WebEx at Wake Forest University
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Login to WebEx

To go to WebEx, using Firefox or Internet Explorer, browse to
http://wfu.webex.com.

To log in, click the My WebEx tab or the Host Log In button.
When prompted, enter your current WFU username and
password.

Click Login.

WebEx contains four centers, including Meeting Center,
Event Center, Support Center and Training Center. To go to
any of the centers, simply click the corresponding tab at the
top of the WebEx page.

Welcome Meeting Center Event Center Support Center

JOIN A MEETING
» If you know the meeti

number, join here

WebEx Meeting Center

Using WebEx Meeting Center, users can schedule, host, and attend meetings with ease and efficiency. Meeting Center
also allows users to share desktops and applications, collaborate on files, write on a common whiteboard, and more.

To set up a meeting, click the Meeting Center tab.
Click the Schedule a Meeting link, located under the Host a New User Reference &
Meeting link. Attend a Meeting Sche

w Host a Meeting

Toseta
Enter a topic or title for the meeting in the Meeting Topic

My Meetings

field.
One-Click Meating
My Recorded
. Maetings
Enter a password for the meeting.
p SetUp
w Support
Enter the meeting Date, Time, and Duration. MyResources

Guide created by Wake Forest University Information Systems Learning Team 1


http://wfu.webex.com/

Enter email addresses of all attendees to be invited in the
Attendees field.

When finished, click Schedule Meeting. (If you have
scheduled the meeting for a time within the next several
minutes, this button will read Start Now.)

2. Did you know you can schedule a WebEx Personal Confurence meeting If you select Personal
S2g.> Conference as the meeting type in the Advanced Scheduler?
How User Rafarence

Attond o Mooting

Schedule a Meeting Set options using template:  [Me or Detault] [+ ]

2

To sel advanced mesting options of 1o schedule a Personal Cenference mesting, go to Advanced

* Mooting topic: | Facully Mesting

. + Password: Confirm password.
Hastings

B SetUp Doto: | Septamber [=] | 26[=] 2011 [=] =]

w Support Time: |3 am ®pm  How York Time
Hylesourcas Duration: [ 1h [v
User Guides

Attondoos

Send a copy of th

Audio conference:  WaebEx Audia  Char

Meeting Scheduled

A summary of the scheduled meeting is then provided. Bk . i i ke
Click Add to My Calendar to add this meeting to your T —
calendar, click Edit to modify the scheduled meeting, or click o
OK to continue. ) R

) . . . My WebEx Meetings P, Sl ‘g:::::"
A message rega rdlng the SChedU|Ed meetlng WI” appear n o Go to My Personal Meeting Room i Start a One Click Meeting @ @
your e-mail inbox. The meeting may be started by clicking

Daily Weekly Monthly All Meetings English : New York Time

the link in the email or from WebEx.

To begin the scheduled meeting from WebEXx, click the My
WebEx tab.

AMay 16,2011» 7|

The meetings you host [+] [T Show past meetings

9 ¢ @

Meeting NiA N/A NﬂA

[] Time~ Topic Type
4:00 pm

[C1 4:30 pm Faculty Meeting

Click the Start link next to your scheduled meeting. m
@ Requests Pending % Requests Approved ¥ Requests Rejected

—— _—
The WebEx meeting window now appears. To host the — e ——
meeting by phone, click Use Phone. To host the meeting B
using your computer’s microphone, click Call Using -
Computer. {“ -
You are now ready to hold your meeting. B ey o] » tmrrene
At the end of your meeting, click the End Meeting button in 6 cmm— .
the lower right corner of the meeting screen, or click File,
then click End Meeting. g o == =

To learn more about using WebEx Meeting Center and its features, visit:
http://support.webex.com/SelfServiceWeb/Howdoi.jsp?root=support&parent=helpSupport&child=hwDol&hdiLang=en.
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WebEx Training Center

Using WebEx Training Center, users can schedule, host, and attend interactive and highly efficient training sessions
regardless of the actual distance between host and attendees. Training Center allows the trainer to share the desktop,
files, have attendees write on a common whiteboard, poll and quiz attendees, and more.

To set up a training session, click the Training Center tab.

Click the Schedule Training link, located under the Host a
Session link.

Schedul

Session an

New User Reference

Attend a Session

Enter a topic or title for the training in the Topic field.

Enter a password for the meeting. At this point, you may
choose to begin the session immediately, or continue
entering additional setting information.

Select your preferred audio conference type. Selecting
WebEx Audio allows the trainer and the attendees to choose
to use a telephone call-in method or their computer’s
microphone and speakers to connect at the beginning of the
session. If selecting WebEx Audio, check the box next to
Display toll-free number and Display global call-in numbers.
Selecting Use VolP only allows attendees to connect using
their computers only. Select this option only if you know that
all invited attendees have computers with microphones and
speakers.

Enter the meeting Date, Time, and Time Zone of the training
session. Select the Occurrence accordingly. Set the
estimated duration.

If you wish to require attendees to register for this session,
set the Registration accordingly.

To invite attendees, click the Invite Attendees... box. Enter
the attendee’s name and email address accordingly. Then
click Add Attendee. To invite additional Presenters, repeat
these steps for any presenters you wish to invite by clicking
the Invite Presenters... box.

Select and enter any additional session settings as you wish,
including breakout Session settings, email options, course
materials, etc.

When finished, click Schedule. Click Start Session if you wish
to begin immediately.

thedule Training Session
sssion and Access Information

Set options using template: [Tranng Center Detaut] [+

Topic:  WebEx Traming Class
Set session password:  +eee

Confirm password:  +wee

Stan Session

sdio Conference Settings

ste and Time
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A summary of the scheduled session is then displayed.

Click Add to My Calendar to add this session to your
calendar, click Edit to modify the scheduled session, or click
OK to continue.

A message regarding the scheduled meeting will appear in
your e-mail inbox. The meeting may be started by clicking
the link in the email or from WebEx.

Session Scheduled

New User
Reference
Thank you. You have successtully scheduled your session
Attend a Session
To start your session

Host a Session Shortly before your session's starting time, click the Start fink for your session on the My WebEx page

4

Schedule Traiming
1 Goto My

£
2 Click the Start link next to your session
To add a test

Instant Session
Hands-On Lab

Test Ubrary

40y Training Add a test to this training session now. You can also go to the nformation page to add a test later on
Recordings
w SetUp Session Information
Training Manager Topic WebEx Training Class
Host Sarah Wojcik-Gross

Preferances
Date Wednes

To begin the scheduled training session from WebEx, click
the My WebEx tab.

Click the Start link next to your scheduled meeting.

Welcome Meting Center | Event Center

Support Canter | Training Center | D My WebEx

- ) &% an. Doyou know you can start, schedule o join WebEx meeting directly from
() My bestings &h‘j‘& iGoogle? Click here to add to iGoogle.

3 Productivty Tools

Welcome, Sarah

&My Files ByWehExqieetings Wojcik-Gross
@y Contacts o) 60 to My Personal Heeting Room - Starca One.Click Metin =3
B my Proite

Daily Weekly Monthly | Al Mestings Enalish : New York Time
2 Personal

Conferencing

) My Reports 4May 19, 2011 ) :l

“}Tm"‘mg The meetings you host [=] [ Show past meetings
B suppon £ e~ Topic e 00 g
[10:00am  WebEx Test Training Training  NIA WA N

@ Requests Pending @ Requasts Approved @ Requasts Rejactad

y. May 18, 2011
Wy Profile Time 10.00 am, Eastern Daybight Time (New York. GMT-04.00)

w Support Location:  https://wlu webex com/wlu
MyResources [LOK | [AddtoMy Calendar| [ Edt

When entering the training session, you will be presented
with an Audio Conference option box. Choose Call Me if
you’d like to teleconference in to the session, or choose Call
Using Computer if you wish to use your computer’s
microphone and speakers.

Select an option to join this audio conference.
e prane
L Country/Region
A 1
Call Me

¥ Use Computer Headset

ﬂ Call Using Computer

You are now ready to hold your training session. Note that
attendee names will appear on the right panel.

From the menus across the top of the screen, notice that you
can record the session, share a presentation, share files,
share your desktop, share applications, use a common
whiteboard, chat with and poll your attendees, and much
more.

At the end of the session, click File, then click End Training
Session.

¥ sco Webtx Tramng Center - Webtx Test Traming
Ele E6t Shae View Sudo Pacpart Sesen feeskost Hep
=1

Topic: WebEx Test Training

Prosent a Document Share an Application Share Your Desktop

Invite Participants

Invite by email Invite by text messaging (SMS)

Invite by phone

st [ aaparncpens

To learn more about using WebEx Training Center, visit:
http://support.webex.com/SelfServiceWeb/Howdoi.jsp?root=support&parent=helpSupport&child=hwDol&hdiLang=en.
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WebEx Event Center

Using WebEx Event Center, users can schedule, host, and attend events regardless of the actual distance between host
and attendees. Event Center offers a perfect platform for talking to a large audience with little to no interaction. If
you’re marketing or pitching something to a large group, Event Center is for you.

To set up an event, click the Event Center tab.

Click the Schedule Event link, located under the Host an
Event link.

Search

Unlisted Event

Meeting Center = Event Center

Join an Unlist

w Attend an Event

Ta join an unlisted &

List of Events

Event Number:

Event Recordings

Survey Questions

Complete all fields with an asterisk. All additional fields are
optional. You may choose to accept all default settings, or
you may customize the event settings.

Leave Event type at Event 1000. Enter an Event name.

Choose Listed or Unlisted. (Listed means this event will be
open to anyone who has access to wfu.webex.com.
Unlisted means this event will not be listed on
wfu.webex.com.)

Create and enter an Event password, at least 4 characters
long.

Enter a Start date and Start time, as well as the Estimated
duration of the event. Enter as many Time zones as you’d
like. These will be displayed for those attending events in
other time zones.

Check the box next to Attendees can join... if you'd like
your attendees to be able to join the event before the
scheduled start time. Enter a time.

Select a Teleconference option. Choose WebEx
Teleconference Service if you’d like your attendees to call
in or receive a call back. Choose Integrated VolP if you'd
like your attendees to use their computers’ microphone
and speakers for teleconferencing during the event. At this
point, you may schedule your event by clicking the
Schedule This Event button. If you prefer to customize the
event further, you may do so.

Enter and select Event Description and Options as you
wish.

New User Schedule an Event
Referance

Basic Information:

4

Attend an Event
Uist of Events Event type:
Unlisted Event Event name
Event Recordings

Search
Registration:

w Host an Event
Event password:
Confirm password:

Program

Date & Time:
Start date:
Start time:

Estimated duration:

v Support

MyResources

Time zones:

2]

stod
Meetings when completed

Select a program [+ Add 3 ne

= R

ime. GMT-04:00)

Email reminder: Send me

Event Template: [Event Center Default] [+
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Create an Attendee invitation list and set up Registration
as you’'d like.

Presenters and Panelists can be entered and invited for
your event.

Email Messages, including invitations, reminders and
follow-ups can be created and set up as well.

When finished, click the Schedule This Event button. An
Event confirmation is then displayed and you may be
prompted to send event emails to the host, panelist,
attendees and vendors.

When ready to begin the event, either return to Event
Center, then click Site Events to locate your Event, then
click Start, or click the My WebEx link to locate the event.
Click the Start link to the right of the listed event, or from
your event confirmation that will arrive via email, click the
provided link to begin the event.

o Usar
aterance

w Attond an Event

w Host an Event

Event Information

Event
Type
Evont addross for atiendoos

Evont address for panelist:

Date and time:

Start Event Now
You can start the event by
{ cheking Start Now

Start Now

ork. GMT-04 00)

640 156 664
1234

Sond Evant Emalls

Pande Apgroved. Rejected

- Pamwoud,

tion Information
0 required: o
Pawsword roquired: o

[r—

&) My Meetings

Meeting Center

a——

FraimngCantar) @ My WebEx

ER—s—

3 Productivity Tools

Setup My WebEx M ti
Souy Fites y WebEx Meetings
&My Contacts ¢ Go to ly Personal Mecting Room - Start a One-Click Meeting
B My Profile
Daily Weekly Monthly | All Meetings
2 Personal
Conferencing
) My Reports 4May 26, 2011 ) H
R Training
The mestings you host [=] [ Show past meetings
B suppor [] Time~ Topic Type
[] 9:00pm  Test event Event

Welcome, Sarah Wi
Gr

=

English : New Yorl

o O
0 0

@ Requests Pending @ Requests Approved @ Requests Rejec

When entering the training session, you will be presented
with an audio option box, depending on the audio
preference you chose when setting up the event. Select
your preferred audio method.

You are now ready to hold your event. Note that attendee
names will appear on the right panel as they arrive.

From the menus across the top of the screen, notice that
you can record the event, share a presentation,
applications, or your desktop. You can share a whiteboard,
show videos, chat with your attendees, and much more.

At the end of your event, click File, then End Event.

B Cisco WebEx Event Center - Test event

File dit Shore

Mpew  Communcate

Topic: Test event

Paricipant  Euent  Help

(

Present a Document

| Invite Participants

Share an Application

Remind Panelsts

Share Your Deskt:

Bhex  Event number: 640 155 554

Invite by email Gara
&) using yaur local emai

Invite by phone

Invite by text messaging (¢

To learn more about using WebEx Event Center, visit:
http://support.webex.com/SelfServiceWeb/Howdoi.jsp?root=support&parent=helpSupport&child=hwDol&hdiLang=en.
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WebEx Connect

Similar to other instant chat clients, WebEx Connect offers
the ability to instantly see contacts’ availability, their contact
information, and, of course, the ability to immediately chat
with contacts. What sets Connect apart from other chat
clients is that users can also video chat and begin full WebEx
meetings from inside a live chat.

To open Connect:
o C(Click the Start menu
e Inthe Start menu Search box, type Connect. Cisco
WebEx Connect will appear as an option.
e Click Cisco WebEx Connect.

When the Cisco WebEx Connect and WFU Login boxes
appear, enter your current WFU username and password.
Click Login. You are now ready to instantly connect with your
contacts.

Enter your WFU username & password. 'WAKE FOREST

Username
wojciksg

Password
l“l"l"‘

To view information about a contact, hover your mouse over
their name to view phone number, email address, and photo
(if provided). Click View Profile link to view their entire
WebEx profile.

WebEx Connect also allows users to:

ma | Click the Start Chat button to begin a chat with this
contact.

.. | Click the Start Call button to begin a call to this
contact.

@ | Click the Start Meeting button to begin a WebEx
meeting with this person.

& | Click the Share your Desktop button to share your
desktop with this person.
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