NET CONFERENCING

Advanced and Customized Net Conference
With Cisco WebEx Meeting Center Participant
Quick Tips

Participant Quick Tips for WebEx Meeting Center provides tips that you can use to effectively join and participate in a web meeting.
This guide assumes that you are already familiar with the basics of WebEx Meeting Center. It does not provide detailed instructions
for using WebEx Meeting Center. To obtain detailed instructions for using the options and features that this guide describes, refer
to the online Help on your WebEx Meeting Center Web site or the other Reference materials on e-meetings and MyMeetings.

How to Join a Net Conference using WebEx Meeting Center:
There are several ways you may join a WebEx Meeting Center meeting.

. Microsoft® Outlook® Calendar
e  WebEx Meeting Center homepage
e  WebEXx One-Click

e Joining a meeting via Microsoft Outlook Calendar:
0 Participants join the WebEx Meeting Center meeting by clicking the link embedded in their Outlook Calendar entry.
o Click the meeting link in your invitation email message, and then
o Click Join Now.
o  When joining a meeting, you may need 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.com— 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.
o Tojoin the audio conference portion of the call, you may either dial the telephone number in the email and/or console page
or you may have the audio bridge dial back out to you after you enter the meeting console

Subject: (Forward o row, meeting i progress:
** == you can forward this email iwitation to attendees ****
Halia ,

Please join ry meating that ks currently in progress,

Topic: General

Dats: Wednesday, ke 17, 2009

Time: 3:17 pm, Eastern Dayhght Time (New York, GMT-04:00)

Maating Nurber : 347 459 737
Meetng Password: testing

To join thir cnline meeting (ow from Phones tool)

L. Go o hitps:/Aeyarde webercom/ga-dey/e cholAT =MIB EventiD=11154
2. Enfer your name and email address.

3. Enter the meeting password: testing

4. Click "Join Now”,

5. Follow B8 netructions that Jppear On your screen.

To view in other time zones or languages, pleasa click the link:
oo/ Araga- dov. webox com/vaga dov/e pho? AT =MIBEventD =11 154

To jon the teleconference only

Pravide your phone rumber when you Join the meeting t receive a call badk, Aleratively, you can call
Call-in toll-fres rumiber (Ver zon-UAT): 1-8568193536 (US)

Call-in nurnber (Vercon-UAT): 1-2103393977 (US)

Shaw global numbers:

Atendes access code: B09 443 6

For assktance

1. Go to hitps :/vaga-dev. webes.com/vaga-dev/me
2. On the left navigation bar, click *Support™
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Joining a meeting via the WebEx Meeting Center Homepage:
You may join a meeting from the WebEx Meeting Center Homepage.

o For Advanced Net Conference users:
=  Go to your WebEx Meeting Center homepage
=  Click Attend a Meeting
=  Enter the Meeting Number
=  Click Join Now

Meeting Center

Join an Unlisted Meeting

Select Language

Attend a Meeting
To join an unlisted meeting, type the meeting number that your
w Host a Meeting host gave to you, then click Join Now.

Schedule a Meeting
My Meetings Meeting number: |
One-Click Meeting
My Recorded
p SetUp
w Support
User Guides
Downloads
Training

Contact Us

o For Customized Net Conference users:

. Go to your WebEx Meeting Center homepage
. Expand the Attend a Meeting option
. Click Join an Unlisted Meeting, enter the Meeting Number and Click Join Now
OR
. Click Browse Meetings, Select the meeting and Click Join Now
Welcome Event Center Support Center More Services @) My WebEx

Browse Meetings

New User Reference
A Mol Search for meetings by host, topic, or words in the agenda
v end a Meeting
earch

Browse Meetings
Today [ Daily [ Weekly [ Monthly

Unlisted Meeting

Register

12:38 p.m., Wednesday, March 24, 2010
w Host a Meeting

Schedule a Meeting [] Show past meetings ] Show only meetings that require registration
My Meetings Time « Topic Host Duration
One-tlick Meeting + InProgress
e © 1147sm  lspic mesting Linda 1 haur
} SetUp ~ Later Today (Not Started)
w Support 100
Vi Fieincas 1:30 pm AMEX Review Debra 45 mins
User Guides 2:00 prm
Dovnloads 230 pm Weekly Meeting Dana 1 hour
Training 4:00 pm Admin Taol Sean 30 minsg
Contact Us 4:00 pm EOH Super Admin Meeting John 30 mins
5,00 pm Process Review Debra 30 mins
6:00 pm Daily Check in for Team (NO Shaun 1 hour
600 pm Meeting with Sarah Erik 30 mins

7:00 pm

“# Join
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Joining a meeting via One-Click: WebEx
To open the One-Click panel: One-Click

=  Double-click the WebEx One-Click icon on your desktop.
OR
= Go to Start > Programs > WebEx > WebEx One-Click > WebEx One-Click.
= Right-click the WebEx One-Click icon in taskbar, and then click Open One-Click.

Note: If you did not specify the option to remember your user name and password, enter the required WebEx account
information in the Account tab of the WebEx Settings dialog box, and then click OK.

Joining an in-progress meeting from One-Click:
To join a meeting from your WebEx One-Click panel:
= Open your WebEx One-Click panel.

=  Enter either the host's email address or the meeting number in the text box
=  Click Join Meeting.

“® Cisco WebEx One-Click

Meet Now

@ StartMeseting | 8 Join Meeting

Start Scheduled Meeting
Meet Later

Hg Schedule Meeting

# Edit WebEx Settings

=  Depending on the host's settings, either wait for the host's approval or enter the password for joining the meeting.
= Once you join the meeting, the controls on your WebEx One-Click panel become unavailable. You cannot start a meeting or
join another meeting from the panel. The following figure shows an example.

"® WebEx One-Click
Mest Now

M g

Note: If your site administrator turns off the One-Click Meeting function for unlisted meetings for security reasons, you cannot join
an unlisted meeting from the One-Click panel. In this case, join an unlisted meeting by providing the meeting number on your
WebEX service site or at the meeting URL provided by your host.

Joining a meeting from the WebEx One-Click taskbar menu
You can use the WebEx One-Click taskbar menu to join an instant meeting or scheduled meeting.

. . . \ One-Click
To join a meeting from the WebEx One-Click menu: Open One-cle

=  Right-click the One-Click icon in your Windows taskbar. Start MeetingNow
»  The WebEx One-Click taskbar menu appears. gt""t "‘f‘: 3”:”;";6“:9
= Choose Join a Meeting. art & scheduied feeting. .

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

Connect ko My Computers. ..
‘WebEx Settings...

Help F1
About WebEx One-Click...

o
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=  The Join Meeting dialog box opens and shows a list of meetings you are invited to for the current day.

= (Optional) Select a different date to show the meetings for that date, or select Weekly or Monthly to show the meetings for
that week or month.

= (Optional) If you want to view all the meetings you are invited to, click All Meetings to see the complete list of meetings on
your WebEXx service site.

= Inthe box below the list of meetings, enter your email address, mobile phone number, or the meeting number.

=  Click Join.

Daly | ©) oBy28f2008 O ) A Meetings
Topic Date Time Meeting 1D
Frofect planning Thy 8/28/2008 4:00 PM 348 133 288
Release schedule Thu Bf28/2008 5:00 PM 340 644 280

Usasbiity Testing results  Thu Bf28/2008 3:00 PM 346 371 147

Obtaining email addresses or mobile phone numbers when starting or joining a meeting

The WebEx One-Click panel lets you quickly obtain and enter the email addresses or mobile phone numbers (for SMS text
messaging) you need from an address book in your email program or from the meeting history.

=  Click the Address book button or the Meeting History button to search for email addresses or prior meeting information
»=  Click Join Meeting

Address (™ WebEx One-Click E Meeting history
bOO k Meet Now b utton
button \ f El
@ start Meeting ifé Join Meeting |

The WebEx Meeting Center Console

The console is an easy interface that uses the familiar Microsoft Windows® menus to make participating in a meeting very
intuitive. You have tools available to you in the console to allow you to communicate with the leader or other participants.

~ &% Participants

g & Name L 10f 1ready Tod
Presentation \/ @ B (Host) * Eparticipant

verizonbusiness List

(@ Foepresenter | [iate

Cisco WebEx Chat
Enhancements R —

“| Video Panels
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Join Teleconference

Leaders and Participants may join the audio portion of the meeting multiple ways. They may:
e Call into the Instant Meeting audio bridge.
e  Enter their phone number to receive a call back.
e Participate in the audio call via Internet Audio.

= Call into the Instant Meeting audio conference - 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 which merges the user’s audio and net identities within the
participant panel. Please refer to the Dial In User Merge User Guide for more.

Meeting Topic: General

Host: Eva

Teleconference: Call-in toll-free number  1-888-555-1111 us)
Call-in rurmber 1-210-555-1111 us)
¥ lobal

Host access code: 131

Attendee access code: £09

Attendee ID: 3

Meeting number: 340 400 188

Host key: 395389

= 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.)

W Auso Conference X

© Use your phone or computer to jJon ths audo
conference

¥ Use Phone -

k__

¥ Use Computer for Audo @

@ ol Uningg Compuatios

Tast spesker, macrophors

e Internet Audio: Leaders and participants may select Call Using Computer to join the Instant Meeting audio conference call from
their Microsoft® Windows® based device via their headset, speakers, and microphone.

W Auso Conference = e —

OUvinu:Wﬂ!nmmm
conference.

¥ Use Phone -

{,_u.—

¥ Use Computer for Audo B
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Each participant who joins via Internet Audio will see the headphone icon appear next to their name in the participant

panel.
|~ I patiopens 1]
Speaking:
° Rm’r“
@ ) Victor Valenzuela (st o & I

N Coln Ut 2

1
W Audio Conference Ial_m

© You are partidpatng n ths audio conference

uUSNg your computer,
@ » Use Phone|

Audio Conference
(Connected) o ¥ Using Computer for Audio &

E Share I}

If a user is disconnected, try again by selecting “Call Using Computer” or join the audio conference via the “Use
Phone” option

@ Audio Conference @_w
4\ You have been disconnected from this audio
conference.

Use your phone or computer to rejon.

» Use Phone

¥ Use Computer for Audio (Provided by Compunetix) @

60 T—

Test speaker/microphone

Audio control features are available from the Audio Conference panel via the keypad icon. (mute, unmute, etc.)

Internet Audio user can use the keypad for all DTMF functions available with their Instant Meeting with the exception
of DIAL OUT.

*  Click the keypad icon to display the keypad and enter the DTMF command.

& Audio Conference - M

@ You are particpating in this audio conference
using your computer.

» Use Phone

!!' Using Computer for Audio| @

i @\a o) - CEEEEEEE=E= =
8- I+

| et et

Test speaker/microphone

See next section for instructions on how to setup Internet Audio.
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Internet Audio Setup

Audio Conferencing Integration with WebEx will allow PSTN and any VolP audio conference including Internet based audio users to
join the same Instant Meeting Audio Conference call during a WebEx Meeting Center session. Each user will have several audio
options to join the meeting:

Call me back on the telephone number provided by the user.
e Call Using Computer (streams the audio to a desk top.)
e Dial into the call using your device keypad.

System Requirements for Internet Audio

Windows XP, Windows 7

Microsoft Internet Explorer, Mozilla Firefox

Netframework 4.0 for Windows (May be downloaded during the Audio Client Installation below.)
Headset that supports two way audio

Device that has both audio speakers and microphone

Shared Dynamic Audio Conference bride platform required

Hybrid Audio enabled on the WebEx site

Installation of Internet Audio Client

e If you don't have the Internet Audio client installed you will prompted to install the client, just click Install Now.

& Audio Conference i = ——

© Use your phone or computer to jon the audo
conference.

¥ Use Phone -

L_u.—

¥ Use Computer for Audic ©

68  me

e User must read the Terms and Conditions and agree by selecting the checkbox. After acceptance, the Install Now option
will appear,

Audio Client

The Audio Client will integrate with Cisco WebEx in order for participants 1o hear the audio during the Net Conference. When a
user chooses the option to call their computer, the Audio Client will use the local speakers and microphone in the users device

% | have read and agree to the Terms & Conditions

Install Now

e  When Install Now is selected from the Firefox browser, the user will be prompted to save the AudioClientsetup.msi file.
Click Save File.

Opening AudioClientSetup.msi EJ ﬁ

You have chosen to open:

-]% AudioClientSetup.msi

which is a: Windows Installer Package (3.2 MB)
from: http://haas-compunetix.com

Would you like to save this file?

[, Save File Cancel

I _—
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e When Install Now is selected from the Internet Explorer browser, the user will be prompted to run or save the
AudioClientsetup.msi file.

Do you want to run or save AudioClientSetup.msi (3.23 MB) from haas-compunetix.com?

@' This type of file could harm your computer. Run Save | T Cancel

e Go to the saved file, locate the AudioClientSetup.msi file and double click to install.

' T
R
Gt 4 <« vB808.. » Downlo.. » | #¢ || Search Downloads Pl
File Edit View TIools Help
Organize * 1@ Install ~ Sharewith»  Newfolder E ~ [l @
[ Favorites = Name i
Js Downloads 2] apache-jmeter-29 3
<» Recent Places l«_ﬂ apache-tomcat-6.0.33
B Desktop = iz atrecpl
18 AudioClientsetup
. Libraries e m el
%, Documents | B Bcompare-33314128
4. Music % beycomp_081407
L. Pictures &l cre
B videos ) ChromeSetup
&8 CmdHerePowertoySetup X
& Computer il 2 )Y 1 | b
Cd| AudioClientSetup Date modified: 6/19/2013 1:40 PM
| Windows Installer Package Size; 323 MB
~ - -

e  The next step shows the Audio Client being installed.

(% Audio Client =y =

-1

Installing Audio Client

|
‘Audio Clientis being instalied.

Plaase wat

Cancel < Back Newt>

e  When completed, the user will be prompted that the Audio Client has been successfully installed.

2 Audio Client L’g =
Installation Complete

j Audio Cient hos bean successhly insilled
"

Click *Close® 10 exit

Please use Windows Update to check for any critical updeles 1o the NET Framework.
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e  The Audio Conference screen will automatically change the option from Install Now to Call Using Computer.

@ Audio Conference H==3) @_m

@ Use your phone or computer to join this audio
conference.

¥ Use Phone ‘ 1™ --‘

¥ Use Computer for Audio @

ﬂ; ED [ call Using Computer ]

Test speaker/microphone

e  Click Call Using Computer. When running for the first time, the user will have an option to test their speakers and
microphone. Click okay when done.

® speaker/Microphone Audio Test @J M

Speaker =SS
‘ Test your speaker, headphones, or headset m

Microphone
Test your microphone (internal or plug in)

or headset
G

. User will be connected to conference.

@ Audio Conference l% lal;ﬂ

@ starting audio conference...

» Use Phone

¥ Using Computer for Audio @

@ % Connecting..

Cancel

I Test spezaker/microphone

e When the user is connected, the user will have several options:
e  Adjust/test volume
e Adjust/test Microphone
e Leave Audio Conference
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e The user is also seen in the participant section with a corresponding headset to identify they joined via Internet Audio.

@ Record <, >

W) Victor Valenzuela (st e -
. Calkin User_2

@ Audio Conference =i ﬁ
@ You are partipatng n ths audio conference
usng your computer.
[ |
| f » Use Phone,
Audio Conference
(Connected) &/ ¥ Using Computer for Audio &
63 o
@ ‘g s {1+
E ShareJ'

e The Audio Client application will show up in the user’s list of applications installed in their computer.

(ﬂ)AppIe Software Update Apple Inc.
£ Audacity 2.0 Audacity Team
| ®7Audio Client Compunetix Inc. |
bBeyond Compare Version 2.5.3 Scooter Software
& Bonjour Apple Inc.

Press 1to Join Audio:

e 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 joining the audio by having the audio bridge dial out to them. This will prevent
voicemail boxes from being added into the audio conference by mistake.

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

e Please follow the audio instruction to Press *1 and disregard the Press 1 instruction in the pop up window within the

WebEXx console.
e 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.

Site Admin 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.

webex Site Ad

Select Common for settings that apply to more than one senice

Home i i = Common  v|
Site Settings for: Common ] Select a senice for settings that are specific to one senice
Manage Site MO S o
SRS (MC, EC, $C and TC) ) Of
Tracking Codes Telephony entry and exit tone: (& Beep

Company Addrasses
Email Templates
Meetings in Progress

() Announce name

oo
L T z
anage e Join the teleconference without -
Add User wan. C0on
Edit User List pressing "1
Import/Export Users @ Off
Edit Privilea

10
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Press 1 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:

* il
— Teleconference [2[x]
e Ox [P tdeconference__LIH]]

® Press "1 on the phone to join  this . @ You are particpating in this teleconference using
ur phone.,
teleconference. \ bl
Use Phone ‘1—(510) 5551111 v‘ Using Phone /= caled o ar 1-(610) 5551111
| i T eave Teleconference .
{, ”

Once you are connected to the teleconference the Teleconference icon will be updated to reflect Connected.

Cisco WebEx Meeting Center - test

Fle Edt Share View Audio Parficibant Meeting Help
Quick Start | Meeting Info I New Whiteboard

Eva Deneski's meeting @ Record |

Topic: test

\ =

Teleconference Invite & Remind
(Connected) V/

E Share My Desktop ¥

Telephony: Identify Active Speaker

e The active speaker icon reacts to sounds during a live call, informing leaders who are 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.

Parti... .. Chat G3Reco.. B Notes ~

v 3 participants

va Deneski (Host, me) c¢) | = H &

11
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Sharing files

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

e View shared files in their content viewers without the need for the application with which it was created.

e View a media file, such as a video, without the need for special software or hardware.

e 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:
e  Draw on the screen
e Use a pointer to emphasize text or graphics
e Printit
e Display it at various magnifications, in miniature (thumbnails), and in a full-screen view
e  Synchronize all participants' displays with the display in your content viewer
e Saveitto afile

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

Quick { My Desktop »

| File (Inchuding Video). .. Ctrl+-ak+0 |

Apphcation »

Becky ¢ Iv-‘hgtebc.w Chrh+-Alt+N I

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.

WebEx Meeting Center and Training Center support high-definition (HD) video with up to 720p resolution. Other WebEXx services,
such as Event 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.

™ ) il Jay (Host, me) - | To start or stop sending video, select the
4 video icon beside your name. The icon turns
Marlsh - 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.

12
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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

Send = A webcam capable of producing high-quality video. WebEXx 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
= Afast network connection

13

Desktop Video Options

e  Multipoint video is the default setting and up to 6 video windows may be displayed at one time.
e 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.

e 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.

I Particgpard s That & Recorder -

W+ Mot Froserier  Audo E 2
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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.

® Lock Focus on a Participant L] ‘

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.

r

Partiipads Chat & e

v 2% participais

e M Proveries  Audo

Video Full Screen Mode (Active Talker)

e  Click the Full Screen Icon m

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.

14
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Chat

During a meeting, the presenter can specify chat privileges for participants. These privileges determine to whom participants can
send chat messages. If chat has been enabled you will be able to chat with the leader or other participants during the call.

E e

e To send a chat message:
Open the Chat panel.
In the Send to drop-down list, select the recipient of the message. Sendto: | All Participants -]
Enter your message in the chat text box.
Click Send.

O o0oo0oo

Instant Meeting Service Touchtone

In addition to the audio controls available from the WebEx Meeting Center console, you may also use the Verizon Instant Meeting
touchtone commands on your phone to control the audio portion of the call.

*0 Operator Assistance. Leaders or participants can press *0 for operator assistance.
*1 Help Menu. A pre-recorded message is played privately, listing the touchtone features available to the leader or participant.
*6 Self Mute/Unmute. The leader and/or participants may mute/unmute their own line.

Leaving a meeting

You can leave a meeting at any time. Meeting Manager disconnects you from the conference automatically once you leave the
meeting.
e Toleave a meeting:
o Inthe Meeting window, on the File menu, choose Leave Meeting.
o A confirmation message appears, in which you can verify that you want to leave the meeting.
o Click Yes.
o The Meeting window closes.

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.
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