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Getting Started Guide: Cisco WebEx Meetings

Start a WebEx meeting now!

Invite a colleague to try out WebEx Meetings with you. You'll see how easy it is to share documents, audio, and video.

806 WebEx — Home
1. Go to meetings.webex.com. < [ » || + | http:/ /www.webex.com/
2. Sign in using the email address and password you Alison Cassid
9 9 pas Yy i ey T® Home  Meetings Contacts  Centers -
gave when you opened your WebEx Meetings account. E TR

3. Click the Meet Now button.

ik s B
4. Invite colleagues — click the “+” sign after entering o Meet Now =g Schedule 232 Join by Number
each email address.
5. Click the Start button to begin your meeting. What: | Product Roadmap Overview
Whe: 7

Meeting essentials

Q Cisco WebEx Meeting Center
Qs | eeingto et oud
1. Audio conference: Call in to your meeting or connect .
using your computer’s audio system (VolP). Product Roadmap Overview
Host Alison Cassidy
2. Record: Record the meeting, including the audio, video, Mortngssester 164461 660
and presentation, for sharing later. o_ © voers ) [vwmerierng
3. Share my desktop: Share files, applications, or videos.
Present anything on your computer’s desktop. ‘ \ .
R Alison Cassidy _ mox
4. Share video: Click the camera icon to allow others ‘. k Q0 meam —
to see you. View the presenter in full-screen HD WP Oremoetiey
by clicking the top right corner of the video. G Szstoe Rt R b o
5. Adjust your view: Grab the vertical bar in the middle e o =
of your meeting window to resize the panels the way e cliint te
you’d like. o it s e R
6. Chat: Start a side conversation with anyone in the meeting. o St [Gmepee .
I
x
Audio Conference x &4 Share My Screen é o

L Share File (Including Video)...
e b Share Application:
& Google Chrome

. Stickies

) Evernote Chat

& Cyberduck L3
& Spotify

[= Acrobat

@ iTunes

() Microsoft Outlook

2 Jabber
[rw]

‘? Wil Call In..

O Call Using Computer

Other Application.
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Get ready for your meeting

WebEx makes scheduling and preparing a snap! Your invitation links everyone to your Meeting Space, a secure, centralized
place for sharing and communicating. Review, comment, chat, and revise — collaboration begins before your meeting
even starts!

Schedule your meeting 600
Set up a WebEx meeting in Microsoft Outlook, just like PoasEHe @ .
. . - eel ow .
you do other meetings. Get the free plug-in and || @ vome | organize | Tools| L
: I . ¢y Schedule Meeting :
you can also: B E oo HE I -
R . : Meeting Appointment New Today @ Preferences eek Month : Open Calendar Permissic
= Add a meeting to your calendar with one click. 0 ' > 3 p
4 September 2014 > ] @ Help tember 6, 2014
= Join a meeting from within Microsoft Office =T T S | F 1 Mon
applications or IM clients. [ERENEY = =
7| 8|9 |10|11]12]13 3 am
14 18 1R 17 | 1R 19. Dﬂr

Alison Cassidy

Or, just sign in to your WebEx account to schedule '1 0
your meeting: L

Available Home Meetings Files Contacts Cenf

= Click the Schedule button. Schedule a WebEx Meeting

= Fill in the meeting information, and include an agenda

if you like. * What: Product Roadmap Overview
* When: 94 E|3zﬂnpm ‘V| Length: ‘1 |V‘hr‘0 |V‘min
Tip: Check the Record this meeting box when you schedule ¥ Resimence; None
s0 you won’t have to worry about it later! Who: a +
~Agenda (optional) 1200 characters left

Prepare your team
Prepare for your meeting together by sharing files,
agendas, and action items in your Meeting Space.

Alison Cassid
'--; l 0 .,_J:EBH Sl o @ Home Meetings Files Contacts

1. Upload a file by clicking Attach files — your team will be Product Roadmap Overview
notified by email.
2. Update your agenda any time — click Edit to WL [oday, 00 P (1) 0
make Changes San Francisco (Pacific Daylight Time, GMT-07:00)
Where: WebEx Online
Host: Alison Cassidy

°—7| Edt | | Cancel Mesling

More information

Start the discussion before you meet, using
comments and chat. Keep the conversation in one

place —it's all captured in your Meeting Space! i

3. Click on Post a comment to add to the conversation. « Whats coming in the next release
= Major features and impacts
Files

o . . . No files attached. & Attach Files =
Tip: Update meeting agendas from Microsoft Outlook’s meeting

detail pane. Get the free plug-in. Activity | Fosta comment View: Al ~

Post a comment...

é &—4 ~Files | & Attach Files ~

No files al  Attach from File Library

Upload from Computer
+ Meeting P

+ Audio Connection: WebEx Audio
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Host your meeting

Cisco
. Ao webex
I Alison Cassidy,
Start the meeting
It's time to start your WebEx meeting:
%3 Product Roadmap Overview
1. Click the Start button in your email invitation. Q Thu, Sep 4, 5:00 pm | 1 hr m o
San Francisco (Pacific Daylight Time, GMT-07:00)
2. Or sign in to meetings.webex.com and click the name R ERE TR
of your meeting.
(4 Agenda
Then click the Start button, and your meeting will begin.
Product Roadmap Overview
elt's time to start.
When: Today, 5:00 pm (1 hr)
‘San Francisco (Pacific Daylight Time, GMT-07:00)

Where: WebEx Onine

Host: Alison Cassidy

| B0t || GncolMeeting |

o itormation
Work together

Q Cisco WebEx Meeting Center - o x

1. Start your audio: VolP and phone callers can talk together.

Quick Start Meetingirto 4 ewWtebead

2. Record: Record your meeting for sharing later. Product Roadmap Overview

3. Share anything on your screen: Choose a file Ay
or application to share with everyone in your meeting, e
or share your whole desktop. o— ® Recot || temveesting

4. Turn on your webcam: Click the video icon and meet
face-to-face.

Alison Cassidy -y

5. Pass the ball: Just grab the ball and drop it next to \. '+ 0Q e Y 4
your name in the Participants panel. b =) f
Connect to Audio Share Desktop Invite & Remind R Lows O - K

6. Mute/Unmute: Hosts can mute anyone. e 5 =Y

Audio Conference x

L" Call Me...

¥ Coonecies ® @

!:’ IWill CallIn...
I into nestir

() Call Using Computer

Test speaker/microphane

“ @ ') Alison Cassidy (1ot me
Jill Baker
o—‘&, Q

{.g) Deepa Delaney

vy —Q
F&mm "y

Louis Oscar
< Audio Confirence x Audin Conterence 3
Enter a number for the meeting
to call you
.
& ] | e phone number 3 Using Computerfor Audia

Flermembes phore mumiber an this
computer UL
—
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Follow up

The meeting ends but your project doesn’t. Assign next steps and follow up in your Meeting Space. Share new files and comments,

review recordings and notes. You'll see updates on your WebEx home page. Your secure Meeting Space will be there as long as
you need it:

1. Upload action items by clicking Attach files. Alison Cassidy

el s @ Home Meetings Files Contacts

2. Download by clicking the file name.

3. Extend and document the conversation — click Post a comment.

4. Schedule follow-up meetings. Product Roadmap Overview

When: Today, 5:00 pm (1 hr)
San Francisco (Pacific Daylight Time, GMT-07:00)
Where: WebEx Online
Host: Alison Cassidy
a0 [Convooins ]

More information

Agenda | eat

= What's coming in the next release

x = Major features and impacts
Files (1) | & Attach More +

Files
Product Roadmap Overview.pptx
112.1 KB | Attached by|Allison Cassidy Today, 10:55 am No files attached. & Attach Files ~
Activity | Posta comment View: Al - Activity | Posta comment View: All +
Post a comment... Post a pomment...

Additional Resources

Meet from your mobile device: Host or join a meeting

wherever you are with WebEx mobile app for iPhone, iPad, Android,
and other smartphones. The app is free!

Manage your account: Sign in to meetings.webex.com. Click on
your name and then on My Account to:

= Manage your account.
= Access support services.
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