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Summary:

Many important Webex features are enabled when meetings are conducted through a
Webex application that are not available with a Webex dial-in phone meeting, such as:

e Attendee management
o Attendees are required to authenticate their identity by entering their name
and email prior to joining the meeting, minimizing anonymous callers from
joining the meeting.
o The host can lock the room to prevent additional attendees from joining.
o The host can mute and unmute any attendee’s audio.
o The host can remove any unauthorized attendee.

e More engaged meetings:
o Screen sharing, video, and high-quality audio become available.
o Attendees are offered multiple audio options: dial-in, call me, toll-free, or
internet audio.
o The host can pass along presentation and hosting privileges to other attendees.

The following guide describes how to initiate a Webex desktop application meeting and
how to provide a web link or automated Webex invite for meeting attendees.

Content:

e |login to Webex Desktop Application

e Using "Start a Meeting" or "Schedule"

o "Start a Meeting"

o "Schedule"
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LOGIN TO WEBEX DESKTOP APPLICATION:

Step 1: Locate the search option:

e It may already be on the taskbar:

E L Type here to search I
T | '

e If it the search option Is not already on the taskbar:

Click the Windows Start button E on the taskbar, then press the space
bar or start typing the search term.

pe |Search Windows

Step 2: Inthe search field, type
type “Webex Meetings” B O & Filters “/

Best match

O Cisco Webex Meetings h
Desktop app

Click on the results when it appears.

£ Webex Meetings h
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Step 3: Enter the Username.

Q@ Cisco Webex Meetings @ — X
Ensure that the domain
“@massmail.state.ma.us”
is entered, regardless of o
the email currently being

Sign in to Webex Meetings

used in Outlook.
Click Next. C e

Step 4: Enter the Password.

Q Cisco Webex Meetings @ — X

Click Sign In.

Enter password for
statema.webex.com

password h

B Remember email address

@ Keep me signed in

If ﬂFol"gOt paSSWOrd?" is Furgc)\‘pdsswﬁﬂ”h

used, a web browser
will open.




EOHHS-IT User Guide Library Series 4
Webex: Desktop Application (Windows 10) As of 4/6/20

Ensure that the domain Forgot username or password

“@massmail.state.ma.us” is entered, e e e e e A
regardless of the email currently being

. Email address; first.last@massmail.stata.ma.us|
used in Outlook. [ S

Verification: Type the characters you see in the image below.

dhpShe

@ Try a different image
o) Hear an audio challenge
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USING “START A MEETING” or “SCHEDULE":

“START A MEETING”

Step 1: Click on “Start a Meeting” to immediately
initiate and engage in a live meeting.

bex Meetings

First Last
htj tema.webex.com/meet/first.last

Start a Meeting Schedule

Join a Meeting @

Enter meeting information

Upcoming Meetings
Friday, April 3, 2020 c

10:00 AM  Future Planning Meeting @ 2
11:00 AM  Mary Barrington (EHS)

1.20PM  Status Assessment @
2:30PM  Serena Winthrop (EHS)

Monday, April 6, 2020

1:30PM  Project Review
230 PM  Federick Rosenthal (EHS)

5 Connect to a device

Step 2: Inviting Attendees:

NOTE: A user’s Personal Room url path and dial-in number is permanent and will
not change. Users not wanting to share their Personal Room’s path and dial-in
number should utilize the online web application’s “Schedule” feature, instead.

Option 1: With a web link.

® (Cisco Webex Meetings

=
Click the icon to copy First Last

the url < ¥ https://statema.webex.com/meet/first.last

Start a Meeting Schedule

Paste the web link into any
correspondence to
attendees.

See the documentation, “Webex Online App” for instructions on how to schedule
and invite attendees to a future Webex meeting.
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Option 2: After engaging in the live meeting, click the . button.

Click on Invite and remind option.

Waiting for g ol

Notes Polling

@ Lock meeting

& Invite and remind
D Copy meeting link
% Audio connection
{6 Speaker, microphone, and camera

3] Connect to a device

Enter the email of the attendee to invite and click Send.

Invite & Remind X Invite & Remind X
iz S Q & S Q

Email Phone Remind Email Phone Remind

Invitees:

q| Attendee.name@mass.gov

Separate addresses with commas or 1 invitation was sent.
semicolons.

Invite with your local email

q -
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Attendees will receive the following invite:

Join me now in my Personal Room
. " g [
@ First Last <first.last@massmail stat SpiEply | il | e R

To [ 'Attendee Name (EHS) Fri 4/3/2020 5:06 PM

() This message was sent with High importance,
If there are problems with how this message is displayed, click here to view it in a web browser

sl
cisco Webex

Join me now in my Personal
Room.

Join by phone

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

+1-123-456-7890 US Toll

+1-866—456-7820 US Toll Free
Access code: 098 765432

Global call-in numbers | Toll-free calling restrictions

“SCHEDULE"

Step 1: The “Schedule” feature is not recommended for the
Webex desktop application.

Invited attendees will not receive any Webex meeting T
information as shown above.

Join a Meeting ©

Enter meeting information

See the documentation, “Webex Online App” for
instructions on how to schedule and invite attendees o “
to a future Webex meeting. 1000 A1 Future Planning meeting @0

TL00AM  Wary Barrington (EHS)

Upcoming Meetings

130PM  Status Assessment a@
230PM | Serena Winthrop (EHS)

Monday, April 6, 2020

1:30PM  Project Review
2:30PM  Federick Rosenthal (EHS)

5 Connect to a device



