Video
Conferencing

How to start your conference and
join using a video unit




Creating a new Meeting in Outlook
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Who’s Attending / Subject / Location Info

@( E E!' @ v ﬁ i E Show As: Busy z ,{:}, GQ @ E E—} i_\‘l Check Names DE 5 l.E.I J

Cancel Appeintment Scheduling Skype Teams Q Reminder: 15 Minutes g Recurrence  Request Allow Allow Roon: Time Zones Categorize Private Add Webex
Meeting Mesating Responses Proposal Forwarding Finder Meeting
From: | Calendar - klomax@prec.edu <
To:
Subject:
Location:
Duration: 30 Minutes g All day event
Starts: | 9/17/2019|[5]| | 3:30 PM |
Ends: | 9/17/2019|[T]| | 4:00 PM :
Add Zo

(&) This invitation has not been sent.

4

Join meeting in my Webex Personal Room

Meeting number (access code): 961 643 270

Join by phone

Tap to call in from a mobile device {

Join from a video conferencing system or application

Dial

‘You can also dial 173.243.2.68 and enter your meeting number.

If you are the host, you can also enter your host PIN in your video conferencing system or application to start the meeting.



When are we meeting? Ready to Invite?

To: | |O Matt Logan O Kevin Lomax
Subject: Webex and Video Conference Meeting

Location: Webex (See Motes)

Duration: | 30 Minutes g All day event
Starts: | 9/17/2019 = 3:30 PM
Ends: | 9/17/2019 ] 4.00 PM

(D) This invitation has not been sent.

<+

Join meeting in my Webex Personal Room

Meeting number (access code): 961 643 270

Join by phone

Tap to call in from a mobile device (attendees only)

Join from a video conferencing system or application

Dial

You can also dial 173.243.2.68 and enter your meeting number.

If you are the host, you can also enter your host PIN in your video conferencing system or application to start the meeting.



How to Join a Video Conference

You have 3 Options for joining 3 From your computer / Tablet / Android or Apple device

Video conference room

Video Conference- Phone call Only (No video)

Its important to use the right option for your situation

Next Slide shows what option to use for each situation




Choosing How to Join

To: | O Matt Logan | © Kevin Lomax
Subject: Webex and Video Conference Meeting

Location: | Webex (See Motes)

Duration: | 30 Minutes B 1 Al day event

Starts: | 9/17/2019|[=1| | 3:30 PM|
Ends: | 8/17/2018|[T]| | 4:00 PM|

(I This invitation has not been sent.
&

-- Do not delete or change any of the following text. -- Join Personal

Room

Join meeting in my Webex Personal Room

Meeting number (access code): 961 643 270

Join by phone Join By Phone

Tap to call in from a mobile device (attendees only)
+1-415-655-0002 United States Toll
Access code: 961 643 270

Global call-in numbers Call in or use video

Join from a video conferencing system or application (6{0) nfe renCi ng System
Dial kKlomax@prcc.webex.com

You can also dial 173.243.2.68 and enter your meeting number.
If you are the host, you can also enter your host PIM in your video conferencing system or application to start the meeting.




Joining via the Web

https:/fcisco.webex.com/webappng/sites/cisco/dashboard?siteurl=cisco El e T:? Search

D Employee Selt Servi Cisco Cloud Email ... @ Identity Services En.. () New EIS (<) Welcome to Your Pr.. &5 Welcome to CDW 44 Cisco Content Secu.. d; CiscoWebex Contr.. () Cisco Webex Meeti.. . Umbrella > Login [[[] Meraki Dashboard L. &

English  Cla:

Join a Meeting o

klomax@prcc.edy| (]

Cisco Webex Meetings Desktop App

The Webex Meetings desktop app allows you to start and join
meetings quickly and easily. You can schedule, start, and join
meetings from your desktop or directly from Microsoft Outlook.

nload




Enter Your Information and Join

Matt Logan's Personal Room ©

M L https://prcc.webex.com/meet/mlogan | 960 478 375

Kevin Lomax

klomax@prcc.edu

Join Meeting v

3 More ways to join




Hosting — Starting your WebEx

=0 B B 0y @@ S8eeenw o O B OB e BB S Q

Send Cancel Appointment Scheduling MNew Reply Skype Teams Q Reminder: 15 Minutes ~ Recurrence Request Allowe Allow Room @ Time Zones Categorize Private Add Webex
Email aAll Meeting Meeting - ~ Responses Proposal Foerwarding Finder Meeting

From: | Calendar - klomax@prcc.edu vl

To:
Subject:

Location:

Duration: 30 Minutes n 1 AN day event

Starts: | 9/17/2019|[F1| | 3:30 PM|

Ends: | 9/17/2019[[F]| | 4:00 PM| i E
Add o

(1) This invitation has not been sent.

&l

-- Do not delete or change any of the following text. --

Join a personal

Join meeting in my Webex Personal Room

Room

Meeting number (access code): 961 643 270

Join by phone JOin by phone

Tap to call in from a mobile device (attendees only)
+1-415-655-0002 United States Toll
Access code: 961 643 270

Global call-in numbers

Join by Video

Join from a video conferencing system or application

Dial kKlomax@prcec.webex.com

You can also dial 173.243.2.68 and enter your meeting number.

If you are the host, you can also enter your host PIMN in your video conferencing system or application to start the meeting.

conferencing unit




Where to Log In to Start your Meeting

< C@ Of https://prec.webex.com/webappng/sites/prec/dashboard?siteurl=pree
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Go to this web address

Join a Meeting o
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Sign in using

your PRCC email
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»
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When Hosting a Meeting

* Enter your complete BE Microsoft
PRCC email address

* Enter the password you

use to log into your Enter password
computer.

«— klomax@prcc.edu

Password

* Click on the Sign In

Button

Forgot my password




Webex Single Sign On

Username

Klomax

» After entering email, you
will be redirected to put in
your RiverGuide password.

Password

Remember me on this computer

Forgot Password?




Start Your Meeting

Kevin Lomax's Personal Room ©
K L https://prcc.webex.com/meet/klomax

) More ways to join

Start a Meeting v Schedule

\




Wait While it Starts Up

Starting Webex...




Choose your Audio

* You can select from:

Call Me — Put in phone
number and it calls you.

I’ll Call — Gives you the
information to call into the
meeting.

Use Computer — Uses the
default audio microphone
from your computer

Note this is likely the
microphone from your web
camera

Audio and Video Connection

Y, Select Audio Connection

|I Call Using Computer v

]y Use System Setting (Interna....s

0 = Use System Setting (Interna...~

M Select Wideo Connection

Mo Video




Meeting
started —

Waiting for others to join

Waiting for
Attendees




Conference Finished?

When you are ready to end
the call in the Upper Left, click
on the File icon

In the dropdown menu shown
here, click on End Meeting

It may ask if you are sure and
once you confirm it will end
the conference call.

Share View Audio Participant Meeting Help

Ctri+0
Open Poll Questi

Open Chat...

Close Ctri+W
Save b
Save As b
Save All.

Transfer... Ctrl+Shift+T
Print b

-
1
|

End Meeting




* |f you are using a video conference unit, you
must use the option listed in the Red Box

* Join from a Video Conferencing System or
Unit
* On the unit, Dial: klomax@prcc.webex.com



mailto:john.hallis@mgccc.webex.com

Initiating a Call




Join Webex with Meeting Number

OIT Training Room =k 08:16
Join Webex Meeting >4
1 2 3 &
DE
4 5 6
7 8
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ABC i 0 #




Initiating Call Using Directory

OIT Training Room > (= | R08Hl6

Directory

Last week
Matt Logan
Placed 26.09.2019
Kevin Lomax (2)
No answer 26.09.2019
2 weeks ago

FCC Conference Room
Placed 18.09.2019

FCC Conference Room
Received 18.09.2019




How to Add Meetings Scheduler to Outlook 2019

In Outlook, click the Get Add-ins tab in the toolbar

= > Unread/ Read  “2* New Group Search People A)) 1 . 1

A[—s%]g;n iix Categorize ~ £ Browse Groups |-} Address Book o GetJ I
Policy ~ > Follow Up ~ 'Y Filter Email - Aloud Add-ins

Tags Groups Find Speech Add-ins



In Add-Ins, type Webex in the search field

ADD-INS CONNECTORS
Add-ins may access personal information. By turning an add-in on, you agree to its License Terms and Privacy Policy, webex

- @ Editor's Choice

My add-ins M We recommend this great collection of add-ins for you to get started.

4
7

Admin-managed



Once you see Cisco Webex, click Add

Cisco Webex Meetings Scheduler

Cisco WebEx | k%% (23) | May require additional purchase

By clicking on add, you agree to the add-in’s License terms and Privacy policy

N <—



To add meeting to Calendar, Click on Add

Webex Meeting Icon

\ppointment Format Text

> F s
Eﬂ'j pi g show As: [ Busy

o e B Q& @ 3 O

<>

ave & Delete Invite .J_:_L Reminder: 15 Minutes : Racurrence  Time Categorize Private Add w_uhe: Webax Meeting Insights View Add Webex
Zlose Zanes Meeting Preferences Motes Templates Meeting
Subject: ||
Location:

Duration: 30 Minutes | All day event
Starts: | 3/13/2020|[T]| [11:00 AM
Ends: | 3/13/2020|[T]| [11:30 AM

J Sign in to Cisco Webex Meetings to schedule a Webex meeting.



Click the Get started tab, then sign in with

email and password

[ ] [ ] Office Add-ins - meetings-apiwebex.com

Welcome

The Cisco Webex Meetings Scheduler helps you schedule and update
Webex meetings easily in Microsoft Office 365.

® Schedule Webex meetings easily.
® See your upcoming meetings updated in your calendar.

* Work in any Microsoft Outlook app.

Sign up

® - foic; Aa-::l—ins —.Inéin.micmsnﬂnnline.cnm

2% Microsoft
Signin

Email, phone, or Skype

Mo account? Create one!
Can't access your account?

Sign-in options

¢ Office Add-ins - login.microsoftonline.com

3% Microsoft
¢ klomax@prec.edu

Enter password

Password

Forgot my password




You will now see your name and Add Webex

Meeting tab

K

Kevin Lomax
FIFIZC. EEEEEEE JCOMmM

Add Webex Meeting



Your meeting info
will be in body of

email. You can add
subject and invite
participants

Appointment Format Text

Elj_l /C)i E Show As: || Busy o G @

oE O

Save & Delete Invite -L:I—- Reminder: 15 Minutes n Recurrence  Time Categorize Prive
Close Zones

Subject: |

Location:

Duration: | 30 Minutes _| All day event
Starts: | 3/13/2020|[T]| [11:00 AM
Ends: | 3/13/2020|T| [11:30 AM

@ You've added a Webex meeting.

Do not delete or change any of the following text.
When it's time, join your Webex meeting here.

Meeting number (access code): 965 265 884
Meeting password: Szk86ypm

Jein by phone
+1-415-655-0002 United States Toll
Global call-in numbers

Join from a video system or application
Dial 965265884@prec.webex.com
You can also dial 173.243.2.68 and enter your meeting number.

Jein using Microsoft Lync or Microsoft Skype for Business

Dial 965265884. precc@lync.webex.com



