answer
st s amaiied  Multiple Answers
Short Answer

Editing a questionnaire

You can change the type of a question and edit, rearrange, or delete the questions and
answers.

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.
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For more information about the different types of questions, see Creating poll
questionnaires (on page 257).

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.

= Hlmlx |+ ¢

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.

‘ @Efﬁ,‘j}(| 1+ ¥ Windows

oM [] 5 RS Mac

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.

EEHmX||r ¢

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.

Displaying a timer during polling

You can specify that a timer displays for attendees and yourself when a poll is in
progress.

260



Chapter 18: Polling Attendees

To display a timer:
1 Open the Polling Options dialog box.
= If you use Windows, click Options at the bottom of your Polling panel.

= If you use the Mac, click this button on the lower-right portion of the Polling
panel.

'; (" Clear All ) [ Open Pail )
2 In the dialog box that appears, select Display, and then type the length of time in
the Alarm: box.
3 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 265).

To open a poll:
1 Display your poll questionnaire on the Polling panel, if you have not done so.
2 Click Open Poll.

The questionnaire appears on attendees' Polling panels. Attendees can now answer
the poll.

As attendees answer the questions, you can watch the polling status on your
Polling panel.
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Palling status

Windows:
M at started 2ABTE .
ol sane J [ ] To view each attendee’s

In progress J 0/3[0%] polling status, click one of

Finizhed J 1;3[332] these three buttons.

R emaining time: 4:54  Time limit; 10:00

ot staned Ul(lo0.0% N Mac:

In progress 071 {0u0% ’

Finished 041 (0.0%) To view each attendee’s
I{Iirk to see detailed status r _ _ polling status, select the text

Remaining time: 0415 Time limit 06 00 [ Close Poll ) "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.
Attendees can no longer answer questions.

Once you close a poll, you can view the poll results and optionally share them with
attendees. For details, see Viewing and sharing poll results (on page 262).

Viewing and sharing poll results

After closing a poll, you can:
= View the complete results of the poll. More... (on page 262)
= Share group results with attendees. More... (on page 263)

The poll results you can share during a meeting are anonymous. However,
Meeting Center records responses from each attendee, 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 265).

Viewing poll results

Meeting Center bases the percentage for each answer on the total number of attendees
in the meeting, not the total number of attendees who submitted answers in the poll.
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=

Pall Questions:

Questions | Resuts | Bar Graph
1. \Ww'hat iz wour favarite color?
a. blue 2ME0%)
b. red 1/M(25%)
. Qreen 0/4[0%)
d. black 0/4[0%)
Mo Answer 1/4(28%)  1H
2 What do you enjoy doing at lei...
a. reading 37y I
b. watching movies 347e%]
c. traveling 2ME0%) The Results column
d. sportz 1/M(28%) 1l indicates the
Mo Angwer 1/425%)  HE
3 Please give us 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 status
3 of 4 attendees have responded
R ermairirg time: 204 Time limit; 10:00

Share with attendees
v Pall rezults

M ew Pall Edit Questionz | |

Sharing poll results with attendees
After you close a poll, you can share the poll results with attendees.

The poll results you can share during a meeting are anonymous. However, Meeting
Center records responses from each attendee, 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 265).
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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 attendees' 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:

=  Save the questionnaire More... (on page 264)

Open b =  Open the saved questionnaire for use in any meeting More...
(on page 265)

After you close a poll, you can:

aave =  Save group results to a .txt file More... (on page 265)

Save s = Save responses from individual attendees to a .txt file More...
(on page 265)

Transfer... Crrl+T

Prink
et a ,.

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.
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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

Files risemes: PR ezl Sawe I

Save 8z ype: | Tead File indindual stlendees rendl"bd] = | Cancal

When you are saving poll results,
= you can select a format in which you
j 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 Inthe "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.

Eg My | 1+ 4 Windows
- R

The Open Poll Questions dialog box appears.

2 Select the poll questionnaire file that you want to open.
A poll guestionnaire file has a .atp extension.

3 Click Open.

The poll questionnaire appears on your Polling panel. You can now open the poll
to the attendees.
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Transferring and
Downloading Files During a

Meeting

During a meeting, you can publish files that reside on your computer. Meeting
attendees can then download the published files to their computers or local servers.
Publishing files is useful if you want to provide attendees 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.

¥l
v

e Shcrcﬂ:J

hosts can publish files
More... (on page 268)

{Location Sme|  Status
= batnp_acoess_request... Ut Admin shuffitemp_sccess.,, KA B Shared
= MC_DocShare doc ULk hor- R\ Export bo Bered, HNIERE Shaned

[T cowrioad a fle, either selact it and then cick Download, or nght-..., | 2@

B Downoad, . |

'ﬁ huee Fio

! |Location

+ temp_sccess_request..,
+ MC_PocShee doc

T T T T [ T T T

attendees can download
published files More... (on
page 269)
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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 Transfer

Fle name Location | see Status |
< batnp_acoess_peguest... U Admin shuffitemp_sccess., A B Shased
- WC_Dvoe Share, doc L st bR Epent Ry W, I 2EI2 B Shaned

|To dowrdoad a e, either sslact it and then cick Dowrload, or nght-.. | 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.
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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 Inthe File Transfer window, select the file that you want to download.

E ] File Transler

e name * | Location S | Status |
+ bemp_bCoess request... e Mot Saved
+ M0 DocShare.doc nmne Mot Saved
Tor dowrinad 3 fe, eilhwr SeRect it ancl then cick Dowrioad, or fight-... zl@

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 If applicable, 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 275)
= Only one participant takes notes or meeting minutes. More... (on page 273)

= Only one participant takes notes for closed captions. More... (on page 276)

Note: The notes feature is not available on the Mac.

Role Task description:
Host If the Notes panel is closed, click
e e ot el e G e Manage Panels and then select
Available panels: Current panels: NOteS from the IlSt and C“Ck
Palling icipants Add )
RS i .
o =  set up options for taking

notes in a meeting More...
tecoi | (on page 272)

Mave Down

*These panels are available to participants with appropriate privieges,

= choose one person to take
notes More... (on page 273)

Note: On the flaating icom tray, only the First four panels will be displayed.
The remaining panels will be avaiable from the menu,

=  Select a participant as

== | closed captionist More... (on
page 273)
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Role Task description:

Note taker The host can select one person
to take notes or allow all

participants to take notes
Motes From Team Meeting

= get an overview of taking
notes More...

Agenda:

Welcome
Introduction ko team members

= take personal notes during a
Review of open tasks

meeting More... (on page
275)

saving notes to a file More...
(on page 277)

Attendees: Bob, Simon, Michael, Gabriel,

=  Provide closed captions for
a meeting More... (on page
276)

[ NG SO S ST S R

Specifying note-taking options for a meeting

272

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 276)

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.

= To turn the notes option on or off, check or uncheck the Notes check box.
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= 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.

2 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 .

=  For information about selecting a note-taking option during a meeting, see Specifying note-
taking options for a meeting (on page 272).
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To designate a closed captionist:

1 Inthe 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.

E E n @& & = A closed caption indicator appears
o next to the participant's name in the

participant list.

~ I, Participants
& Mame L 1 of 2 ready Tools
*» WebEx admin (Host)

Mariah

(@) Make Presenter o el

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
153).

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.
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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

Taking

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 In the 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 277).

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.
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To take public notes:
1 Inthe 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 272).

For details about sending public notes in a meeting transcript, see Sending a meeting transcript to
participants (on page 278).

Providing closed captions

276

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.

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:

= |f 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 277).
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=  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 Inthe 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:

= 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 Inthe 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:
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= 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, Meeting Manager
uses the default file names for the files. Thus, if you have already saved a file using another name,
Meeting Manager does not overwrite that file.

Sending a meeting transcript to participants
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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
= 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
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= 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 If the 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
attach your notes in a file is not available.

= |f 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.
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Sending and Recelving
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 to
participants. Live video lets other participants see you, or whatever you focus your
webcam on. To see video, participants do not need to have a webcam installed on
their computers.

To start or stop sending video, simply select the video icon beside your name.

; After you select the icon, it changes
w 1 3l Jay (Host, me) - _"5 to green to indicate that you are
— - sending video.

After you start sending video, you can perform the following tasks depending on your
role.
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Role
Host

Windows

Participant

Mac

Participants Thast

= Mg Presents s

Lonl T3 Mariak imel

r] 1 jay (Hoat)

Setting the main display

If you are the host, you can decide which participant video to show in the main

display.

B Becorder -

To set the video for the main display:

1 Select the name tag on the main display.
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Tasks

What you can do:

Stop or start sending video at
will.

Set the main display. (on page
282)

View video in full-screen mode
(on page 283).

List participants or show
thumbnails. (on page 285)

Set webcam options (on page
286).

What you can do:

Start or stop sending video at
will.

View video in theatre mode (on
page 283).

List participants or show
thumbnails. (on page 285)

Set webcam options (on page
286).
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Fasticgiants Chat B Reworder v

W Maks Sragsie  budo E-| L |

2 Inthe dialog box that appears you can select one of the following:

. spatlight and Lock 3 Particpant Yubeo 1 = The active speaker. This is the
default. The display focuses on the
current speaker and changes as
the speaker changes.

‘Who do you want participants bo see?
f} The mctive soeshsr |
(l}} A specihic perbcpent:

Ty (Host) = A specific participant. The display
[ & Marah focuses on only the specific

participant that you select.

Switching to and from full-screen mode

Full-screen mode displays your video across the entire desktop space and is great to
use when you want to see a larger view.
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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
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Display a list or thumbnail view of participants

Select the participant icon to switch between the participant list or thumbnail
views.

Participants Chat & Rewrder v Participant list view

@R AOQ Wiayiostme - &

i-8 [y Ameleom - K

e ok Frenentsn | oo ,.E -!"
P . il - Participant thumbnail view
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Setting webcam options

If you have a working webcam, you can set options that are available for that webcam
directly from your meeting.

To set webcam options:

Windows:

At the top right of the main display select the
options icon.

e Pk Praserisr | dudo =L

) - — Mac:
P — = : s At the bottom right of window, select the options
icon

Although you can set options for contrast, sharpness, brightness and other general
settings, options can vary depending on your web camera.
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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. You can
minimize or enlarge this display at will, or move it to any other part of the desktop.

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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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

manage the scheduling templates you saved

Using My WebEX

See...
About My WebEx (on page 290)

Obtaining a user account (on page 291)
Logging in to and out of the WebEX service
site (on page 292)

Using your list of meetings (on page 293)

Installing WebEx Productivity Tools (on page
142)

Setting Up a One-Click Meeting (on page
137)

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)

Managing scheduling templates (on page
351)
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If you want to... See...

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 353)
meetings
generate reports about online sessions Generating Reports (on page 359)

About My WebEXx

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 WebEXx 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,
S0 visitors to your page can access them.
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MC_About My WebEx2

= Address book: Lets you keep information about your personal contacts on your
WebEXx 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 Go to your WebEXx service Web site.
2 On the navigation bar, click Set Up > New Account.

The Sign Up page appears.

3 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

292

To manage your online s 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 WebEXx service site:
1 Go to your WebEXx 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 WebEXx service Web site, your My Meetings page in My WebEXx includes:

= A list 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 WebEXx 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:
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294

= Obtain information about a meeting

= Join a meeting in progress

To open your meetings list:
1 Log in to your WebEX service Web site, and then click My WebEXx.

The My Meetings page appears, showing your list of scheduled meetings.

My WebEx Meetings welcome, alice Helgado
g _Go to My Personal Meeting Room [ _Start a One-Click Meeting @
Daily Weekly Meonthly All Mestings English : Pacific DT

4dMarch 21, 2007 b :]

The meetings wou host ¥ | [ Shaw past mestings

O Iime~ Topic Type 0 © &

] 3:00 pm road map heeting MNAA NAA MAA e Start
[] 3:30 pm status review meeting Meeting MAA M NAA e Start
0 4:00 pr design review heeting MNAA NAA MAA e Start
[ 5:00 prn planning meeting Meeting NS MAS M 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.

= Toinclude 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 WebEXx 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 WebEXx service Web site, click the My WebEXx tab.

What you can do here
Access these features:
= Alink to your personal meeting room

= A list of meetings you are hosting or are invited to for the specified day, week, or
month

= A list of all meetings you are hosting or are invited to

= Alink to start a One-Click meeting
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Options on this page

Use this option... To...

Go To My Personal Go to your Personal Meeting Room page.

Meeting Room 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 Start a One-Click Meeting based on settings you have specified
Meeting in One-Click Setup. For details, see Setting Up a One-Click
Meeting (on page 137).

Daily View a list all of the meetings for the specified day. For details,
see About the My WebEx Meetings - Daily tab (on page 296).

Weekly View a list all of the meetings for the specified week. For details,
see About the My WebEx Meetings - Weekly tab (on page 298).

Monthly View a list all of the meetings for the specified month. For
details, see About the My WebEx Meetings - Monthly tab (on
page 301)

All Meetings 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 Refresh the information in the meeting list.

(]

About the My WebEx Meetings page - Daily tab

How to access this tab

On your WebEXx service Web site, click My WebEx > My Meetings > Daily tab.
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Option
=1

Language link

Time zone link

Date

The meetings you host

The meetings you are
invited to

Show past meetings

Time

Topic

Type

Chapter 22: Using My WebEx

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 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
WebEX service Web site.
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Option Description

If an Assist has been requested for this meeting, indicates the
type of Assist:

=  None
=  Dry Run
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.)

About the My WebEx Meetings page - Weekly tab

How to access this tab

On your WebEXx service Web site, click My WebEx > My Meetings > Weekly tab.
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Option
=1

Language link

Time zone link

Week link

4

H

The meetings you host

The meetings you are
invited to

Show past meetings
Day link
Friday
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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 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.
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Option Description

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.

Time

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 the type of online meeting that you are hosting.
Type 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
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.
[0 Join: Lets you join the meeting in progress.
O 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 WebEXx service Web site, click My WebEx > My Meetings > Monthly 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 WebEXx service Web site.

The month for the monthly calendar of meetings. The default is
Month the current month.

Click the Previous Month icon to display a list of meetings for

4 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.

Week Number link | Opens the Weekly view, which shows the scheduled meetings
for each day of the selected week.

Weak
io
Day link Opens the Daily view, which shows the scheduled meetings
for the selected day.
=]

Shows a list all of the online meetings or Personal Conference

The meetings you host meetings that you are hosting.

The meetings you are Shows a list all of the meetings or Personal Conference
invited to 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 WebEXx 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 WebEx service Web site.

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

Time zone link time zone setting for your WebEXx 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

e previous day.

4 the previ 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.

Shows a list all of the online meetings or Personal Conference

The meetings you host meetings that you are hosting.
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The meetings you are
invited to

Show past meetings

Time

Topic

Type

Assist
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Description

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.

[0 Join: Lets you join the meeting in progress.
O 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 WebEXx 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 WebEXx Profile page

To view your Personal Meeting Room page:

1 Log in to your WebEX service Web site, and then click My WebEXx.
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 Meeting Room

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:
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An image (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

If you 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).

On the navigation bar at the top of the page, click My WebEXx.
Click My Profile.

The My WebEx Profile page appears.

Under Personal Meeting Room, specify options for your page.
At the bottom of the My WebEXx Profile page, click Update.

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 If the 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.

(= Edit Folder Propertics - Windows Internet Explorer

|Edit Folder Properties

Name: pictures

§ Description

Size: 401 KB
Share: Hote the changes apply to all the files in thes faldar

not share this folder
© Share this folder
Read
{dovnload only. file names are wsible)
VWinte
{upload onby: fila names are not sisibla)
Read & Write
{downlead and upload; file names are wisibhe)
Allgw files o be overwritten
B Passwiord pratected
Passward

Canfiern

o & Internat H00% -

5  Specify sharing options for the folder.
6 Click Update.
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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 WebEXx service
Web site.

About the My Computers page
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How to access this page

On your WebEXx 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
allowed to access, based on what you specified during set up.
It may be Desktop, if you set up your desktop for access, or it
may be a specific application name.

Application

If the computer is available for access, you can click the
Connect link to connect to your remote computer.

Removes the selected computer from the list of remote
Sl computers.

Status



Link or option Description
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Sets up the current computer for Access Anywhere and adds

setlp 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 311)

Moving or copying files or folders in your
personal folders (on page 312)

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 314)

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:

Tip:

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.

If you 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 WebEXx service Web site, or to access files that you stored, you
must open your personal folders.

310

To open your personal folders:

1

2

Log in to your WebEXx service Web site, and then click My WebEXx.
Click My Files.

The My WebEXx Files page appears, showing your personal folders and files.
Depending on the settings for your WebEXx 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
= My Event Recordings (available only in Event Center)

= My Training Recordings (available only in Training Center)
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My WebEx Files Welcome, Marie Brooks
My Documeants | My Recodings ]l ? ]
—
| Search Capacity: 50000 MB  Used: 729 KB
Description Size Actions Shared
7I0KR @R n o8
2mIKE @R
2KB ®EA
01 KB @EA
2 KB [CNE]
L KR @ [
B Reatives paswvord  R:Ranconly Wi Write only R/ Read B Write
[ Setectall | [ Clearal | [ Delete | [ Copy | [ Move . |

For details about the My WebEXx 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 WebEXx service Web site, you can create folders in
your personal storage space for files.

To create a new folders:

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.

it
L1

The Create Folder window appears.
3 Inthe 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.

Uploading files to your personal folders

To store files in your personal folders on your WebEx service Web site, you must
upload them from your computer or a local server.
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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.

I i‘:l

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.

Moving or copying files or folders in your personal folders

You can move one or more files or folders to another folder on your WebEXx service
Web site.
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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 WebEXx 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.

The Edit File Properties or Edit Folder Properties window appears.
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= Edit Folder Properties - Windows Internet Explorer

|Edit Folder Properties

Name: pictures

§ Description

Size: 401 KB
Share: Note the changas apply to all the files in this foldar

(@ Do not share this folder

0 Share this folder
Read
(download only. file names are wisibla)
Wnte
{upload only; fila names are not wisible)
Read & Write
{downlead and upload; Me names are wsible]
Allgw fileg 10 be cveniritten

B Password protected
Paasward

Canfirrn

o & Intarnet LT

= 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

In your personal folders on your WebEXx 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 Inthe 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.

Downloading files in your personal folders

In your personal folders on your WebEXx service Web site, you can download any files
to your computer or a local server.
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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 WebEXx 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 WebEx Files > My Documents page

How to access this page

On your WebEXx service Web site, click My WebEx Files > My Documents.

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.
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Options on this page

Link or option
Capacity

Used

Search for

3

Name

Path

Size

Actions

Shared
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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.

@i 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.

¥ Upload file: Available only for files. Click this icon to open
the File Upload page, on which you can select up to three
files at a time to upload to a specified folder.

(8] Download file: Available only for files. Click this icon to
= download the file associated with it.

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.
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Link or option Description

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
Select All 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
Clear All

the list.

Delete Deletes the selected folders and files from the list.

Copy Opens a page on which you can copy the selected folder or file to
another folder.

Move 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 WebEXx service Web site, click My WebEx > My Files > Properties icon
for folder.

What you can do here

Specify a name, a description, and sharing options for a folder that you created in
your personal folders.
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Options on this page

Use this option...

Name
Description

Share

Share as

Read

Write

Read & write

Allow files to be
overwritten
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To...

Enter the name of the folder.
Enter the description of the folder.

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:

O With all: All visitors to your Personal Meeting Room can
access this folder.

O 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 WebEx service
Web site can access this folder.

0  With users with host accounts only: Only visitors to your
Personal Meeting Room who have a host account on your
WebEXx service Web site can access this folder.

Enter the name for the folder that will appear on your Personal
Meeting Room page.

Let visitors to your Personal Meeting Room view the list of files in the
folder and download the files.

Let visitors to your Personal Meeting Room upload files to the folder
but does not allow them to view the files in it.

Let users view files in the folder, download files from the folder, and
upload files to the folder.

Let users upload a file with the same name as an existing file in the
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 WebEXx service Web site.

To open the My Recordings page:
1 Log in 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).

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.
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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.

|

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
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You can send an email one or more people to share your recording with them.

To send an email to share a recording with others:

1

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

3 Open the Share My Recording window:
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= 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.

17 Shaie by Focording - Mieiesalt lmtainet [xphorer provided by,.. [o
e | &
Share My Recording
Send 10!
" Seiec Recpeents

] Gend 5 copy of the emal 1o ms

Your message

[Optlanal):

g Aaliowing redondng ool B 1400 10 [he FeSEmets
$atun meeting MO0ENEN 1116

June 28 M08, %22 am San Fiaacico Tene
Daration: X mins

[Sand | [ Eancal |

ore A Iniemat f000 -

4 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.

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.
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About the Add/Edit Recording page
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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.

Bk
3 Click Modify.

L Download

| E Modify

(@ Disable

A+ He-assig

[ 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.

Options on this page

Use this option.... To....

Topic Specify the topic of the recording.

Description Provide a description of this recording.

Recording file Click Browse to select the recording file that resides on your



Use this option....

Duration

File size

Set password

Confirm password
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To....
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.

Playback control options

Use this option....

Panel Display Options

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:

O 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.

O 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 WebEXx 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.

= Send an email to share the recording with others.

= Download the recording.

= Enable or disable the recording
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= Open the Edit Recording 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.

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 Mow 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.
Meodify Clicking the button opens the Edit Recording page.
Delete Clicking the button deletes the recording.
Dizahle Clicking the button disables the recording everywhere it is

published on your WebEx Service Web site. (Available only for
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Option Description
enabled recordings.)

Clicking the button enables the recording everywhere it is

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 WebEx Files > My Recordings page

How to access this page

Log in to your WebEXx 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

About the My WebEx Files > My Recordings > Meetings page
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How to access this page

Log in to your WebEXx 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.
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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.

o 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

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
with an .arf extension that were recorded by the Network-Based

LJ Recorder).

If playback of the file requires a password, you must provide the
password.

| Lets you send an email to share this recording with others.
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Option Description
Displays a menu with more options for your recording:

= 4 Download: Lets you download the recording to your
local computer.

If downloading the file requires a password, you must
provide the password.

= o 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.

= ¥ 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.

o

About the My WebEx Files > My Recordings > Miscellaneous
page

How to access this page

Log in to your WebEXx 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.

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
You are currently using X ' yebEx Service Web site that is being used by your recordings.
% of Y GB This field appears only if your site administrator has turned on
the option to show personal recording storage allocation usage.
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Site storage X % of Y GB

Topic

Size
Create Time/Date

Duration

Format
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Description

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.

Lets you send an email to share this recording with others.

Displays a menu with more options for your recording:

= 4 Download: Lets you download the recording to your
local computer.

If downloading the file requires a password, you must
provide the password.

= o Modify: Lets you edit information of the recording. For
details, see About the Add/Edit Recordings page (on page
322).

= 'ﬁ' Disable: Lets you disable the recording in all locations.

= 4 Delete: Lets you delete the recording from this page.
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kB

Option Description

Indicates that a recording is password-protected.

Maintaining contact information

330

If you want to...

get an overview of your personal address
book

open your personal address book

add a new contact to your personal address
book

add multiple contacts to your address book at
once

add contacts in Microsoft Outlook to your
personal address book

view or change information about contacts in
your personal address book

find a contact in your personal address book
combine multiple contacts into a single
distribution list

edit information about a distribution list

delete a contact or distribution list

See...

About maintaining contact information (on
page 331)

Opening your address book (on page 331)

Adding a contact to your address book (on
page 332)

Importing contact information in a file to your
address book (on page 335)

Importing contact information from Outlook to
your address book (on page 338)

Viewing and editing contact information in
your address book (on page 338)
Finding a contact in your personal address

book (on page 339)

Creating a distribution list in your address
book (on page 340)

Editing a distribution list in your address book
(on page 341)

Deleting contact information in your address
book (on page 343)
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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 WebEXx 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 WebEXx service Web site, to view
or maintain information about your contacts.

To open your address book:

1 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 WebEXx.
3 Click My Contacts.
The My WebEXx Contacts page appears.
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4

My WebEx Contacts welcome, Alice Helgado

View: |Persunal Contacts j Export |
Import From: |Microsof‘t Qutlook j Impart I
Search for: | Search |

Moter Search quenas contact name and email addrass fialds anly

Index: A B C DEF&HIJELMHEDERZESTUYWXYZ# A

Name Email Address Phone Number Language
™ &8 Planning Cornrnittee English
[~ &8 Sales Departrent English
il Christine Huliste christine@asr.com 1-543-654-04 31 English
[~ John Mullen imullen @ zyire. cormn 1-408-123-4567 English
[T Lisa Grantham lisag@zilo com 1-512-908-0001 English
[ LisaWai lisw @7 suss. com 1-5156-929-0283 English
| Marzel Tillman mtillman @ pretech. com 1-415-888-6544 English
[l Sallen Chen schen @ micolite. com 1-512-534-1222 English

SelectAll | Clearal | Delete | Add Cortact | Add Distribution List

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
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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).

In the View drop-down list, select Personal Contacts.
A list of contacts in your Personal Contacts list appears.
Click Add Contact.
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The Add Contact page appears.

My WebEx Contacts

Mew Contact
Full name: | (required)
Ernail address: | (required)
Cormpary: |
Job title: |
URL: | {if known)
Phone nurnber: Countn/Region Ara orcity code:  Mumber Estension:
[ | | |
Phane number for mobile device: CountngRegion Ama oreitycode: Mumber Extension:
fi | | |
Fax number: Country/Fegion  Amaorcity code: Mumber Extznzian:
fi | | |
Addressi: |
Address2: I
Gity: |
Statae/Provinee: I
ZIF/Postal eode: I
Country/Region: I
User name: I (if known)
MNotas: | =]
Add | Cancel

4 Provide information about the contact.
5 Click Add.

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.

= |f you 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 WebEXx 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
Address 1

Address 2

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.

Enter the contact's street address.

Enter additional address information, if necessary.
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Use this option... To...

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 Inthe 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 Inthe View drop-down list, ensure that Personal Contacts is selected.
3 Inthe 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

How to access this template

On your WebEXx 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 WebEX 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.

Email Required. The contact's email address. The email address must be in
the following format:

name@company.com
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Option
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

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.

Thee 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 WebEXx 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
WebEXx 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 Inthe View drop-down list, select Personal Contacts.
3 Inthe Import from drop-down list, select Microsoft Outlook.
4 Click Import.

The Choose Profile dialog box appears.

5 Inthe 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.

= |If your 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.

= [f 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

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:

= Inthe 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

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

L e | j
Hombora
S miick ﬂ
Poimonal oofyimels Sarkprbed oarvims
Index: &
Azl
ARsmres
Add Cosinn

Add| Cancal |

3 In the Name box, type the name of the group.

4 Optional. In the Description box, type descriptive information about the group.
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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:

I_F'Iannincl Committes

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

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:

Narne: |Distributors (Required)
., |PuperGizmo distributors ;I
Description: for Western Region. LI
Members
Search: GDl
Personal contacts Selected contacts
Indest: 2 BE C D E E
GHIJELMHINGS John Mullen
PR ST UV W Lisa Wai
AKX L # A
Use Gtrl to select multiple
users
Christine Huliste
Liga Grantham
tarcel Tillman ﬂl
Sallen Chen
<Remove|
Add Contact |

Cance |

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 WebEXx 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

Once you obtain a user account, you can edit your user profile at any time to do the
following:

344

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

The locale (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 WebEXx 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 WebEXx 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:

[0 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
numbers in your profile. The PIN can also be used to provide a
secondary level of authentication for calls where the host is
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Use this option... To...
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 WebEXx 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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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

348

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
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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 WebEXx service.

You can change this default setting when scheduling a meeting.
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Use this option...
Quick Start

To...

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...

Home page

Time zone

Language

Locale

To...

Set the first page that appears when you access your WebEXx service
Web site.

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 WebEXx service Web site, not other
users' views

= In all meeting invitations that you send using your WebEX service
Web site
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.

Set the format in which your Web site displays dates, times, currency
values, and numbers.
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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 Log in to your WebEXx 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 WebEXx.

3 Click My Profile.

4  Edit the information on the page.

5 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 WebEXx 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 351)

view, edit, or delete a scheduling template Managing scheduling templates (on page
352)

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.
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= Edit the options you set in the template.

= Delete the template.

Managing scheduling templates

You can view, edit, or delete any scheduling templates that you saved.

To manage scheduling templates:

1 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, click My WebEXx.
3 Click My Profile.
The My Profile page appears.

4 Under Scheduling Templates, select a template in the list.

Scheduling Templates
Uiz Crl to select multiple templates
MC: Registration Reguired Getinfa
MC: Staff Meeting =
MC: Markting Team Meaeting Edil
Delste
Selectall
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.
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Option Description

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.
Modify 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.)

Clicking the button enables the recording everywhere it is
Enable published on your WebEx Service Web site. (Available only for
disabled recordings.)

m
&

=
51
E=
n

] Clicking the button returns you to the recording list.

Maintaining Personal Conference numbers

If you want to... See...

get an overview of maintaining your Personal = About maintaining Personal Conference
Conference number (PCN) accounts number accounts (on page 354)
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If you want to...

add or edit a PCN account to obtain audio
conferencing numbers or specify access
codes

use your PCN account

delete a PCN account

See...

Adding or editing a Personal Conference
number account (on page 354)

Using your Personal Conference numbers
(on page 357)

Deleting a Personal Conference number
account (on page 359)

About maintaining Personal Conference number accounts

If your WebEXx 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.

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.

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 Log in 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, Nell Griffiths

Parsonal Conference Number

Your Personal Conference Numbers are:

Call-in 1olldree numbsr (US/Canasda): 1-550-4204858 Show all toll-free dialing resinction
CallHin toll number (US/ Canada): 1-650-429-4858
Backup call-in toll number (S Canadaj: 1-650-420-4858

FIN
Accounts {You can 5=t up io thres Personal Conferenc e Numbser accounts for your protils.) i Add Account |
Account 1 (Detault) Edit
Host access code 20047603

Altenden accass code: 20021284

Attendes join belose host: Mot allowed

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 Mumber

An astenisk(”) indicates requirsd information.

" Host access code:
" Attendes acc ess code:

[ Allew attendee join befare host

Edit the information on the page.

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 356).

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 357).
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About the Personal Conferencing page

356

How to access this page

On your WebEXx 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.

Options on this page

Use this option...

Personal Conference
number

Account [X]

Edit

To...

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 WebEx 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 357).

Add 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.

Open 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
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To...
the Create/Edit Personal Conference Number (on page 357).

Delete 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.

About the Add/Edit Personal Conference Number page

How to access this page

On your WebEXx 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.

Use this option...
Access code

Allow attendee to join
before host

To...
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.

Allows attendees to join a Personal Conference meeting before
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.
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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

358

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:

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 #t
Unmute all attendees 99
Play the participant count *#
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To... Enter...

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 o

Deleting a Personal Conference number account

You can delete a Personal Conference number (PCN) account at any time.

To delete a Personal Conference number account:
1 Log in 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.

Generating Reports

If you want to... See...

get an overview of what reports you can About generating reports (on page 360)
generate from your WebEx service Web site

generate usage reports that provide Generating reports (on page 361)
information about each session that you have
hosted on your site
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About generating reports

360

If your user account includes the reports option, you can view the following reports:

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.
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Generating reports

You can generate usage reports that provide information about each online meeting
that you have hosted on your site.

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 WebEXx service Web site, and then click My WebEXx.
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:

= If you 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 an 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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