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MAKING THE MOST OF
YOUR WEBEX MEETINGS

Tips and tricks to make your virtual meetings easy and productive

ITEMS WE ARE COVERING TODAY

* Creating your meeting with a calendar invite
* Choosing alternate hosts

* Setting up WebEx meeting options before the meeting
* Changing your background and display photo
* Creating Breakout Rooms

* Screen Sharing and Whiteboard

* Sharing a video, including audio and music

* Using Polls, Q&A, and Chat

* How to use Meetings, Events, and Training

* Layout view options

* Recording your meeting




SCHEDULING THE MEETING

*Two basic options

*WebEx Site at
https://hudsonccc.webex.com

*WebEx Productivity Tools

WEBEX SITE METHOD

Schedule a Meeting Meeting name .

* Login at https://hudsonccc.webexcom with

your HCCC user name and password ) _
* Meeti in:
aaaaaaaaaaaaaaa T&nNmMuvsssv\ z
Trisha C|ay's Personal Room D Date and time Tuesday, Feb 23, 2021 5:00 pm Duration: 1 hour ~ Password
hitps://hudsoncce.webex.com/meet/pelay (UTC-05:00) Easter Time {US & Canada) ~
& © More waystojon ...y Recurene
@ Attendees Separate email addresses with a comma or semicolon
Start a Meeting remen ueiewss |8 x «——— Co-host
Hi tions
ti

Remove all attendees privilege
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WEBEX PRODUCTIVITY TOOLS
METHOD (OUTLOOK)

* All HCCC computers have WebEx Productivity Tools installed
If you have trouble, contact the Help Desk itshelp@hccc.edu

* To install on your home computer, download from https://hudsonccc.webex.com at
Downloads

Cisco Webex Meetings desktop app

The Webex Meetings deskicp app aows you 10 stat and join meetings

e click a button ta schedule a meeting from your calendar appication.
3910,
9

udes inegrat . or cther
appheabions. When you instsl the Stest version of the Webex Meetings
deskiop app, any previous versions of those integrations wil be
uninstalled. To instal those Integrations, downlaad Cisco Webex

Productiity Teols.

4/ Choose your operating system
Windows or Mac for the desktop app

Cisco Webex Productivity Tools
+

meetings directly in Microsoft Gutiook. The Windows version also

This link will walk download a file, open
and install

Download

PRODUCTIVITY TOOLS - SCHEDULE
FROM OUTLOOK

Folder View Add-ins Grammarly Acrobat Search Q Tell me what you want to do...

T [ (Cy ERMeeting M Loan Equipmen.. ¥ Website Redesign Y1 Security ¥

d 3 Y =1 3
&M~ © Purchasing Personnel - pcla... ¥ Done

Dejete  Reply Reply Forward Move Rules OneNc

= &
New  New

Email Items~
New

£ Create New =

Mo % Renly & Delete

5 My Meeting - Meeting

Move

4 Favorites i Insert Format Text Review Q Tell me what you want to do.. illiams @hccc,

o {} [l Appointment @E * E/j E;< EE Z me

{2,9 Scheduling Assistant

Delete = Cancel Webex Change Skype: Teams | Meeting  Cancel e 15 mi
Meeting  Settings Meeting = Meeting Notes  Invitation a-
Actions Webex Show Skype M... ' Teams M... | Meeting... Attendees

@ You haven't sent this meeting invitation yet

To.. ITS Dept Leads;

| subject |MyMeeting

send
Locatjon webex
Starttime | Mon 2/22/2021 FE |5:30PM - All day event
Endtime | Mon 2/22/2021 FE | 6:00 PM -

~
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ALTERNATE HOSTS

VERY IMPORTANT BACKUP

* Creating alternate hosts either in browser or Outlook
* Web site

remenmeensi 0 x «— Co-host
Remave all attendees i
privilege
Audio & Tracking Registration Resaurces
Info tab templates: pefautt information Tab v

; : o semeenon oS
* Outlook —in WebEx Settings from the Resources tab

Automat

Upload.

~ Required fields

~ Don't show me these settings again m

OPTIONS FOR WEBEX IN OUTLOOK

Q ex Sef X
o Meeting Information
Meeting information
Meeting template: | pic: webex Meetings Default o
Meeting template: |pc: webex Meetings Gefauh °
i Meeting type:  webex Meetings Pro Meeting
 Scheduling Assist Meeting pe: webex Meetings Pro Meeting
ar
Meet sword:
Meeting password: | paDTMBSACS . G€tNg Password: | peD77MBSNCS

Show

List on p

ic calendar
< Attendees can join meeting 5 | minutes before starting time

esting ivitation yet. Attendees can join meeting S~ minutes before starting time

8 175 Dent Leads: Dan't include meeting password in email invitation © Don't include meeting password in email invitation O
iy Meeting e
e
ion 22272021 i) )
Audio & Tracking Registration Resources
ion 272272021 m[i| —

Audio & Tracking Registration Resources
udic connection type: Webex Audio

Display global call-in numbers to attendses
ange any of the following text.

Info tab templates:
- Alternate host:
been added. Meeting detals wil

Entry and exit tone: Beep

Upload...

endar - Required felds

s [ ox ] 1

« Required fields

|
~ Don't show me these settings again | o [ Cancel |
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WEBEX OPTIONS BEFORE THE
This view is from MEETING

https://hudsonccc.webex.com

Mesting type Webex Meetings Pro Meeting

* Meeting topic
* Meeting password MWp6AMYES &

Date and time Friday, Feb 26, 2021 8:45 am Duration: 1hour

(UTC-05:00) Eastern Time (US & Canada)

Recurrence
© Atendees Separate email addresses with a comma or semicolon
Hide advanced options
Audio connection options
Audio connection type Webex Audio

Show global call-in numbers to atlendees

Entry and exit tone © No Tone

Mute attendees (0 @ Aliow attendees to unmute themseives in the meeting

PRE-MEETING OPTIONS

Agenda

Meeting agenda

Scheduling options
Cohasts © © Let me choose cohosts for this mesting, (You can make an attendee a cohost in the
Attendoes list)

‘The first person 1o join the meeting who has a host account on this site becomes a

cohost

Al attendees who have host accounts on this site become cehasts when they join

the meeting

Video Systems

Automatic recording Automatically start recording when the meeting starts
Exclude password Exclude password from email invitation

Join before host

Breakout sessions 18 Enabie breakout sessions

Preassign breakout sessians




Unlocked meetings (O

Automatic lock

Registration (O

Email reminder

Meeting options

Attendee privileges

Everyone in your organization can always join unlocked meetings.
When the meeting is unlocked,

Guests can join the meeting
© Guests wait in the lobby until the host admits them

Guests can't join the meeting
Automatically lock my meeting

O None

Require attendee registration
minutes before meeting starts
Edit meeting options

Edit attendee privileges «—— Options on next slide

Cancel Save as template

PRE-MEETING OPTIONS

minutes after the meeting starts.

~N

Meeting options

Select options that you want participants to have when
meeting begins.

Chat

Notes
o Allow all participants to take notes
Single note taker
Enable closed captioning
File transfer

Enable UCF rich media for attendees

DETAILED MEETING AND ATTENDEE
OPTIONS

Attendee privileges
Select privileges that you want attendees to have when
meeting begins.
B Share content
Save
Print
Annotate
@ View participant list

View thumbnails

a

Control application, web browser or desklop remotely
View any document

View any page

Participate in private chat with

B Host
Presenter

& Other participants

coen
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PROFILE PHOTO

Personal Info

* Login to https://hudsonccc.webex.com

My Webex Profile Click here I

Display Name Patricia Clay
This will prompt you to
L pclay@hcee.edu upload a photo
Patricia Clay £ pclay@hcee.edu

Click ;
‘ Edit My Profile

SET A BACKGROUND

* Open the WebEx app on your computer or phone (computer preferred)

Click Start A Meeting (this will be your personal room)

* The second button will be Video (Stop video or Start video) O Camera

Integrated Webcam

Click the down arrow for options

v Microsoft LifeCam Studio

* Choose your background # Change virtual background ~ & Settings...

* Choose one of the built-in
options blong)

* Upload your own photo ij;

7% Change virtual background

te v~ ¥ Stopvideo ¥ (1) Share © Re
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¢ Enable Breakout Sessions

* Choose the number of sessions
* Assign participants

* Assign automatically

* Assign manually

* Let the attendees choose

BREAKOUT ROOMS

Breakout session assignments

Number of breakout sessions: 1

Participants per session: 0

© Assign participants automatically
Assign participants manually

Let participants choose any session

Create Assignments Cancel

Share Content

* Click Share, then choose your options

Optimize for motion and video

* All Sharing options are available from the Share button

Share Content

Optimize for text and images v ©

a1 =18

Screen 1 Screen 2

v © Share your computer audio ®

SCREEN SHARING
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WHITEBOARD

¢ Also available from the Share button

* Scroll ALL the way down in your options
* Choose New Whiteboard

=3

Share File Other Applications New Whiteboard

POLLS

* To create Polls in Advance, start from your Personal Meeting Room by clicking Meet Now

* On the far right of the bottom menu, click the three dots 2 0

* Choose Polling

i @ Notes ‘
!uﬁpwmg i
|

Closed Captions ‘

D & 0
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POLLING

v Polling X
* Choose the type of Question s@ze w. 0
* Multiple Choice — Multiple Answer (checkboxes) poll Questions: '

» Multiple Choice — Single Answer (radio buttons) 11 Whatdo youthink ofthis pol .

* Short Answer — Fill in the blank

2. How is this training?

Check Record individual responses (or not) A Excoliont
Click Add B Good

* Save the Poll if you want to re-use it in the future e
Type:  Multiple choice - Multiple Answer v
New
Answer
Add

Record individual responses

Clear All Options... Open Poll

POLLING

© poling % [ romng .
* To activate the Poll, click Open Poll B olzE v

* Close when you are complete e — g | s | v [B
* Save the responses if desired e

2. How is this training?
2. How s this training?
A. Excellent

A. Excellent 0/0 (0%)
B. Good B. Good 0/0 (0%)
& C. Fair 0/0 (0%)
Question D. Poor 0/0 (0%)
Type:  Short answer > No Answer 0/0 (0%) v
Polling status
New Not started “ o 0/0(0%)
Answer In progress 0/0 (0%)
Finished “t0/0(0%)

Record individual responses Remaining time: 3:46 Time limit: 5:00

Clear All Options... Open Poll Close Poll
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MEETINGS, TRAINING, OR EVENTS

* In theory, Meetings can hold up to 1,000 participants
* Events are for large gatherings where only the people on “Stage” are meant to speak

* Events allow for Q&A to the Panelists, and questions may be answered via Q&A Panel in
writing or verbally

* Events participants may be brought onto audio/video (only from the WebEx app)
* Events require registration by default
* Training is like a huge meeting with different parts, and includes testing by default

* You can access and create Events or Trainings from https://hudsonccc.webex.com

TRAINING AND EVENTS

* Login to https://hudsonccc.webex.com

* On the left panel, you will see links for Training and Events

Webex Training
Webex Events

Webex Support

3/3/2021
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Schedule an Event

Daie & T

nce Setings:

WEBEX EVENTS
SCHEDULING

: [Tost Event Tomplats__ v

* Event type: [Onine Eveni v

Eventname:
Listed on publc calendar @

Registration: B Requred
* Event password: B0
Program: [Select a program ] A & new groarar

- sartdate: [March |2 v[2021%] ]

Starttime: [T v[30v]C'am ®pm  Plan event ime zones
Estimated duration: [T hour |00 | minuies.
* Tine 20nes: [New Vork (Easler Standard Time, GMT-05 00) v
None <]
[Nana v
Hane v ‘
® 0_v) minut me
d 0 -

Select conference type: [Wabax Audio v
Oisplay global callin numbers
Prowige audio to atieadees using Audio Broadcast
iole: 8y defaut [
Erute upon entry for al paricipants

numbers a1 ¥ou do. ot want i

Entry & exi tone: [N Tons -
[Schedule This Event |

WEBEX EVENTS
DESCRIPTION & REGISTRATION

DeSCPOn: 1nis £z » test of how a ebEx Event works =)

jicad 2 picture about the event description

<  picture of yourself of the presenter

atiendees to download before event starts

Other UCF options: B Do not allow attendees to share rich media files in this event
Request attendees to verlfy rich media players

Who can view the attendee list: Al particpants
®Only the host, presenter, and panelists.

Tum on video

Host Imag

reale post-event surve
0o not dispiay survey (o attendees
Dispiay SUVEY in pop-up windaw
Display survey in main browser window (instead of destination URL)

Destination URL after event: hiip /

Invite frienas: B Allow registrants o invite friends to this event

Maximum number of registrants: 10000
Registration form: Click
Destination URL after registration: htp /|

10 customize your regisiration form

Approval required: (Yes ®No Setupa
Registration password: () Yes, specity password. e password mus
®No

Registration ID requirea: ) Yes ® No

3/3/2021
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Attendees to Invite

‘You can select contacts from an existing address bock, import a Comma or Tab Delimited file (file contains non-ASCII characters, use a Unicode
file delimited either by commas or tabs) or add new contacts. Note that the number of invitation emails cannot exceed 10000,

WEBEX EVENTS
INVITATION LIST

OR Import CSV

Create Attendee Invitation List

Select Contacts... | | Import Contacts...

Name Email address Phone number Llnuuau! Time Zone Locale
NoO contacts selected
[oK ][ Cancel
Add attendees New Attendee
manually
Full name & | (required)
Email address: (required)
Phane number. 1 T
Time Zone: | New York (Eastern Standard Time, GMT-05:00) v
Language: [English v The same process
Locale: [U.S. v N
() Add new atencee in my address book is followed for
Presenters and
Panelists

Presenters &

Panelist

Panelists info:

Panelist password:
Confirm password:

Email format: © Plain Text ® HTML

WEBEX EVENTS

PANELISTS - AUTOMATED EMAIL

acters

Include iCalendar Attachments

Invitation emails:
Registration emai
Event updated emails:
Reminder email

Follow-up emails:

| Save as template. . |

U Absentee Follow-Up E

(March  v[2 v|2021 v] e N il
March  w|2 v|2021v] 1 [ v[30v]

March ~[2 ~]2021 ~] Oe ~[30~]

Viarch |2 w2031 v] 2 v[3v)

[Go Back | [ Schedule This Event |

3/3/2021
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Schedule Training Session

Session and Access Information

Set sassion password:

Audio Conference Settings.
Seiect conference type:

Entry ana ext tane
Date and Time
Starting time:

Tine zane

Ocrurrence

Estinated duralion

Registration

' vou can requre aiiendees (o register for a raIN SesSKn DEIOrE tey Can foin & ViMen tneir

W You must enabie registration if you want o charge aftendees.a fee.

& =

% 0
This session will have over 500 attendees.
‘Send a copy of the aftendee Invitation io me

Webax Audio

Display global calin

WEBEX TRAINING

template: [[Wabox

ibers
(Global call-in numbers are aisplayeq at meetng stan )

Wt attendees upon entry

Beep v

March |2 v)[2021%) 5]
1 v][15%] Oam ®@pm
New Yok (Erstom Stoadard Trme, GMT.05 00]

Atencees can jom (5] minutes before the sirt tme

® Singe.session class

Recurring single-session class (attendees register for cne session)

for

Schecule imegutar sessicns (eac session may be edied separately ier)

Thow v ]

o

Rea
‘Automatically approve al registration requests

anencees regssiraen

use s 1D 10 o the session.

{0 you seiect not to automatically appIOVe EQISIFaBon EQUESTs, YO MUSt Manually approve each
atiences's regisuration reques? before Iey can o ine session)

Start Session

Attendees

Presenters

Session Options

Invited attendees:

Security

Invited presenters

Available features

Greeting message:

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

[‘Invite Presenters

Chat,Poll,Video,View video =
thumbnails ,Number of
attendees,Send

video,Attendee List,File
Transfer,Presentation,App £

[Edit Options

Destination address (URL) after session:

Customize greeting message when attendee joins

WEBEX TRAINING - INVITATIONS

3/3/2021
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WEBEX TRAINING
BREAKOUT, COURSE MATERIAL, TESTS

are amvays avaiiabie.

Breakout Session Assignments Settings

in-session ass:
Fartcipants on some mobie devices cannot o breakou! sessions
Options:  (JEnavie (spect the sessien)

Auiomaiicaty assign aflendees uring the session

Email Options
o pes ot g "
£t Emai Optcns

session infarmation
Agenga @ puintest OHTIL

]
Descrption:  ® Piain text. OHTIAL
E]
Grapnics: [ impart Pieture | [ Remeve Pieture
oy T You can efher upload nex s of select ones you have upkaded previously
a tesi to i session for delvery before. during, or afler s session. To a0d a test hat you have aready Created and saved in the Test Library, iick Add Test. or o import iom your schedule
! appears, Select ABd a Test he [ 10,800 o €02  test aer you have Schéduled this séssion.

[AddTest.. |

[ Save As Template | ['Schedule | [ Stant Session | [ Cancel |

LAYOUT VIEW OPTIONS

* You may choose any of these options while in a meeting with video

* Primary choices
BB Layout

* Grid (Hollywood Squares / Brady Bunch)

* Stage (Active speaker with grid below) Hiend v
* Focus (Active Speaker only) O Focus
Fullscreen

* Show/Hide
e Participant names
* Participants not on video

Hide participants with video off
Automatically hide names when not speaking v/
Show all names

Hide all names

3/3/2021
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TURN OFF SELF-VIEW
CONSIDER THIS SELF-CARE

* Click your square
* Pop-out the video (out of the grid)

¢ Click minimize video

Minimize my self-view video. Others will continue
to see my video.

RECORDING YOUR MEETING

* You may choose to record ahead of time (automatically record above)

* Click Record whenever you want .
* Record in Cloud Recorder X
* Record on your computer (not recommended)
i X i X Record in cloud v
* Cloud recordings will automatically have a transcript
* When the recording is available, you will receive an email 00:00:00

* When you replay from the cloud link, you will see the transcript
ecorn

* You can edit the transcript, and save the changes

™ Share (® Record 85 Breakc

16
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RECORDING SETUP

@ Recordogs Preferences

* Login to your WebEx account at p— N ———
https://hudsonccc.webex.com O sows -

* Click Preferences o T R T

* Click the Recording tab T T i

ol ) =20 0 e )

* Then you choose from two options, view & N A
recorded when sharing content, and when
not sharing content —— .

<

RECORDING PLAYBACK

WebEx Video Gonference Security-20210128 1904—1

WebEx Video Conference Security

3/3/2021
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¢ |nformation Technology Services WebEx Resources (hccc.edu)

¢ |nformation Technology Services Home (hccc.edu)

* Help Desk: (201) 360-4310

RESOURCES

3/3/2021
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