


Overview

* This presentation describes four activities
related to using WebEx for meetings:
— A one-time setup of the WebEx Productivity Tools
— How to schedule a WebEx meeting inside Outlook

— How to start a WebEx meeting from Windows Live
Messenger

— How to use a web cam in a WebEx meeting



Product|V|ty Tools Setup
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Note: Configuring the Productivity “
Tools is a one-time activity that
only needs to be done when first

installing the software.
JU

Slide ~ %
Clipboard ™
slides {_Qutline

Jason Barshay

3 Internet
Internet Explorer

E-mail
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Productivity Tools Setup (cont’d)

% WebEx Settings @

Account |Ir|::tar|t Meetings | Scheduled Mestings | Cne-Click | Toals |

Login Information ————
Please enter your WebEx account information S et ”Sit e U R Ln to
ite URL: | https://nova.webex. com/nova htt ps: / / nova.webex.com / nova

Example: meetingcenter ., webex, com

———

"Set “User name” to i
either “graduate” or = _Ji—-—
“undergraduate”
and enter
corresponding
password. Check
box next to
“Remember my
password”.

v Remember iy password,

d Location
anguage: EMGLISH

Locale: 1.5,

To see the most recent changes on the We site, click Refresh Refresh

# Fequired fislds ik apply Cancel |



Productivity Tools Setup (cont’d)

% WebEx Settings @
GO to the Instant Meetings | scheduled Meetings | one-Click | Tools |
“Instant
2 ” \ g Inforrmation H 1
Meetings” tab. R — B Enter a “Meeting Topic” and a
Meeting Topic: | -9=0N= Mesting .
p— " “Meeting password” to be
| msukampa . ..

I List this mesting on the WebEx site used for all meeting initiated

[ Ask for my approval when someone joins Vi a IM Uncheck w Llst th|$

meeting on the WebEx site”.

Audio Conference

B '4"' Conference tvpe: |Mone -
| y-l on )
=

Set Audio Conference
type to “None”.

# Required fieglds



Productivity Tools Setup (cont’d)

‘" WebEx Settings @

G o to the ' semre— acheduled Meetings | one-Click | Tools |
u S Ch e d u Ie d ese setkings affect meetings vou schedule with Microsoft Outlook or IBM Lokus Mokes,

Meeting Infarmation

Meetings” tab.

ﬁ)l Service bype: |Mesting Center Prao Mesting

Meeting password:

— Enter a dsfault Mee:cllr?g
[ Exclude password From email inyitabiomn password 0 UnChECk LISt

g on the WebEx site th |S meetl ng on the
an join meeking |15 -« | min .
WebEx site”.

Audio & Tracking | Reqistration | Resources |

#udio Conference

_ﬁ_-}'l Canference bype: |Mone hd

(=

Set Audio Conference type
to “None”. Click “OK”.

# Fequired fislds K Apply Cancel |



Schedulmg a WebEx Meeting in Outlook

( E' = s 3 Go over HS Portal with John Doe - Meeting

Meeting Insert Farmat Te

j a 0 Create a “New Appointment” in ¥ )
Cancel *. | adawebex | Outlook as usual and add the (i

Invitation B ™ Meeting . Mates
Actions WebEx sh meetlng attendees to the bfing || OneNote
| Invitations have not been sent for this mg appOintment. C“Ck on ”Add

(7o ) |oegnovecay WebEx Meeting”.

Subject: Go over HS Partal v

Location: |"-."-"E bEx

Start time: | Thu 10/23/2008 w| [3:00 PM v | O] AN day eyent

End time: | Thu 10/23/2008 v| |330 PM v

This meeting’s purpose is to go over HS Portal.

w

In Shared Folder: i@ Calendar Last modified by Barshay, Jason at 3:25 PM




Scheduling a WebEx Meeting in Outlook (cont’d)

‘") WebEx Settings @

Meeting Information

‘;Ei]l. Sarvice bvpe: |Meeting Center Pro Meeting e —
Meeting password: | john1234| Enter a meet'”g

— Exclude password from smail vl password (choose

[ List this meeting on the WebE:x site Something unique for

v Attendees can join meeting |15~ | minutes Y SNT S ARSIV olo =) I a6
uncheck “List this

meeting on the WebEx

site.”

Audio & Tracking |F!_.3gi~_:tr.3ti|:|r| | Resources |
Audio Conference

j-:"l Conference bype: |Mone ]

(=

Change Audio Conference type
to “None”. Click on “OK”.

# Required fields _
| Save as default Cancel



Scheduling a WebEx Meeting in Outlook (cont’d

‘\ i Bl |—| n |—~| s Go over HS Portal with John Doe - Meeting

- M Irit Forrr\La_ét’Text Deve Lper (7]
ﬁ 1 :ﬁﬁppalntn1ent [ B3 W Busy _ A ¥Rerurrence (5 v |E_’?|h
]
¥ s

— EScheduling Q Time Zones ¥
Cancel CancelWebEx Change Attendees|| & 15 minutes ~|m . Spelling || Meeting
Invitation Eg ™ Meeting Settings - om Categorize = ) - Mates

Actions WebEx Show Options fa || Proofing || OneMote

Invitations have not been sent for this meeting.
This appointment occurs in the past,

|:| All day event

End time: | Thu 10/23/2005 w| |330 PM v |

This meeting’s purpose is to go over HS Portal.

w

In Shared Folder: ;‘@ Calendar Last modified by Barshay, Jason at 3:25 PM




Starting a WebEx Meeting via

B E0TW  Start Meeting
5 Jennifer

 407-264-5615 <jennguer@nova, ® Cllck on ”Sta rt
& @ m N Hy Meeting”. WebEx
will automatically

Jennifer says (3:59 PM):

ok start, and you will be
logged in as the
meeting host.

Get accessones

Last message received at 3:59 PM on 10/23/2008.

You could SAYE over $500 a year on your auto insurance!




Starting a WebEx Meeting via IM (cont’d)

"® WebEx Productivity Tools @

iJ) The meeting invitation will be sent to this person,
-y

do you want to continue?

In your IM window, the follow
dialog will appear. Click “Yes” to
send the meeting link to the
attendee as an IM message.



Starting a WebEx Meeting via IM (cont’d)

R W Send Invite Again

5 Jennifer
407-264-5615 <jennguer@nova.edu=

& L& '_36 e H] 1 <o

Jennifer says (3:59 PM):
ok
Jason says (4:01 Ph):
Jom my WebEx meeting by cllckmg thls link:
; bex. ph

The meeting link is
automatically sent to the
attendee. He/she just has to
click on it to join your meeting.

Get accessones

Last message received at 3:59 PM on 10/23/2008.

You could SAYE over $500 a year on your auto insurance!



Using a Web Cam in WebEx

P Cisco WebEx Meeting Center - Test

Eile Edit Share Miew Audio  Participant  Meeting  Help

| IEH [‘Guick Start {_ Info

Quick Start =

1 of 1 ready Tools

Topic: Test
P @ Office of Academic Advising - G...®

=" a

Present a Document Share an Application Share Your Desktop

@ Record this Meeting

M -mpn--
R Bk Click on the wrench icon Y ,
NO T SENDING

to set your video options.

Invite by email
W Using your local email program e Ll G
' S bl Office of Academic Adwy. .

Invite by phone

call participants and ask tham to
L GO ot kttps @ ffnowa swebex oo rioa
2. Enterthe 1 ng numbor:Ey9 ERl 254

| Shaw QuickStart to Attandaas

i o]
CISCO

WE‘;beX Meeting number: 57




Using a Web Cam in WebEx (cont’d)

‘™ video Options [%]

Seszion Options  Personal Options |

Yideao Frame Rate

Low  Frames per second:

. L
[ncreazing the frame rate may degrade performance. Click on the “Personal
Options” tab and set
the “Video Frame
Rate” to “High” and
) “Video Resolution” to
[ High [352 » 288 pixels] “Medium”. Click on
Capture Device “OK”.

Video Resalution
7 Low [128 # 95 pixels)

(¢ Medium [176 = 144 pixels)

Microsoft LifeCam W



Using a Web Cam in WebEx (cont’d)

P Cisco WebEx Meeting Center - Test

Bile Edit 3Share iew Audio  Participant  Meeting  Help

Quic
2% Participants
Topic: Test Mame £ 1 of 1 ready Tools
@ Office of Academic Advising - G...®

=

.II F; I_," (— | |
Present a Document Share an Application Share Your Desktop

> ¥ Chat

Choose the appropriate “

grid display for the
number of webcam
feeds you will be using in
the meeting.

- Invite Participants Remind Particip.

Invite by email
W U our local email program

Invite by phone

| Shaw QuickStart to Attandaas

Wébex Meeting number: 579 561 354 Connected ® & feco



Using a Web Cam in WebEx (cont’d)

P Cisco WebEx Meeting Center - Test
Bile Edit 3Share iew Audio  Participant  Meeting  Help

I Guick Start J Info

< | E3 [=31(=)
3. Participants

Topic: Test me & 1 of 1 ready Tools

@ Office of Academic Advising - G...®

=

— LA
\ | e |
Present a Document Share an Application Share Your Desktop o er—

Click on “Send Video” to start
sending video feed. You can

+) Send Video | _l ;‘_'5|

Trwie Partctpants | begin the video feed before
your participants join, or you ! m@

sl can choose to wait until after

W Using vou

they join.

Invite by phone

| Shaw QuickStart to Attandaas

Cisco Jva]

webex Mesting number: 579 561 354 Connected ® & Geco




