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Introduction to Cisco Webex Meetings

Cisco Webex Meetingsis a collaboration tool recommended for larger
meetings and meetings that include external participants. Webex is
not replacing Skype and Skype is still recommended for smaller
meetings that include only internal participants.

This upgraded version of Webex allows FERC employees to schedule
their own meetings up to 1,000 participants. The Webex Meetings
Desktop App allows FERC employees to Schedule, Join, or Start a
meeting with one click without having to enter their Outlook calendar.

Everyone is provided their own personal meeting URL for hosting quick
meetings from your personal meeting room,

Setting up Your Account

If this is the first time using the upgraded Webex product, you must
create an account with Cisco before performing any further actions.
To do this please refer to the guide located at this link. Setting up
Cisco Accounts

Login into Cisco Webex

1. In your web browser enter https://ferc.webex.com
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2. Click the Sign In button.

Important: Chrome users may have to validate the first
time before going directly to the site.
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Webex Training
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Enter meeting information to join a meeting

My Virtual Room 1

L B https://ferc.webex.com/meet/linda.baker

) More ways to join

Start a Meeting v

Upcoming Meetings

10:00 AM - 12:00 PM

1:30 PM - 3:00 PM

Schedule

Web-Ex Overview

Web-Ex Overview
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Setting Preferences in Webex

1. Click the preferences link on the left menu to modify any
settings. There are four tabs under the Preferences screen that
allow for changes concerning, scheduling, personal room settings
and audio/video.

() Home
) Meetings

(© Recordings

\ ~
=P L} Preferences

@ Support

i Downloads

(-) Feedback

Webex Training
Webex Events

Webex Support

Enter meeting information to join a meeting
Preferences
General My Personal Room Audio and Video Scheduling

Personal Room name

Personal Room link

Host PIN: ()

Automatic lock: ()

Notification: (i)

My Virtual Room

https://ferc.webex.com/meet/ linda.baker

2311

Automatically lock my room 5

can't enter until | admit them

Notify me by email when someone enters my Personal Room lobby while | am away

minutes after meeting starts so people

Personal Room Meeting

Personal Room is your own virtual conference space. It's always
available and you never have to book it. Attendees can easily join you
in your Personal Room through your Personal Room link, your email,
or your phone number.

Each staff member will have their own personal URL link for their
Personal meeting room. The URL will remain the same and is useful for
less formal or impromptu meetings with staff.
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There are multiple ways that users can start a meeting through the
Personal Room.

Start A Personal Room Meeting through the Cisco Webex
Meetings App

1. Click the Start a Meeting button on the Cisco Webex Meetings
App

® Cisco Webex Meetings

Daniel Schmelzer
https://ferc.webex.com/meet/daniel.schmelzer [

Start a Meeting Schedule

Join a Meeting ©

Enter meeting information

Upcoming Meetings

Tuesday, June 9, 2020 &

2. Click Connect Audio and Video to begin the meeting
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%, Select Audio Connection [T Select Video Connection
Call Using Computer N Integrated Webcam e
]9 | Use System Setting (Realtek(... v

(0 | Use System Setting (Realtek{.. v

More options

Preview only

Your video is not showing in the meeting yet. @

Connect Audio and Video

3. Invite participants by clicking on Participant and Copy
Meeting Link. Send the link via e-mail, IM or through a
calendarinvite to anyone you would like to join the meeting
instantly

Meeting Help

Bute Me Ctrl+M

Mute on Entry
¥  Entry and Exit Tone

Invite and Rermind... L

Copy Meeting Link

¥ Anyone Can Share  Ctrl+Alt+5

Assign Privileges... Ctri+K

You may also click the Copy URL button at the top of your Cisco
Webex Meetings App to copy the link to your Personal Room and send
it to anyone for an instant meeting
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#® Cisco Webex Meetings

Daniel Schmelzer
https://ferc.webex.com/meet/daniel. schmelzer

Return to Meeting Schedule

Start a Personal Room Meeting through the Webex
site

1. Enter https://ferc.webex.com into your web browser.
2. Click on the Sign In button on the right side of the screen.

English Classic View W

3. You are now in your Personal Room.

4. Click the Start a Meeting button to begin a meeting using your
Personal Room.
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ﬁ Home Enter meeting information to join a meeting
[C] Meetings
(©) Recordings My Virtual Room D
{@}‘ Erarenee LB https://ferc.webex.com/meet/linda.baker
- .

@ Support ) More ways to join
i Downloads .

Start a Meeting v Schedule
(<) Feedback

Upcoming Meetings

skaxinining 10:00 AM - 12:00 PM  Web-Ex Overview
Webex Events ‘
Webex Support
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5. The meeting room displays.

2J Use video system

My Virtual Room

13:0 - 13:0 (+1)

LB

e @ Start meeting

4} Using computer for audio -~

]) Default - Speake...

2020
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Start a Personal Room Meeting by Phone

These steps describe how to start a Personal Room Meeting by phone.
This is your own personal conference line and could be useful if you
would like to hold a conference call meeting without the Webex
Meeting application.

1. On the home page of your Cisco Webex site, click More ways to
join.

My Virtual Room @

https://ferc.webex.com/meet/linda.baker

-y More ways to join
L —

H Meeting Number: 901 004 098

Join by video system

Dial linda.baker@ferc.webex.com and enter your host PIN 2311.
You can also dial 207.182.190.20 and enter your meeting
number.

bti Join by phone
+1-415-527-5035 US Toll
Access code: 901 004 098
Host PIN: 2311

Global call-in numbers

. Dial the number listed under Join by phone.

. Enter the access code of the meeting and press #

When prompted for an attendee code, press #

. When prompted for the host PIN, enter the host PIN and press
#. Attendees only press # to join. If the host has already
started the Personal Room meeting, attendees automatically
join; if it hasn't started yet, they will wait in the virtual lobby.

u b~ WN

Note: FERC is not currently supporting Webex connections to video
systems

11 June
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Selecting Audio Options When in a Meeting

For Webex Audio there are three options available:

1.

2020

Using computer audio - This lets you connect audio through
your computer headphone or built in microphone.

Call Me - User may enter a phone number and Webex will
automatically call the provided number. It is not necessary to
add a 9 and 1 before you enter the number.

Call In- User can manually dial into the meeting using the
Webex global call in number (415-655-0001 for US calls) and
enter the meeting ID to join the call.

Click the Start Meeting button to begin your meeting.

My Virtual Room

13:0 - 13:0 (+1)

LB

e @ Start meeting

S Use video system 4> Using computer for audio - ¢]) Default - Speake...
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2. You are now in the meeting. Controls at the bottom of the screen
will allow you to share your screens, view participants, set your
audio and perform other functions.

Linda Baker (Host)

LB

13 June
2020
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Inviting People to a Meeting

After entering a meeting there are 2 options to invite attendees.

Q Cisco Webex Meetings
File Edit Share View Audio Meeting Help
Mute Me Ctrl+M
6} 0 scout *

Mute on Entry

¥ Entry and Exit Tone

Invite and Remind...

Caopy Meeting Link

¥ Anyone Can Share Ctrl+Alt+S

Assign Privileges... Ctrl+K

e Invite and Remind-A box displays with the current invitees to
select and send a reminder.

14 June
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Invite & Remind
79
™ \§ Q
Email Phone Remind
The following people have not yet
joined the meeting. Which invitees

should receive meeting reminders?

@ linbaker35@comcast.net

Remind with your local email

Send Reminder

Copy meeting link-Paste the link into an email to send to anyone

[ ]
that needs to join the meeting.
File Appointment Schecluling Assistant Insert Format Text Review Help Q@ Tell me what you
o .
m Calendar o @ * Eﬂ g_ EShowAs: I:‘Busy A
Delete Add Webex Skype Teams Meeting Invite - - Red
—F d - Reminder: 13 t -
onwar Meeting ~ Meeting Meeting MNotes Attendees ‘Q' Emineer fminutEs
Actions Webex Skype Meeting | Teams Meeting | Meeting Notes| Attendees Options
- Wn to another one on your calendar,
Title
Save &
Close Start time Thu 5/21/2020 =1 1:00am v [Oalday [0 @ Timezones
End time Thu 5/21/2020 E 12:00PM w| 3> Make Recurring
Location
g---|---1---|---2---|---3---|---4---|---5---|---6---|---?---|
https://ferc.webex.com/ferc/e.php?MTID=m71068e9b84266496d7e9df69803aec2c
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Providing Meeting Information

Access information can be shared with attendees even after the
meeting has started through email or phone call.

1. Click Meeting > Information menu.

@ ‘
Start Recording

Recorder Settings

Options...

Lock Meeting

Q
Eile Edit Share View Audio Participant Help

Welcome Message...

Cisco Webex Meetings

>

0 scout <=

2. All access code, meeting number and call in numbers display on

the screen.

Meeting Information

Meeting Topic:
Location:
Meeting number:
Us Toll:

> Global call-in numbers
Access code:
Current host:

Current oresenter:

Testing this
https://ferc.webex.com/ferc
909 087 561

+1-415-527-5035

909 087 561
Linda Baker (internal)

Linda Baker (internall

16
2020
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Video

You can set-up a video or start a video using the video button on the
screen.

Video Connection x

p—

Show all video options

Integrated Webcam ~

Preview only

Start My Video

17 June
2020
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Screen Sharing

You can share your desktop, applications or specific screens with
others in a meeting.

1. Click the share button and select what type of screen you would
like to share.

View Audio Participant N
Share Content... Ctrl+Alt+D
Share Web Browser

Share Multimedia...

Share My Meeting Window

2. Click the Share Content menu to choose which type of screen to
share.

Q

Eile Edit Share View Audio Participant Meeting Help

©

Share Content x

Optimize for text and images v | @
eonzarss
Sereen 1
ﬂi:m G Microsoft Word(4) ¢ Gnng\:hrnme B Microsoft Outlook
- I
@ Cisco Webex Me... @ Firefox G Webex Teams(4) 2] Mii&Edge

)

18 June
2020



Cisco Webex Meetings Training Guide

Recording Host

The Host can choose to record a meeting by clicking on the Recorder
Icon and selecting Record.

The recording can be saved with 2 options:
e On Cloud (Recording will be saved on cloud which can be seen
online and can be download)
e Record on my computer

NOTE: After a recording is complete it may take some time for
recording to be available, if it is saved to cloud.

File Edit Share View Audio Participant Meeting Help

0]

Waiting for others to join
Recorder x

How do you want to record this
meeting?

o Record in cloud

Record on my computer

00000000
&

/

19 June
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Schedule Meetings

Meetings can be scheduled from the Cisco Webex Meetings App, your
personal site, or through Outlook.

Enter https://ferc.webex.com using Internet Explorer, Chrome or
Microsoft Edge.

NOTE: Using Chrome may require an additional authentication before
opening your meeting room.

Schedule Meetings using Cisco Webex Meetings App

The Cisco Webex Meetings App provides one-click access for
scheduling, starting and joining Webex meetings. This is the preferred
tool for performing these actions.

1. Locate the Cisco Webex meeting App from the search bar.

£ cisco web

O &
Best match

J Cisco Webex Meetings
App

Search the web

2. Open the Cisco Webex meeting application.
3. Click the schedule button to schedule a meeting.

20 June
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2020

® (isco Webex Meetings

Linda Baker
https://fercwebex.com/meet/linda.baker I

Start a Meeting Schedule

Join a Meeting ©

Enter meeting information

Upcoming Meetings
Wednesday, May 20, 2020 C

12:00 PM  eLibrary Scrum &
12:30 PM  Michael Martone (CTR)

12:05PM  Webex meeting scheduled: Tes...

. Start
1:05 PM  Cisco Webex
3:00PM  elibrary Stabilization Weekly Pr... =
4:00 PM  CSRA-PMO
Thursday, May 21, 2020
845AM  MBR Stand-up Meeting - @ 8.... 5!

9:15 AM  Elese Lupuloff (CTR)

21
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4. Outlook will open to allow you to enter the meeting information
on your calendar.

@ You haven't sent this meeting invitation yet.
This appointment conflicts with another one on your calendar.

E From Linda.Baker!

Send Title
Required
Optional
Start time Wed 5/20/2020  [-] = 12:30 PM v [JAlday [] & Time zones
End time Wed 5/20/2020 ﬁ 1:00 PM ¥ &3 Make Recurring
Location
L T T T A B T T S B E S ST O SO S ST - B S S I IS AR RIS : SR RN

22 June
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Start a Meeting using Cisco Webex Meetings App

1. Click the Start button in the Cisco Webex Meeting App. This will
open your Cisco Webex Personal Room.

® (isco Webex Meetings

Linda Baker
https://fercwebex.com/meet/linda.baker I

Start a Meeting Schedule

Join a Meeting ©

Enter meeting information

Upcoming Meetings
Thursday, May 21, 2020 C

3:00PM  Azure/Active Directory/Cisco ...
4:00 PM  Yung Ho Park (CTR)

Friday, May 22, 2020

23 June
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2. Set-up your audio connection.

% Select Audio Connection

Call Using Computer

)
0

Audio and Video Connection

(¥ Select Video Connection

v No Video

Speakers / Headphones (Rea... v

Use System Setting (Realtek ... v

More options

Connect Audio

2020

24 June
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3. You are now in your meeting window.

File Edit Share View Audio Participant Meeting Help

Waiting for others to join

25 June
2020



Cisco Webex Meetings Training Guide

Join a Meeting Using Cisco Webex Meetings App

1. Click the Join Meeting button next to the meeting on the Meeting
app.

® (Cisco Webex Meetings

Linda Baker
https://ferc.webex.com/meet/linda.baker [

Start a Meeting Schedule

Join a Meeting ©

Enter meeting information

Upcoming Meetings

Wednesday, May 27, 2020 &

11:00 AM  Cisco Meeting ]
Start

1200 PM  Linda Baker (CTR) -

1200PM  elibrary Scrum
1230 PM  Michael Martone (CTR)

1200 PM  webex discussion W—/

1230 PM  Shawn Fitzpatrick (CTR)
Thursday, May 28, 2020

845AM  MBR Stand-up Meeting - @ 8:45AM
915 AM  Elese Lupuloff (CTR)

% Connect to a device

26 June
2020



Cisco Webex Meetings Training Guide

2. Select your audio method.
3. Click the connect to audio button.

Audio and Video Connection X
% Select Audio Connection [} Select Video Connection
Call Using Computer v No Video v

]y Speakers / Headphones (Rea... v
0  Use System Setting (Realtek ...

More options

4. You are now in the meeting.

9 Cisco Webex Meetings

File Edit Share View Audio Participant Meeting Help

(0]

Waiting for others to join

27 June
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Schedule Meeting Using Personal Site

1. Click the schedule button on your virtual screen.

ﬁ Yo Enter meeting information to join a meeting ©)
[C) Meetings
(© Recordings My Virtual Room ©

—_
L b https://ferc.webex.com/meet/linda.baker
{c}} Preferences

@ Support (® More ways to join

D load
L Downloads Start a Meeting Schedule

(") Feedback

Webex Training

Webex Events

2. Complete the meeting information and select a topic, date and
time for your meeting.
. Enter a meeting password.
4. Click the Start button to schedule the meeting for the time and
date selected.

(O8]
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2020

Schedule a Meeting Meeting templates

Meeting type

* Meeting topic

Webex Meetings Pro Meeting

Webex Meetings

* Meeting password Eyezj3wJD77 C

Date and time Wednesday, May 20, 2020 12:05 pm Duration: 1 hour

(UTC-04:00) Eastern Time (US & Canada) Vv
Recurrence
Attendees Separate email addresses with a comma or semicolon
Show advanced options ./
Cancel m Save as template
29 June
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Scheduling Meetings through Microsoft Outlook

1. Open the Microsoft outlook calendar.

. Click the Home Tab.

3. Select either Schedule Webex Meeting, Schedule Personal
Room Meeting or Schedule Personal Conference Meeting
from the Schedule Meeting Icon.

N

IS Ignare m E

& Clean Up ~
Schedule Delete Archive

Meeting ~ £8 Junk~
| ) Schedule Webex Meeting
(11 Schedule Personal Room Meeting
_ Y. Schedule Personal Conference Meeting
Preferences
About...

More k

4. Enter the meeting title
5. Enter names to invite to the meeting.

6. Enter a physical location or enter Webex as the location if the
meeting is only on-line.

7. Click the Send button.

30 June
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@ You haven't sent this meeting invitation yet.

> From Linda.Baker@ferc.gov
Send Title
Required Linda Baker CBF <linbaker35@comcast.net> ;
Optional
Start time Wed 5/20/2020  [] = 5:00PM v Oalday [ & Time zones
End time Wed 5/20/2020 =1 6:00 PM ¥ 43 Make Recurring
Location
T T S - S S S T T - B L R SR S

[ings]

-- Do not delete or change any of the following text. --
A Webex meeting has been added. Meeting details will replace this section after you save or send this invitation.

8. Participants click on the Join Meeting button in the meeting
invitation when the meeting begins to join the meeting.

When it's time, join your Webex meeting here.

Meeting number (access code): 900 997 222
Meeting password: 33UppxmeJgh

5
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2020



	Introduction to Cisco Webex Meetings
	Setting up Your Account
	Login into Cisco Webex
	Setting Preferences in Webex
	Personal Room Meeting
	Selecting Audio Options When in a Meeting
	Inviting People to a Meeting
	Providing Meeting Information
	Video
	Screen Sharing
	Recording Host
	Schedule Meetings
	Schedule Meetings using Cisco Webex Meetings App
	Start a Meeting using Cisco Webex Meetings App
	Join a Meeting Using Cisco Webex Meetings App
	Schedule Meeting Using Personal Site
	Scheduling Meetings through Microsoft Outlook

