User guide for Webex meetings

Prepare your PC
1. Check the system requirements

e Internet Explorer 6/7/8

e JavaScript and cookies enabled

Requires Sun Java 5 or higher

Recommend ActiveX be enabled for Internet Explorer
Intel or AMD processor (LGHz or faster)

At least 512 MB RAM

Headset with microphone (same as for Skype)

2. If this is your first Webex meeting, join a test meeting to set up your browser (see details
below):

http://www.webex.com/lIp/jointest/

3. Contact the organizer in case of any problems

Before the meeting

1. Make sure you have your headset ready and configured. You can test it for example with
Skype (Tools, Options, Audio Settings).

2. Turn off your phone(s), close your office door or ask your colleagues not to disturb you
during the meeting.

3. Join the meeting a few minutes before the set time by following the link in the invitation
email. The first time you join a meeting, the following message is displayed:

Preparing Meeting Center 5[

Time remaining: less thamn 1 minute

Cancel |

4. This means that the Webex plug-in for Internet Explorer is being installed. Next you will
see the login screen:
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http://www.webex.com/lp/jointest/

) It's time to join!

If you are the host, start vour meeting.

Your name: I

Email address: |

r Remember me on this computer

I would like to take a free WebEx trial {email
required).

5. Enter your name and email address. You can use your name or a nickname; entering the
correct email address is important if you want to receive a follow-up message with notes
and documents from the meeting.

6. Click on Join. If the button is greyed out, the meeting has not yet started. Otherwise the
following message is displayed:

Meeting In Progress

Do not close this window, refresh this Web page, click Back or
Forward, or click a URL in another window. If you do so, the meeting
will end.

7. Wait until you see the meeting screen with a sharing window, a list of participants and a
chat window, for example:

® Cisco WebEx Meeting Center - Papyrus Plone Information Session

File Edit Share ‘iew Aodio  Participant  Meeting  Help

Quick Start Meeting Info Mew Whiteboard | = Participants
i ¥ 2% Participants *
Speaking:
. . () Elke Sommer (me) E]l 13 |
Meeting Topic:  Papyrus Plone Information Session - —
Host: Alessandro DENTI v g Alessandro DENTI (Host)
Meeting number: 731529 037 O Constance Gresn
Heidrun
Agenda:
- Welcome Speech (Stefan Giffeler)
- Login Screen, password reset and register |[’B Raise Hand | | i=- |
- Home screen
- Personal preferences
- Search feature
- Creating/Editing/Celeting a scheduled event
- Creating/Editing/Celeting a Monthly Report
- Creating/Editing/Deleting a Thematic Report
- Using the External Editor
- QA Send to: | Alessan... {Host & Presenter) - |
Select a participant in the Send to menu first, type | Send |
chat message, and send. .. _

Cizca

webex Meeting nurber: 731 529 037 | An Integrated Voice Conference is now in | * Speak now | Connected @ & El',;',;
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8. Click on Yes to participate in the audio via VolIP session and on Unmute to activate your
microphone.

® Join This Integrated Yoice Conference E

Your host has started an Inkegrated Yoice Conference.
Da you wank to participate?

‘fou now have an active microphone, Unmute the
microphone ko be heard by ather participants,

9. Adjust your audio settings, if necessary:

® volume
[T Mute (T
& i
W Mute (T

10. You can adjust the audio settings or leave the audio conference any time using the Audio
menu in the Meeting Window. If this is your first meeting or if you experience problems
with using your headset, leave the audio conference and run the Audio Setup Wizard (see
details below).

During the meeting

The Webex meeting window consists of an area to share content and panels for interaction
between presenter and attendees. When a meeting opens, you will see at least the
participants and chat panels.
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Participants

| ~ 2 participants »
Speaking:
(1 Elke Sommer (me) | (] ||£|
@V () alessandro DENTI (Host)
€1 Constance Green
€3 Heidrun
||.q) Raise Hand | =- |

e Each meeting has a participant marked (Host) and a presenter marked by the
Webex balloon. A headset icon is displayed beside each attendee who has joined
the audio conference. The presenter can mute an attendee, in which case the icon is
followed by a red cross. You can also mute yourself, using the mute button beside
your name, for example if your phone rings or there is another disturbance in your
office. At the bottom of the Participants Panel is a button Raise Hand. If you click
on the button, a hand will appear at the side of you name. Raise your hand if you
have a question, wish to speak or in response to specific questions.

Chat

from Heidrun to Everyone:

Flease introduce yourselves

from Constance Green to Everyone:
1 am Conskance from Paris

Send ko

Alessan... (Host & Presenter) |+

Elke in Osla

Send

The chat window allows participants and presenter to exchange text messages. Select who
you want to send the message to from the Send to: pull-down menu, type your text in the
window below and click on Send.

Leave the session

You can exit any time by clicking on File, Leave Meeting in the Main Menu. If the host

ends the session, you

will see the following message:

™ Cisco WebEx Meeting Center |E|

The meeting has ended.
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PC setup
1. Join the Webex test meeting using this link:

http://www.webex.com/Ip/jointest/

2. Fill in your name and email and click on Join.

Join Meeting Test

Test your browser by joining a meeting. Please enter the information below to get started.

Mame: kaiser
Email: kaiser@ilo. org|

3. Follow the instructions below to install the ActiveX Control:

& WebEx Client Entry - Windows Internet Explorer [._HE]E
6;4 - |U https webes.com M gﬂ | ||| % |l’-ﬂ' Live Search | Felis
File Edit Yiew Favorites Tools Help
- B ] g=h - Page~ Safety - Tooks - @ -

7.7 Favorites |U WwabEx Client Entry
'@? This website wants ko install the follawing add-on: "WebEsx' from "WebEx Communications Inc.'. IF yaou trusk the website and the add-on and want ta install ik, click hers... X

To Join the Meeting

Either
. . Pty
1 Click the yellow Information Bar at the top of the page. Qs+ O W) @ & O
2  Choose Install ActiveX Control.... 5....;4..h,..»..n..._mhat -

3 Inthe security warning dialog box that appears, click Install.

Install Activer Contral ..,
2 What's the Bick?

LSRN s

+ i bt wd, g e Evpe can oty s
saftwane from publshers yvou st ihats the rigk?

or

P
B Click Here

2. Click Run in any dialog box that appears.

€ Internet v Hi00% <

@ Daone

4. A progress indicator shows the installation of the Webex browser plug-in:
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http://www.webex.com/lp/jointest/

i

Preparing Meeting Center H

Time remaining: less than 1 minute

Zancel |

5. In the Preferences window, click on Yes to change your time zone, language and country:

€ Preferences - Windows Internet Explorer - | E

@@f v |U https:,l',l’join-test.webex.com,l’cmpU3D6I,|’webc0mp0nents,l’widget,l’diM ﬂ ||E||E||z| |n'f Live Search ||}J v|

Eile Edit Yiew Favorites Tools Help

7.7 Favorites |0PreFerences |_| &% - Bl [ d=m v Page~ Safety - Took - (g~ ”
o~

Preferences

You may be using a different language or time zoene from the settings for this WebEx senice site.
Do you want to set your Web Page Preferences for this site?

Current Web Page Preferences settings:

Time zone: San Francisco (Pacific Standard Time, GMT-08:00)
Language: English

Locale: s,
[] Do not show again Yes ] ’ MNo ]
(]
Dione € Internet v v WMo - ||
Epreferences - Windows Internet Explorer - (O E
6@! - |9 https:,I',l'join-test.webex.c0m,l'cmpDSDSI,l'webcomponents,l’widget,l'ptM $|E”§Hz| |R.f Live Search ||}J '|
i} Favarites |O Preferences |_| ﬁ - B = @ - Page = Safety = Tools = @- =
A
Preferences

Set your preferences for this Web site.

Home page: |Welcnme Page Ml‘u"u’elcome Il]

Time zone: | Paris (Europe Time, GMT+01:00) M
Language: |English
Locale: [Swizedand v]

Note: Changing the locale affects the display of times, dates, currency, and numbers for this Web site.

[ OK ] [Cancel]

b

Done € Internet v v H00% - ||
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6. If you do not see the following message, please contact the organizer for further
instructions and help.

Congratulations, you have successfilly joined a WebEx Meeting!

Your PCis now optimized to join and participate in WebEx meetings.

You will see a “Host has not yer
Joined the meeting” pop-up
message.

L Host Not In Meeting

Please click OK to close the

The host has not yet joined the meeting.
message window.

This meeting s for testing

Ok
purposes only and all in-meeting
Junctionality fras been disabled

User Guide Meeting.docx




Audio setup

In the Main Menu, select Audio, Computer Setup for Audio. If this function is not
available, you first need to leave the audio conference.

> Computer Setup for Audio

This wizard fine-tunes wour microphone and speaker settings
for meekings in which wou use your computer and the Inkernet
for listening and speaking,

Cisco alnatln

we h e}( €IS

= Back ||

| Cancel

Click on Next

»

Computer Setup for Audio

Which of your computer's plavback and recording devices do
wou wank ko use For woice conferencing?

Make: IF wau are unsure of which playback ar recarding device
ko use, wou should use the default setting,

Preferred recording device:

|Lugitech USE Headset | - |

Preferred playvback device:

v |Lugitech USE Headset | vl

Cisco

we h e}( ‘oisco

< Back || | Cancel |

Select your headset as the preferred recording and playback device. Next.
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* Computer Setup for Audio

Cisco

webex

%]

To adjust vour speaker wolume, click the Play button to hear a
sample sound and use the slider to adjust wour plavback,
volume,

Moke: I wou cannaot bear the sound, ensure that your speakers
ot headphones are connected and are waorking properly.

a

< Back || Mext = Cancel

You can test and adjust the speaker volume. Next.

‘

Cisco

webex

Computer Setup for Audio

Speak into your microphone and use the slider ko adjust your
microphone level so it remains just below the red range on the
reker,

Maoke: IF no microphone level appears on the meker, ensure that
wour mictophone is connected and is warking properly,

o]

< Back || Mext = Cancel

You can test and adjust the microphone level. Next.
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* Computer Setup for Audio |E

What tvpe of speaker setup are vou using?

| 7 Desktop or Laptop Speakers

The sound from your speakers is muted when you spealk,
inko your microphone. This prevents audio echoing in your
woice conferencing,

{* Headphones

The sound from your headphones is not muted when you
speak inko yaur microphane,

Cisco alnatln

we b e}( €IS

< Back || Mext = ! Cancel

Select Headphones. Next.

» Computer Setup for Audio

Advanced Options: Under normal conditions, do nok change
these settings.

\ ¥ automatic Gain Control
W acoustic Echo Cancellation

¥ Moise SuUppression

Cisco siluat]is

we b ex o

< Back || Mext = | Cancel

Leave the default settings. Next.
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* Computer Setup for Audio

Cisco min

Web e}( €IS

You have successfully adjusted vour settings,

< Back || Finish

Cancel

Click on Finish.

User Guide Meeting.docx

11



