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Scheduling a Meeting from Outlook

In Outlook, click on [ icon. = ®

+ Select Schedule WebEx Meeting. If the —
Windows Security Window appears, =1 &m

New  New

please enter your credentials. You must | emil tems-

B -

Send / Receive Folder View Enterprise

2’%' x t’% (L’% L’% (& WebEx Settings x

Meeting Information

Delete  Reply Reply Forward
o All Meeting template: | pc: Meeting Center Defauit v e

Mew W () Schedule Webex Meeti Meeting type: Meeting Center Pro 1000 v
enter your username and password to : hedule Webexecting |
W bE 4 Favorites @ Schedule Personal Room Meeting rren eeting passwor
access e X. Inbox 1 '\‘ Schedule Personal Conference Meeting lbat E‘SZMDTDZZTC ;::n{;::w emelindtzten

' Attendees can join meeting 5 minutes before starting time

Slg nin i Untitled - Mesting
n Inser Q Tell me what you want to do.
g Audio & Trackin Registration Resources
https://moadfs.mo.gov = cl 9
psi] g x = o {:} =l Appointment E\ F [} Address Book Heu
4
[ Scheduling Assistant & 8, Check Names Audio connection type: WebEx Audio v
Delete (5 . Cancel Webex Change Meeting Bn . T hou
- s
Username | woerns =ly  &img e ] esponsetptions  Display global call-in numbers to attendees
Actions ‘Webex Show Meeting No.. Attendees
 Attendees can also join teleconference before starting time
@ You haven't sent this meeting invitation yet.
Passwiord | sessssssssrsnss ‘ . Tow
Bl ea Entry and exit tone: geep v

send
Location

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

» The WebEx Setting’s window can be PR s S ——
accessed here. If desired, you can add a
password for your meeting. You can also
modify other settings as needed which & i Sgrsdesiissing

- Required fields
==

In Shared Folder [} Calendar

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

will be covered in future slides. When xXm O B o e gm, o Ofwee B

you are done with your changes, Select i o ey o T oy RIS LT e
OK. acions Weber Show Meeting No.. ateners options S
* Add your attendees to the meeting using @20 i o
the Scheduling Assistant. ) .. | [E0ATISD Comm
« Click Send to finish your WebEx e [untpae
invitation. T 1=

+ After the invite is sent it is populated with Fnctne  [Wed V12018 0 [roemm .
Calllng Informatlon' attendee Informatlon' Meeting to discuss the implementation of the upgrade to the Unity cluster,| =
an d Web | In k' ) -- Do not delete or change any of the following text. --
A p as SWO rd IS n Ot r‘eq u | red 0 r n ec es s ary A Webex meeting has been added. Meeting details will replace this section after you save or send this invitation.
to setup a WebEx Meeting. i snarea Foraer [ Caender




WebEXx Settings

Password:

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

List on public calendar:

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

Attendees can join meeting “X” minutes
before starting time:

When checked, you can select either 5, 10 or 15
minutes prior to the scheduled start time.

Audio connection type:

Should always be left on WebEx Audio.

Attendees can also join teleconference

before starting time:

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

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

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

‘(@ WebEx Settings

Meeting Information

Meeting template: pC: Meeting Center Default |0

Meeting type: peeting Center Pro 1000 ’

Meeting password:

Exclude password from email invitation
List on public calendar
| Attendees can join meetingl ‘ | minutes before starting time

Audio & Tracking Registration Resources

Audio connection type: WebEx Audio ol

< Display global call-in numbers to attendees

| Attendees can also join teleconference before starting time

Entry and exit tone: Beep -

= Required fields “



WebEXx Settings - Continued

Registration Tab

Require attendee registration:

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

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

Resources Tab

Info Tab Templates:
Leave this box as “Default Information Tab”

Alternate Host:

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

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

Automatically play the presentation before the host joins the
meeting:

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

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

Insert Format Text

Q

Cancel Webex (& Host Information
Meeting

[{} Change Settings ]

Actions

Webex

(A WebEx Settings

Meeting Information

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

Meeting password:

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

Audio & Tracking Registration Resources

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

Require attendee registration

Automatically accept all registrations

= Required fields

N =3

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

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

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

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

+ Required fields
~ Don't show me these settings again m




Starting Your Scheduled Meeting or Joining a
Meeting You Accepted an Invitation to

Through Outlook

Open your Outlook calendar.
Double-click on the event.
Click ‘Join WebEx meeting’.

~or ~
If signed into Jabber, click on the
‘Start’ button from the Meeting
reminder pop-up.

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

BT starts in 3 minutes /

4 December2017  p

<

SuMo TuWe Th Fr Sa

3 4 5 6 17

1 2
8 9

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

31

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

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

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

4 » December 18 - 22, 2017

Calendar - Scott. Woerner@oa.mo.gov x

18 Monday 19 Tuesday 20 Wednesday 21 Thursday
4am
500
500
700 \
800
‘Status Update on Unity
. WebEx
goo Staff Meeting Woerner, Scott
Room 350
Kelly, Bill °
1000
Test of Registration: WebE
1700

EA intment
>_.( i} o £} Change Settings EES
=

ES Scheduling Assistant

. Cancel Webex () Host Infarmation - .
Meeting Meeting :5 Tracking ~
Adions Webex Show

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

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

Join Webex meeting

Meeting number (access code): 802 768 954

Join from a video system or application

Dial 802768954 @stateofmo.webex.com

You can also dial 172.243.2.68 and enter your meeting number.

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

Can't join the meeting?

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

NOTE: If you are the host, you can click on
‘go here’ link. This will take you to the
stateofmo.webex.com website where you can
view the host information and start your
meeting. You may be prompted to enter your
credentials to view the information.



WebEx Audio Options

When joining a WebEx Meeting, the ‘Audio and Video Connection’ Page will be displayed. Select ‘Call
Me’ and enter the phone number you want to be called at, then click “Connect Audio’.

* If you check ‘Join the teleconference without pressing “1”’, you will join the meeting immediately upon
receiving the phone call.

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

* You cannot use the ‘Call Me’ feature if you are behind an extension. If you are, you will have to use the ‘I
Will Call In’ or ‘Call Using Computer’ option.

NOTE: NOTE:

You should Aucle ane igee Comnecton : If you are behind
always select %, Select Audio Connection [ Select Video Connection an extension, you
the ‘Call Me’ e § o Vs y can also elect to
option as this is use a cell phone
a free call. If I ) to join the

you elect to call s the tleconference wihout pressing meeting using
the number the ‘Call Me’
provided, you feature.

will be charged

for the call. ‘/



WebEx Audio Options

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

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

X

) * Once you answer, you will see that you are
connected to the call.

Connecting...
Q Cisco WEMN - O X

File Edit Share View Audio Participant Meeting Help

Vv Participants X
o P

C’ahcel
6 %, Scott Woerner (Host, me

Waiting for others to join



Manage Call Me Numbers

To save numbers for future meetings, click on the phone
number box, and then select ‘Manage Phone Numbers’

Click on ‘Edit’ and you will be taken to the ‘WebEx
Preferences’ webpage.

Scroll down to ‘My Phone Numbers’ and enter your
office phone number. You can also add your cell phone
and up to two alternate phone numbers.

l My Phone Mumbers ol

Note: The Ca

Office phone :  Country/Region Mumber (with areafcity code)

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

u _

Alternate phone 1:  Country/Region Mumber (with arealcity code)

Altemate ... — . __untry/Region Mumber {with arsaltity code)

« Audio PIN @@ 129,

Personal Conferencing

Personal Conference number:  1-650- 207 Call-in toll number (US/Canada)
207 Call-in toll number (US/Canadz)

Shaow all global callin numbers

Accounts:  You can sst up to three Personal Conferencing sccounts in your preferences.
Generate account
Account 1 (Default) 84136817 Host access cods
84105018 Aftendes access code
Edit | Delete

» Video Systems

» My Personal Room

» Scheduling Templates
» Scheduling Options

» Support Center

\ Select Audio Connection

Audio and Video Connection

4

573-522-2920 ~

B Select Video Connection
Call Me No Video ~

BE 1

Manage phone numbers ... I

pressing "1"
skip
() Manage Phone Numbers 4

Your preferred Call Me numbers:

Label Number

Call Me numbers stored on this computer:




Manage Call Me Numbers

* After you enter your numbers, check the ‘Call Me’ box for any numbers you would like displayed on the
Audio Connection page for future calls.

* Scroll to the bottom of the page and click ‘Save’.

*  You will see a confirmation screen acknowledging your changes. Click ‘OK".

My Phone Numbers (@

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

Call Ms

All the changes are saved /
Cellphones - Country/Region tode)
Call Me
Altemate phone 1:  Country/Region Mumber (with arealtity code)
e o The next time you join a WebEx
Alternate phane 2:  Country/Region Mumber {with arealcity code)

meeting, the numbers you added will
A PNG be available from the drop-down.

Personal Conferencing X

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

all-in toll number (US/Canada) ﬁ

call-in numbers

Accounts:  You can 2et up to three Personal Conferencing accounts in your preferences. ‘\, Select Audio Connection 4 Select Video Connection
ENEra ount Call Me v No Video v
Account 1 (Default): 54136817 Host access code
54105018 Attendes access code E 1 v 555-555-5555 ~
Edit | Delste
Office: 1-5555555555 \/
Cell: 1-6666666666
» Video Systems
» My Personal Raom Manage phone numbers ...
¥ Scheduling Templates
» Scheduling Options If you want to access your ‘Call Me’
» Support oy numbers outside of a scheduled meeting,
go to stateofmo.webex.com, then click on
Cancel My WebEx > Preferences > Audio. From

there you can enter your phone numbers.



'WebEx Video Options

HD Pro Webcam C920

You can select it from the Audio and Video Video Connection x
Connection screen when you join the call. v @

hers to join
If you didn’t select it when you joined, you

can still activate your webcam by clickingon =0
the camera icon, then selecting your e
camera.

Once selected, click ‘Start My Video".

Prevtew only

Start My Video

Audio and Video Connection

Call Me v

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

E g v 573-522-2920 v

Join the teleconference without
pressing "1"

Preview only

Your video is not showing in the meeting
yet. @

Connect Audio and Video

Skip




WebEx Meeting Center

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

. 9 Cisco Webex Meetings

File Edit Share View Audio Participant Meeting Help 0 Connected »

v Participants X

6 4} Scott Woerner (Host, me

0]

v Chat

Waiting for others to join

Notes
/ Lock Meeting
Opens / closes

Notes panel Invite and Remind

To: | Everyone

v Notes

Copy Meeting Link

Audio Connection

Video Record

00060000 -
cloN
More options

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



nore than
yu will
wing

1g you to
 monitor
share.

Share Your Screen

As the host, you have the ability to share your desktop with all participants. Once logged in the

. The menu allows the host to share a monitor
(desktop), a file, or an application. Use the scroii bar to see more options

web, you can click on the Share Screen icon

Share content

Screen 1 Screen 2 Screen 3

Cisco Jabber(3) ¥ Microsoft Outloo...

B Microsoft Power... 2 Internet Explorer

i’

When sharing your desktop, the menu bar

You're shanng screen 1.

appears at the top center of the screen
you are sharing. Hovering over it will give
you a drop down menu with more options.

F

[] stop Sharing - fam

Assign

of Admin ... MO.gov Live Stream

Share content

@ °_ x ' 3 _.‘ :
Cisco Jabber & Webex Teams E| Microsoft Excel @ Microsoft Power...
|_| Calculator E! Settings IE‘ Photos T Store

Share File

Other Applications New Whiteboard

TCh
~._L\:|

Connection

Recorder Participants

You're sharing screen 1.

7
')

Annotate

When sharing your screen, everyone in the WebEx meeting can see everything on
your screen. Make sure they are authorized to see your screen BEFORE they see
it. Itis recommended that you use the Share Application or Share File option (if

possible) to avoid any potential issues with information displayed when using the
share screen option.




Pass the Ball

While in the web interface the host can ‘Pass
the Ball’. Passing the ball to another
participant allows them to share their
desktop. You simply drag the ball from your
name and drop it on another users name
from the ‘Participants’ list.

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

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

As the host, you can stop that person from
presenting at any time by assigning yourself
as the presenter by right clicking on your
name, hovering over ‘Change Role to’ then
selecting ‘Presenter’. You can also click on
the ball and drag it back to your name.

~ Participants *

Change Role To

MMute

Unmute

Mute All

Unmute All

Chat

_ a8 x

Connected »
v Participants X
e % Scott Woerner | (Ho g inte
%, fonda
v Participants *x

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

} fonda ')

Change Presenter

Do you want to change the presenter to fonda?

e

Yes Mo

Connected »

~ Participants *

(Host, me, internal)




Meet Now

In Outlook you can select ‘Meet Now’ to begin an T
instant meeting without having to schedule it in '

Serd f Receive Folder
advance. ) p
Once you make you audio selections and click on =RE = X
‘Connect Audio’, the meeting will start. The next slide New New  Meet Schedule Delete
. . . . Email Items~  Mow Meeting - &~
will describe how to invite someone to the meeting. e Weber Delete

File Edit Share View Audio Participant Meeting Help

v Participants

@
Q Scott Woerner

Audio and Video Connection

\ %, Select Audio Connection [h Select Video Connection

Call Me v No Video

e

o
Sm 0000000



Meet Now

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

selecting ‘Invite & Remind’.

+ Adialog box will open allowing you to enter the email addresses of those

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

Waiting for others to join

[Z] Notes

Lock Meeting

Invite and Remind /

Copy Meeting Link

Invite & Remind

& S O]

Erna Phone Rernind

Invitees:

Bill.Kelly@oa.mo.gov

Alex.Porter@oa.mo.gov *

Allow attendees to bypass
registration

Invite with your local email /

Send

@@0@@@/‘@

Click on to access the
Invite and Remind option.




Advanced Options

* Recording a Meeting

e Using the Whiteboard
* Odd Screen Solution



‘Record a Meeting

From the Meeting tab select Recorder Settings >
Record on Server.

Make sure Record Audio from This Computer is
checked.

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

Q Cisco Webex Meetings

File Edit Share Wiew Audio Participant Help

Information
Audio & Video Statistics...

Start Recording

Record on This Computer

Recorder Settings

® Record on Server Welcome Message

v Record Audio from This Computer Options...

r Pane Lock Meeting

Then select Meeting > Start Recording.

Q Cisco Webex Meetings

File Edit Share View Audio Participant Meeting Help

@ darcy <

O

D

00000000

Then click on the Record button.

Q Cisco Webex Meetings

File Edit Share View Audio Participant Help

Infarmation

© Audio & Video Statistige?.,

Start Recording

Recorder Settings v

Welcome Message...
Options...

Lock Meeting

| | y J

Recorder b

Click Record to record the meeting.
00:00:00




Retrieve your Recording

Go to stateofmo.webex.com to retrieve your recording. The log in is on the far right hand side of the screen.
NOTE: It can take up to 8 hours for your recorded meeting to be processed and accessible to you.

- - = | = s

e | hitps://stateofmo.webex.com/mw3000/mywebex/default.do?sit O ~ @ & || @ vx [rkicn lkkien |tk v, [ & c.. &5 G | @wl...| G ho..
i = == | : | | &

% () Share Browser WebEx ~

i3 |, Adobe 8 WebEx v || U.C v ¢ Password Reset - ReACT S... 27 Polycom CMA 5000 &7 Time Sheet [] TP cost recoveny.xlsx [ IT Sel Help & FAQ's & Tabs

MO gov

Official Miss State Website

Home Meeting Center Event Center Support Center Training Center My WebEx Log In

- Attend a ~ . English: Chicago Time ~
Meeting Search Meetings <
Search Meetings

Search for a meeting by host name, meeting topic, or words In the agenda:

Unlisted Meeting gby : g topic. g

A llmet o : Search L

[ https://stateofmo.webex.com/mc3000/meeting center/webcom//calendar.do?siteurl=statecfmo }

Once logged in, click on the up arrow.

Log in to your account using the same
username and password you use to sign

onto your PC. Click OK. » /
Windows Security M

Connecting te moadfs.me.gow,

BDS\woerns

Remember my credentials

|\:\i Use another account Good afternoon, Scott.
[ QK ] ’ Cancel

More ways to join




Retrieve your Recording

4. Once signed in, if your WebEXx site
defaults to the Modern View, please click
on the Classic View option.

6. Click on My Recorded Meetings.

.gov
ri State Website
Mo.gov ‘ .
Official Missouri State Website Home Webex Events ~ Webex Support  Webex Training My Webex
New User
Reference
@ Scott ~ My Personal Room » Attend a Meeting
Search Meetings
Unlisted Meeting
@ Home w Host a Meeting
fo My Personal Room
Meetings Schedule a Meeting
@ Recordings Meet Now
https://stateofmo.webex.com/meet/woerns My Meetings /
{6;} Preferences My Recorded
Meetings
0ol nsioht Start Meeting | v
@ Support ~  More ways to join Here you WI" Seea ’_ P
list of your recorded
meetings. You can Download
English / Upcoming Meetings electto play ® or
Classic View email the MDﬂif‘_l,l’
recording or you can Disable
5. Click on WebEx Meetings click on the three Re_assian
small dots - for -assig
other options. You Delete
also have the option
MO.gov P
Official Missouri State Website to download your .
recording. If you select the download opthn,
Home Webex Events ~ Webex Support  Webex Training make sure yOU save the I'ECOI’dIng

to a location you will remember.



. Lets you make sketches or take notes for all to see.
Wh Ite board Click on Share > Whiteboard to open.

° Clicking on drop down next to Sharing
— 4%: == Mm"f; e Whiteboard, then the pencil icon will let you
e nclutng Video) CirteAe Sharing Whiteboard name the Whiteboard document you created.
Application .
,, S Sharing Whiteboard
inse. /
W hite P

My Meeting Window

Sharing Whiteboard

HOVering Unity Connection Diagram
<«—— | Overanicon
gives you a
description of
what it does.

Clicking on drop down next to
Sharing Whiteboard, then the
X will let you nhame the
Whiteboard document you
created.

Cisco Webex Meetings

Sharing Whiteboard /

."‘ﬁ L

Yes No Cance




