NETCONFERENCING

Customized Net Conference
with Cisco WebEXx Training Center

This Quick Start Guide for Customized Net Conference with Cisco WebEx Training Center details how to access the Cisco
WebEXx Training Center service from the MyMeetings customer portal, integration with the Instant Meeting audio conferencing
service and its corresponding interaction with the WebEx Hosted Net Replay. This guide is to be used to supplement the Cisco
WebEXx user guides. Please refer to the WebEx Training Center User Guide on your WebEXx site for more details of the Cisco
WebEXx Training Center features.

WebEx Training Center access (first time only)

Go to https://www.mymeetings.com/

Select the Manage My Meetings login link.

Enter your login and password. (Note: If you do not have a Manage My Meetings login and password,
click on the Need to Register link on the MyMeetings Home page and simply follow the instructions.)
Select the NET CONFERENCING tab.

Click on the Training Center link under Customized Net Conference Applications.

Save the URL to your favorites.

For future visits, you may continue to access Training Center via, Manage My Meetings, or go directly to the URL from your
favorites and login.(https://<yourcompany>.WebEx.com) Note: This is also your method for accessing Training Center
if your Net Conferencing services are not integrated with the Verizon Conferencing portals.

Training
. Cisco WebEx self paced tutorials are located at:

https://www.mymeetings.com/custom/res/content/crc/guides.php

L] Cisco WebEx How Do | self paced tutorials are located at:
https://support.webex.com/MyAccountWeb/howDol.do?root=Tools&parent=How%20D0%20I

L] Additional training is also available at:
http://help.webex.com

Support

Cisco WebEx product help is available at:

https://www.mymeetings.com/custom/res/content/resNumbers.php

Setting up your Instant Meeting Audio Conference Subscription:

All Conferencing audio bridges world-wide support audio sub-conferencing for Instant Meeting Audio subscriptions only. Audio
sub-conferencing is available on a Premier Audio Conference call however Operator assistance is required. If you require
Premier Audio Conferencing please call Reservations or schedule the call via e-Scheduler.

Leaders should instruct their participants within the WebEXx invitation to join the audio conference by having the WebEx
meeting dial back out to them. This allows the net and audio sessions for each participant to synchronize so that both sessions
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may be assigned to the breakout room together. If participants dial into the WebEx Training Center session, the audio and net
sessions cannot be synchronized and the leader will be unable to assign the participant to a Breakout Room.

= Please make sure your audio account is setup in the Audio Setup under the Preference section of your My
WebEx account.

= Select the following settings:

=  Click Set Up to modify an existing teleconferencing account

Cisco WebEx

Home | Meeting Center | EventCenter ~ SupportCenter ~ Training Center | My WebEx

My Meetings

Wy Flles Preferences

My Contacts
Expand all | Collapse all

My TIeponts » General

Training » "Meet Now" Settings Set up

» Scheduling Templates
» Scheduling Options

» Support Center
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Audio Set Up

=  Audio Set Up allows you to setup your Instant Meeting Audio Conference subscription with WebEx Training
Center.

=  Click Add teleconferencing account

=  Enter your Instant Meeting audio conference subscription information

=  Enter your Toll-free call-in number, Toll call-in number, Host access code, Attendee access code.

= Audio set up allows you to enter up to 4 different Instant Meeting numbers to be saved as separate accounts.

= Note: If you do not have a toll number, enter your toll-free number. Do not leave the Toll Call-in number blank.

=  Select the type of call-in number to be used for the Recording dial-out number. (NOTE: WebEx Hosted Net work
—based Recording uses US based audio bridges only regardless of your location.)
Click Save




Maeting Canter Event Center Support Canter ~ Training Center My WebEx

= Audio

My Phone Numbers

Note

Office phone.  Country/region Number (with areaicity coce)

1 T03-000-0000 Call Me
Mobile phane:  Countryiregion MNumber (with areaicity code)

1 541-000-0000 Call Me

shone 1. Countrylregion MNusmiber {wilh arealcity code)

Aiermale phone 2 Country/negion Mumber (with arealcity code)

Teleconference
Acoumis:  You can 8dd up ko three Teleconferencing Service accounts.
AnDd Bccount

Account 1 (Defaul) | (US) Calk-in 10ik-free nUmbes (Verizon)
016 (Unfied Kingdom) Call-in number (Venzon)

Host access cooe - SS07T9877

Setting up the Teleconference Account for use with WebEx Hosted Net Replay for US-based Instant Meeting

Accounts

. In Audio, set up at least one Teleconferencing Account with a US Toll-free Instant Meeting number for use by the
WebEx Recorder. If you have already done this step as part of your normal teleconference account set up,
nothing additional is required.

Select Country/Region and enter the US toll-free number in Call-in toll-free number.
Select Country/Region and enter the local toll number in Call-in number.
»  If you do not have a toll number, enter your toll-free number. Do not leave either field blank or
you will receive an error.
Enter the Subscriber and Participant passcodes
Selec Call-in toll-free number for the Recording dial out number
Click OK if you are adding a new account or Update to modify an existing account.

Teleconference

Accounts: You can add up to three Teleconferencing Service accounts.
Add account

Account 1 (Default) © {US) Call-in toll-free number (Verizon)
(United Kingdom) Call-in number (Verizon)

Subscriber access code |
Participant access code :

Edit] Delete




WebEx Training Center Home Page

From the Training Center homepage you will be able to set-up meeting preferences, obtain assistance and host a meeting.
Each section offers additional options to further customize your settings. While this user guide includes some basic Training
Center setup instructions, it is primarily to help you navigate how to Schedule Training including the Breakout Session
capability that is used with Instant Meeting Audio Sub-conferencing. Up to 9 breakout sessions are supported. Training
Center may accommodate up to 1,000 participants however with any amount over 500, the following features will not be
available:

Participant list

Multi-point video

Private Chat

Active talker

Cisco WebEx alualn

cisco

Meeting Cenles

» AntEnd a Session

T Join an Unlisted Training Session
« HOSE 3 Session

T join &n LnEsted Traming Se5sion, type the Se55ion NUMBET Nat your Hest gave 1o you. then click Join Now.

e S—

[ Now

Host a Session

Host a Session provides multiple ways to start a session. You may:
e Instant Session - provides immediate access to a training session.
e Schedule Training - allows you to schedule a training session with customizable meeting settings.

Instant Session

Click Instant Session.

Enter session Topic and Password

Select Teleconference

Enter Start Session

You will be able to invite participants from the console and establish Breakout sessions.

Start an Instant Training Session

To start a training session now, provide the following information

Topic: || | (Required)

Set session password: ‘ | (Required) Password Criteria

Confirm password: ‘ |

[ Teleconference

Start Sessian| ‘ Cancel




Schedule Training

If you choose to use the Schedule Training option instead of Instant Session, there are several settings required to setup the
Training session.

Schedule Training Session

Session and Access Information

Topic: (Required) C Tom...
Set session password: (Required) ord Criteria
Confirm password:

M Automatically delete session after it ends
[1send a copy of the attendee invitation to me

Teleconference

Options: @ Teleconferencing Service

@® Accountt
Call-in teoll-free number (Verizen):
Call-in number (Verizon):+44-0808-2 A

Host access code:5507
Lttendee zccess code:BE45

Altendees call in
® Attendees receive call back (call-in is also available)
[ Allow Access to teleconference via global numbers
Estimated number of callers: | 500

O Other teleconference service

0 None

Date and Time

Staring tme =
@am Opm  Plan session time zones.

Teleconference Settings:

The teleconference information entered in the Audio Setup section of your My WebEx account will apply under the WebEx
Audio. You may select other teleconferencing services to use a different account.
Note: For Breakout Sessions to work properly, it is important to select Attendees receive call back

Teleconference

Options:

leconferencing Service

Account1

Call-in tell-free number (Verizon):
Call-in number (Verizcn) :+44-080B-2 ~
Host access code:5507!¢

Attendee access code:EB645.

Attendees call in

(@ Attendees receive call back (call-in is also available)

[ Allow Access to teleconference via global numbers
Estimated number of callers: |500

) Other teleconference service
None

WebEx Hosted Net Replay - Teleconference Accounts Scheduling for US
=  WebEx Hosted Net Replay uses US based audio bridges only regardless of your location.
= Unless you have your Account 1 setup with something other than the US based toll-free number you should
just use Account 1 when scheduling calls where you intend to use the WebEx Recorder.
= You will select this Teleconferencing account to be used when scheduling your meeting so that the WebEx
Recorder will use the correct Verizon teleconference account.




Email Invitation

Hello

= You may edit the email to your
participants to include other

Topic: Training Center Session instructions for joining the audio

?;::i:oiti:i!nber: 625 634 portion of the call. Send the meeting

Session password: 1234 invitation to yourself first and then

edit it before sending to your

participants.

------------------------------------------------------- = Participants may use other local or
1. Go to https://vnc-plugins-demo-t29-13-34.webex.com/vnc-plugins-demo-t29-13-34/ toll free numbers, Global numbers or
2. Enter your name and email address (or registration ID).
3. Enter the session password: 1234

Please join my WebEx training session that is currently in progress.

they may use the dial back out

4. Click "Join Now". functionality.

5. Follow the instructions that appear on your screen. . Otherwise the Account information
_______________________________________________________ you selected will be populated into
To join the teleconference only the email including the US based

Call-in toll-free number.

To receive a call back, provide your phone number when you join the training session.
Call-in toll-free number (Verizon):1-866-692- (US)

Call-in number (Verizon): +44-0808-238- (United Kingdom)

Show global numbers: https://dicktojoin.verizonbusiness.com/wbbcClick2Join/servlet/\ US toll free number used for the WebEx
3158&ParticipantCode=86452796&customHeader=mymestings&diallnNumbers=true
Attendee access code: 864 527

Recorder

Date and Time
e Select the date, time and time zone for your session.
e Select the occurrence of your session.
e  Set the session duration

Date and Time

statng ume =
Oam @pm  Plan session time zones...

Time zone:  [New York (Eastern Daylight Time, GMT-04:00) v

Occurence: @ single-session class
O Recurring single-session class (attendees register for one session)
O Multiple-session course (attendee register for entire sequence)
O Schedule imegular sessions (each session may be edited separately later)

Estimated duration:

Reaistration

Registration
e Select if you will require attendees to register for a training session before they can join it.
e If you require registration, you may customize the information you wish to collect by clicking Customize
form.

Registration
@ You can require attendees to register for a training session before they can join it. When their registration requests are approved, attendees will receive a unigue registration 1D in their email.

1o join the session.
B You must enable registration if you want to charge atiendees a fee.

Attendee Registration:  [] Require attendee registration Customize form
[ Automatically approve all registration requests

(Ifyou select not to automatically approve registration requests, you must manually
approve each attendee's registration request before they can join the session)

The Customize Registration Form will display where you may make your selections



Customize Registration Form

Based on form:
Registration Options
Check the boxes of the following fields that you would like to appear in the

registration form. Fields can be set to be optional or required

Standard Options
(]

- v @

[+ First name [ [J Address 2

« [+ Last name [ [ city

« |« Email address [ [J state/province
[ [ Title [ [J ZIP/postal code
[0 [0 Company [J [J Country/region
[ [] Address 1 [] [] Phone number
[ [] FaxNumber

My Custom Options

Select the options that you want to add on the registration form

| Text Box H Check Boxes H Radio Buttons || Drop-Down List ‘

Invite Attendees

e Add the email addresses for your attendees
e Click Invite Attendees to add attendees

e You may click Select Contacts to add contacts from your Personal Contacts, Company Address Book or add
them manually in the New Attendee area

Attendees

Invited attendees:

(Invite Attendees... D

Invite Attendees
Provide new attendee INfonmabon Nere or Sekect CoMacts Tom your a0dress book.

Attendees to Invite Select Contacts.

Name Email address Phane number Language Time Zone  Lacale
No contacts selected

| oK || cancel |
New Attendee

Requirad fisld
* Full name

« Email acmress:

Humbe (o area'ety swde
Phone number: |1

Tme Zone. |New York (Eastern Daybght Time, GMT-04:00) hd
Language: [English -
Locake: [US w
And new attendes In Ty aderess Book
Invite & anemate host

Add Attendes

Invite Presenters
e Add the email addresses for your attendees
Click Invite Attendees to add attendees

L[]
e You may click Select Contacts to add contacts from your Personal Contacts or Company Address Book.
e You may also add them manually in the New Presenter area



Invite Presenters
Provioe new presenter iInformation here or select contacts from your address book.

Presenters to Invite Seloct Contacts.

Name Email address Phone number Language Time Zone Locale
No conlacts sekecled

OK Cancel

New Presenter

* Kagquired frald

= Full nami:
« Emall address:

HuTEH W LY caoe

Phene number: |1
Time Zone: [New York (Eastern Dayhght Time, GMT-04:00) v
Language: |Englsh W
Locale: |US. ~

Add presenter as attendee in my address book
Invite as attemate nost

Add Prosontor

Session Options
e Select the features you would like available during your session
Under Available features, click Edit Options

Select the Attendee Privileges, Security and Other Options you wish to activate
Click Save

Add the Destination address (if any) you would like your attendees to visit after your session
Select the entry and exit tone

You may customize your greeting message that attendees will see as they join your session

Session Options

Available features

011, Video (High-

quality, High- ~
definition),View video
thumbnails , HNumber cof

attendees, Send videc,Attendee

Edit Options...

e ——
Destination address (URL) after session:

Greeling message:  Customize greeting message when attendee joins

Session Options

Training session options
Select options that you want pariicipants to have when a training session begins,
M Chat ¥ video
& File transfer [¥ Enable high-guality video
[ Enable high-definition video
M view video thumbnails

Attendee Privileges
Select the attendee privileges that you want all attendees to have when a fraining session

begins.

Sessions:

[] rRecording ¥ Number of attendees

Send video ¥ Attendee list

Documents:

[ save [] Annotate [J Next or previous page
[ print 1 Thumbnails

Security

[ Exclude password from emails sent to attendees
[ Attendees must have an account on this service to attend session

Save Cancel

Breakout Sessions Assignments Settings

¢  When scheduling a training session, you can enable pre-assignment of attendees to breakout sessions prior to your
training session.
e  From the Breakout Session Assignments Settings section of the scheduler, you can do the following:
o Enable the option to assign attendees to breakout sessions prior to your training session
0 Choose to have Training Center make the breakout session assignments for you
0 Set the number of breakout sessions for your training session
0 Set the number of attendees per breakout session



0 Choose to manually assign attendees to breakout sessions as you manage your registrations

0 You must enable registration to manually assign attendees to breakout sessions prior to your training
session.

0 The number of breakout sessions must be between 1 and 9.

0 The number of attendees allowed in a breakout session must be between 1 and 100.

Breakout Session Assignments Settings

G In-session assignments (automatic or manual altendee assignments during the session) are always available.
Participants on some mobile devices cannot join breakout sessions.

Options: [ Enable Pre-Session Assignment (specify automatic or manual attendee assignments before starting the session)
& Automatically assign attendees during the session
® Set the number of breakout sessions: 4
Set the number of attendees in each breakout session: 20
Manually assign registered attendees to breakout sessions (requires attendee registration to be enabled)

To assign attendees to breakout sessions automatically:

e  On the Schedule Training Session or Edit Scheduled Training Session page, scroll to Breakout Session
Assignments Settings.
Select Enable Pre-Session Assignment.

e  Select Automatically assign attendees during the session.
Select the option to set either the number of breakout sessions or the number of attendees per breakout
session.

e  Enter the number accordingly for your selection.

To assign attendees to breakout sessions manually:

e  On the Schedule Training Session or Edit Scheduled Training Session page, set registration requirements in the
Registration section of the scheduler.

Scroll to Breakout Session Assignments Settings.

Select Enable Pre-Session Assignment.

Select Manually assign registered attendees to breakout sessions.

Once you have finished scheduling your training session, you will be able to manually assign attendees as you
manage registrations.

Assigning registered attendees to breakout sessions:

If you enabled pre-session assignments to breakout sessions when scheduling your training session, you must manually
assign attendees when you manage registrations.

Email Options

You may edit the invitation to instruct your participants to join the audio conference portion of the meeting by selecting the
conference to dial out to them.

e Click Edit Email Options
e Select the type of Invitations, Updates, Registrations and Reminders you would like to send to your Host,
Presenters and Attendees

Email Options

& You can select the types of email messages that you want to send by clicking Edit Email Options.

I Edit Email Options... |



Edit Email Options

Select the types of email messages that you want to send when certain events occur. You can also click the title of the email to modify the content.

Invitations

M 1nv on to a Training Session in Progress

nvitation to Register for a Training Session

Updates
b Training Session Rescheduled

b Upda

d Information to Join a Training Session

Updated Information to Register for a Training Session

Training Session Cancelled

Registrations

I Registration Notification to Host

4 Attendee Registration Pending

Attendee Registration Confirmed

Attendee Registration Rejected
Reminder
Send Training Session Reminder emails to:

Reminder

before session staris

Add another reminder email

Atlendees

Note: You can add up to 3 reminders emails

 Presenters |24 hours | before session starls

¥ Host before session starts via email address:
stephen. karlik@verizon.c

Participant Email
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All participants will receive an email inviting them to the training session.

Please join my WebEx training session that is currently in progress.

Topic: Breakout Sessions Trial
Host: Dave C

Session nuwber: 743

Session password: welcome

To join the training session

Go to https:// -demo . webex . comdmci-demo/ k2/J . php?ED=
Enter your nawe and ewail address (or registration ID).
Enter the sesz=zion password: welcome

Click "Join Mow".

Follow the instructions that appesr on your SCEeen.

Mo W

To join the teleconference only

Provide your phone number when you join the training session to receive a call back.

Participant access code:456573




Session Information

Add an Agenda and Description of the training session.

Session Information

Agenda: @ Plain text O HTML

Description:  ® Plain text O HTML

Graphics: Import Picture .. || Remove Picture

Course Material

Select files already in your personal folders in My Folders to publish to your Training Center Web site.
Upload new files to My Folders and then publish them to your Training Center Web site.

Participants can download course material for review, preparation, or testing before the session starts.
Click Add Course Material

Course Material

#@ Course material specified can be downloaded by participants before the session starts. To add course material, you can either select files already in My Folders, or upload new files first and select them

(No file specified vet

Add Course Material..

Add Course Material
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Add Course Material

Upload a file to My Folders :

Select Name Description Size
(O] (] Root Folder Root Folder 0O KB
Uploading to: Root/

File name: Browse... Upload

You can select files from My Folder, then click Add.

Select Name Description Size
(] Root Folder Root Folder 0 KB

Options on this page

Option Description

File name box Enter the name of the file to upload to your folder.

Browse button Click to select a UCF presentation or document that resides in your personal
folders.

Upload button Click to upload the specified file to your folder.

Select Select the check box of the file to be added to the training session.

Name Indicates the names of the files residing in your folder.

Description Describes the folder or file.

Size Indicates the size of the folder or file in kilobytes.

Add button Click to publish the specified file on your Training Session Web site, making it
available to participants prior to the session start time.




Tests
e Click Add tests

Tests

& You can add a test to this session for delivery before, during, or after this session. To add a test that you have already created and saved in the Test Library, click Add Test. To create a test, or to import from your
polling questionnaire, schedule this session first. On the confirmation page that appears, select Add a Test. You can also go to the Session Information page later to add or edit a test after you have scheduled this

session

(No test yet.)

Schedule the Session
Click Save as Template, Schedule, Start Session or Cancel.

Schedule ][ Start Session ][ Cancel ]

The Training Center Leader’'s Console

The leader console is an easy interface that uses the familiar Microsoft® Windows® menus to make controlling a meeting very
intuitive. Leaders can select to have only those windows that are most important to them open during the meeting, showing
them participants, chat, notes, or video. Simple tabs make it easy to flip from presentation to presentation.

Participants Chat Recorder Q&A

Toolbar
Polling

Steve Karli's ranng sesson il * Panehst: 1
Topic: Testing Training Session @ N Steve Karkk (Hos. me) &
*  Attendes: 1
swex 44— Attendee List
Ll
Invite & Remind
i v X 4 e - & @
. Aude =- LA
T —
E Share My Desktop ¥ 4— Chat
b i | st A rensommts 5
P

Join Teleconference

Leaders and Participants may join the audio portion of the meeting multiple ways. They may call into the audio bridge — the
Instant Meeting audio conference information will display for participants to call into the meeting. Or leaders and participants

may enter their phone number to receive a call back.

e Call into the meeting - When participants enter the meeting console the dial-in numbers will display on
the Info tab and in the Meeting Information section. In addition to toll and toll free, global numbers are
available as well. Dial In User Merge is also supported as a dial in option. Please refer to the Dial In
User Merge User Guide for specifics.
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W o et T o

File Edit Share View Audio Paticipant Session Breakout Help

. [ e ———
Quick Start {  SessionInfo |
Topic: Testing Training Session
Host: Steve
Teleconference: Call-in toll-free number (Verizon) (USs)
Call-in number (Verizon) 1A (United Kingdom)

View global numbers
Host access code:
Attendee access code:

Attendee ID: #303 #
Training session number: 620 641 237
Host key: 719981

e« Dial Back: Leaders and participants may enter their number to receive a call from the conference
service. This synchronizes the audio and net sessions so that each user is identified by name in the
participants panel. This also enables the active speaker functionality. (see Telephone: Identify
Active Speaker section.)

7 | a il
v 3% participants :

Speaking: Steve Karlik (Host) |
¥ Panelist: 1
(¥ Steve Karlik (Host, me) [
¥ Attendee: 1
Steve K
0 ¢ X e - B- 4
Cermreme | ] [EJEC
[~ Gt ——

Press 1 to Join Audio:

= If the Site Administrator has the Press *1 feature turned on for your site, participants will be asked to
enter a *1 to join the audio portion of the conference if they are having the audio bridge dial out to
them. This will prevent voicemail boxes from being added into the audio conference by mistake.

= The pop up window for the Join Teleconference will indicate press 1 however the audio command will
tell participant to Press *1.

= Please follow the audio instruction to Press *1 and disregard the Press 1 instruction in the pop up
window within the WebEx console.

A future release of WebEx will allow the text within the Join Teleconference window to be customized.
Note: The Host/Leader will not be prompted to press *1. If the Leader has selected the option to allow the

first participant to become the presenter, they will also not be required to Press *1 to enter the audio portion
of the call.

13



Site Administration setting:

= When the Site Administrator selects Off for the Press 1 feature, participants must enter *1 to join the
audio portion of the call when the audio bridge dials out to them.

Home - - . Select Common for settings that apply to maore than one senice
Site Settings for: Common Select a senice for settings that are specific ta one senice

M Sty A
SELE S (MG, EC, $C and TC) O off

Site Settings

Tracking Codes Telephony entry and exit tone: () Beep

Company Addresses .

Email Templates’ (2 Announce name

Mestings in Proarsss -

(' No tone
Manage Users
Join the teleconference without

Add User e 20on

Edit User List pressing 1

Import/Export Users @ Off

]

Edit 2

User Experience:

=  When the Press *1 feature is enabled, participants will be prompted via the audio bridge to Press *1 to enter
the audio portion of the call when using the dial back feature.

Join Teleconference window:

- .
et S = .
@ Teleconference ® | =

ﬁ Use your phone to join this teleconference.

Use Phone | 1-703 - |
I
. -

= Once you are connected to the teleconference the Teleconference icon on the Quick Start panel will be
updated to reflect Connected.

Teleconference
(Connected) v;'

14



Sending and Receiving Video

If a video camera is installed on your computer, you can send video. Other participants can see you, or whatever you focus
your webcam on. To see video, participants do not need to have a webcam installed on their computers.

WebEXx Trainingand Meeting Center support high-definition (HD) video with up to 720p resolution. Other WebEXx services,
such as Trainingt Center and Support Center, support high-quality video with up to 360p resolution. The Cisco technology
automatically adjusts video to the highest quality for each participant according to the computer capabilities and network
bandwidth.

Your administrator can set video options at the site level. A meeting host can set video options on the scheduler as well as
in the meeting. If your site or meeting is not set up to use HD or high-quality video, standard video is used.

- O3 3l Jay (Host, me) - To start or stop sending video, select the
= video icon beside your name. The icon turns
Mlar|ah i areen when vou are sendina video.

If you have a High Definition camera and you select the video icon, a one-time notification indicating You are ready to
send HD video to other participants displays.

hod il v

| v 2% Particpants

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

Role Tasks

Host What you can do:

= Start or stop sending video at will.

= Lock focus on one participant.

= View everyone who is sending video on one big screen.
= List participants or show thumbnails.

= Set webcam options.

Participant What you can do:

= Start or stop sending video at will.

= View everyone who is sending video on one big screen.
= List participants or show thumbnails.

= Set webcam options

Minimum system requirements
To send or receive video with a resolution of 360p, ensure that your system meets the following minimum requirements:

Action | What you need

15




Send A webcam capable of producing high-quality video. WebEx supports
most webcams of this type
A computer with at least 1 GB of RAM and a dual-core processor
A fast network connection

Receive A computer with at least 1 GB of RAM and a dual-core processor

A fast network connection

Desktop Video Options

e  Multipoint video is the default setting and up to 6 video windows may be displayed at one time.
The Presenter can lock the video and participants may pause their own video.
e Each participant may select their Session Options and Personal Options to adjust their bandwidth settings and

resolution.

. Each webcam is different and you should follow the manufacturer’s instruction for use however, in general,
make sure it is plugged in and turned on before the net conference session begins.

Setting the video for the main display:

Select the name tag on the main display.

v 3% participants

¥ Panelist: 1
[ *] L Steve Karlik (Host, me) |E| E‘

¥ Attendee: 1

Steve K

hd Chat

In the Lock Focus on a Participant dialog box, select one of the following:

e The active speaker. This is the default. The display focuses on the current speaker and changes as the speaker

changes.

e A specific participant. The display focuses on only the specific participant that you select.

~
W Lock Focus on a Participant ‘ ﬂ

‘Who do you want participants to see?
(O The active speaker

(® & spedific participant:

Panelists: l

Attendees:
Stewe K
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Setting webcam options:

Usually, you can set options for general settings, such as contrast, sharpness, and brightness, but options can vary
depending on your web camera.

v 3% participants

¥ Panelist: 1

[ "] ‘. Steve Karfik (Host, me) [} |E‘
¥ Attendee: 1
Steve K

4 ¢ X 8 - & &

[@» Make presenter || Audo | [i=-|[ & 1]

v Chat X

Video Full Screen Mode (Active Talker)

. Click the Full Screen Icon.

e The active speaker (or a specific participant) is shown in the main display with all other participant videos arranged in a
row beneath.

e Toreturn to the view where you see everyone who is sending video, select this icon in the upper-right corner of your
screen

|

Floating Icon Tray in Video Full Screen Mode

Meeting participants have access the Floating Icon Tray in full video mode making it easy to use the all the common
WebEXx functions. The Floating Icon Tray automatically displays at the top of the video screen.

A a # H @ S
Audie Participants Chat Q8A | Ack questions and get answers from panelists.

You can access session controls here

17



Note: There are additional video instructions in the Cisco WebEx Training Center Guide .

Invite Participants

e You may invite additional people to the Training Session at the last minute from the WebEx console
via QuickStart.
e  Click Invite by email from the Quick Start panel

Steve Karlk's traning session 8 Rncnr

Topic: Testing Training Session

\ -

Teleconference Invite & Remind

W bt and Rerrand

- 8 g

e Select the participants to receive the Training Center meeting details.

18



e |
C=|

Subject: |Pleass join now, session in progress: Breakout Rooms

Hello

Flease join my UehEx trainingy session that is currently in progress.

Topic: BreakOut Rooms
Host: Ewva Ja

Hession number: 748 666 323
Seasion password: test

To join the training session

1. Go to https://mci-demo.webex.com/mei-demo/k2/

2. Enter your name and email address (or registration ID).
3. Enter the session password: test
4
5

. Click "Join Now™.
. Follow the instructions that appear on your screen.

To join the teleconference only

Frowvide wour phone nuwber when you join the training session to receive a call back.

Participants Panel

Once the participants join the session they will be displayed in the Participants window as Attendees.

¥ Panelist: 1

& '\ steve Karlik (Host, me) E

¥ Attendee: 1

Stave K

4 o« X 4 » © - & @

| # Make Presenter || Audio |

Attention Indicator

The Host will see the Attention Indicator next to each participant that opens another application indicating their full attention is
not on the session.

~ Panelist: 1
] Steve Karlik (Host, me) @

v Attendee: 1

John Doe ! F

g ¢« X «4 » 6 - & &

| * Make Presenter || Audio |

v B Chat ®

19



Telephony: Identify Active Speaker

The active speaker icon reacts to sounds during a live call, informing leader’s who is currently speaking even allowing them to
mute callers who may have background noises that could be interrupting the flow of the call. This feature also lets leaders
identify the party speaking, allowing them to address parties by name, even help take more detailed notes.

¥ 2% Participants

|Speaking: Steve Karlik (Host)

¥ Panelist: 1

¢[V]

¥  Aftendee: 1

Steve Karlik (Host, me) [

Steve K

PowerPoint® Notes Panel

Speakers may view their notes discretely from the console when they Share a Presentation
Available from the Panels drop down menu

| [#] perticipants \E\ Panels

Chat ~ | PowerPoint Notes 4

wideo Slide 01 of £6

W | Mok .

;n"es ‘Whelcome tothe Customized Met Confersnce
=ina powered by Cisco-ilieh Bx hiesting Center
Closed Captions

beginning tutoral. This tutorial will prowide you
with the basicsto start using Customized Met
Fueset ko default Conferencing as an effective toolto enhance

wour meetings and collaborative seszions.
Restore Panels

Creating Breakout Sessions

To begin breakout sessions, the leader will click Breakout on the menu bar .
Click Breakout Session Assignment from the dropdown menu.

The Breakout Session Assignment panel will open, and the Breakout Session Assignment screen will
pop up and the Breakout Session Assignment screen will pop up.

The host will Select whether to automatically or manually assign the attendees.



@ Cisco Webtx Training Center 1

| File Edit Share View Audio Participant Sessioﬂﬂelp

Quick Start session Info Close Breakout Session Panel |-

Start Breakout Sessions {

End Breakout Sessions

Ask All to Return

Steve Karlik's training session

Topic: Training Center Session

Join Breakout Session 4
Broadcast Message...

Share Breakout Session Content...

Breakout Sessions - Automatic Assignment

21

e  Select Automatically
e  Set the number of breakout sessions and the number of attendees in each breakout session
e Click OK

Create breakout sessions and assign attendees:

& Automatically " Manually

To create breakout sessions automatically, provide the following information:

" Set the number of breakout sessions:

& set the number of attendees in each breakout session:

Select which attendees are to be included in each breakout session

Highlight the Participant and click the arrow button to add them to the breakout session.
Identify the Presenter for each Breakout Session

Identify the number of participants for each Breakout session

Click OK



u Breakout Session Assignment 3

Create breakout sessions and assign attendees:

¢ Automatically & Manually

To create breakout sessions manually, manage your assignment below:
Not Assigned: Assigned:

Se Fel Add Session

1 ~ Panelists

¥ Steve Karlik {(Host)

¥ Attendees
John Doe

» Options for:

|~ Allow attendees to create breakout sessions

| OK | | Cancel ‘

The Breakout Session panel will display on the console and will display the name of the person in each
Breakout session

e Click Start

v =B Breakout Session ®

| Breakout Assignment |

Manual Assignment

* Breakout session 1: 1

@ JohnDoe

Joining the Breakout Session

e The leader and each participant will receive a message to invite them to join the Breakout Session
They will also receive the following message.
e Click Yes

You have been assigned as a presenter for a breskout session. Do you
want to start the session now?

Breakout Session 1

e Once each recipient accepts the invitation, they will be placed into their assigned Breakout Room
e The Leader of the Breakout session will have the Leader ball next to their name.
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- Breakout... I - Participa... Chat -

B 28 Breakout Session

You are currently connected to the breakout session
"Breakout session 1".

|3§< End Breakout Session ‘ ‘_ Ask For Help |

Elapsed time: 0:18

v & Participants x

@ fhn Doe

The Host will see a Breakout session icon next to each attendee in a breakout session.

¥ Panelist: 1

& Steve Karlik (Host, me) E]

¥ Attendee: 1

John Doe S

B - - &
-

Collaborating within the Breakout Session

e The Breakout Session participants may collaborate and share a whiteboard, documents or their
desktops within the Breakout Session.

e The materials developed during the Breakout session may be shared with the rest of the meeting
participants once they are returned back into the main meeting room.

E Share My Desktop

B Share My Desktop

| Share fle Including video)...

32 Share Application:
Iﬂ_j O4a-Ful-Customized Net Conference with Cisco WebEx Training Center for e-...
1 untitled - Paint
@ Welcome to Yerizon Conferencing - Windows Internet Explorer provided by ..

Ending and Restarting the Breakout Session
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e Once the Breakout session has concluded the leader may click End Breakout Session



e The Breakout Session manager will display asking to end the breakout session for all participants.
Click Yes

e Participants may also click End Breakout Session from their control panel and they will be placed
back into the main room however the Breakout Session will not end until the Breakout Room
Presenter clicks End Breakout Session.

IMPORTANT: Participants should be instructed by the Leader to disregard the audio instruction given to the participants to
enter O## to end the sub-conference. Participants should first click the End Breakout Session button from the console screen.
If the End Breakout Session does not reassign the participant back to the main room, they should then use O## to be
returned to the main room.

-~ Breakout... l - Participa... | Chat -

v =B preakout Session

@ End Breakout Session - =5

3 Do you want to end this breakout session for all
u participants?

End Session

e Once the Breakout Sessions have ended all participants are moved back into the Main room
e The Breakout Session may be restarted by clicking Start within the Breakout Session panel.
e Click Breakout Assignment to reassign the attendees to different Breakout Sessions.

Breakout Assignment B st |

Manual Assignment

¥ Breakout session 1: 1 Ended

@ John Doe

nter Delete

Saving and Sharing Content from the Breakout Sessions

e Select the items from the Breakout Session you would like to save and identify where you would like
them saved.

’
@ End Breakout Session - s

3 Do you want to end this breakout session for all
u participants?

v Save session files
v shared files @
& Save as UCF
! " Save as PDF

To:lC:\JJsersWedia\,Documenis\,lD150820—Tri | Browse... |

| End Session | | Cancel |

e The Host may select Share Breakout Session Content

24
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Close Breakout Session Panel
Start Breakout Sessions

End Breakout Sessions

Ask Al to Beturn

Breakout Session Assigniment. ..
Join Breakout Session ’

Broadcast Message...

Share Breakout Session Content...

e The Host will select the breakout sessions being requested to share content with the participants of
the main room.

e The last presenter from each of the selected Breakout Sessions will receive a note asking them to
share their content with the participants of the Main Room.

f Y
“ Share Breakout Session Cuntﬂ u

To request the last presenter for a breakout session to share content in the
main training session, select the session in the list, and then dick OK. The last
presenter then receives instructions for sharing content from the breakout
session.
Breakout sessions that have occurred.

Last Presenter Breakout Session

John Doe Breakout session 1

Ll
| OK | | Cancel |

et/

e The last leader from each selected session will select from the list of meeting content to be shared
and will Click OK.

@ Share Breakout Session Com u

The presenter has requested that you share content from your breakout
session with all participants in the main training session. Select the content that
you want to share in the list, and then dick OK.

Content to share in main session.

'Whiteboard_1.ucf

e The content of the breakout session will then display as another tab on the Hosts meeting console



 Cieo e Tomng o
File Edit Share -

Session Info Whiteboard_1 |

B T O -7 M|« -

ant Session  Breakout Help

White Board Session 1

Ending the Training Session
Once the training session is complete, the Leader will end the Training Session.

File

Cpen and Share... Crl+0
Cpen Poll Questions...
Gpen Chat...

Save 4
Save s 4

Transfer... Chrl+Shift+T
Upload to My WebEx...

Prj 4
< End Training Session A

Contact Us
If you would like technical assistance with Net Conferencing, please contact us at

https://www.mymeetings.com/custom/res/content/resNumbers.php

Our e-mail address is nettech@verizon.com.

© 2015 Verizon. All Rights Reserved.

The Verizon name and logo and all other names, logos, and slogans identifying Verizon's products and services are trademarks and service marks or registered trademarks and service marks of Verizon Trademark Services LLC or its affiliates
in the United States and/or other countries. Microsoft Windows and Internet Explorer are either registered trademarks or trademarks of Microsoft Corporation in the United States and/or other countries. All other trademarks and service marks
are the property of their respective owners.
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