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Step 1:

Sign In/Up
https://www.webex.com
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o

Webex Meetings

Join meetings
anywhere, anytime.

®
JOIN MEETING SIGN IN
Don't have an account? Sign up.



Step 2: Sign in using email address, then Next
for Password

L Join  English
CCCCC Webex I b

Sign in

Your email address b &

Don't have a Webex Meetings account? Sign up
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Step 3: Done Sign in, this is your Homepage

vl

cisco Webex
i - - English  Sabrinah
n i Enter meeting information to join a meeting @) g
[Z] Meetings
(© Recordings Sabrinah Adam's Personal Room ©
S A https://sabrinahadam.my.webex.com/meet/sabrinah.adam
6t Preferences
£} More ways to join :
l_lg[l_ Insights Get ready for your upcoming meeting

by installing the Cisco Webex

Meetings app now.
.
~ Downloads ( Download )

() Feedback /
U

(Z)Stal’t a meeti ng. pcoming Meetings

At this button, the host have 2 options:

a) Web App (direct use the web without — (1) Schedule a meeting
download the desktop version —

b)Desktop App (if already have the App)  voudonthave any upcoming meetings.

(just choose either 1 to start the meeting)
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How to Setup for Schedule Meeting?

Sign in to your Webex site and from the
Modern View home page, then
select Schedule.



Step 1.

ick Schedule

il

cisco Webex

g & @ U D

D« @ |

Home
Meetings
Recordings
Preferences
Insights
Support
Downloads

Feedback

Enter meeting information to join a meeting

Sabrinah Adam's Personal Room ©
S A https://sabrinahadam.my.webex.com/meet/sabrinah.adam

) More ways to join

Start a Meeting v Schedule

Upcoming Meetings

Ew

You don't have any upcoming meetings.

Change Plan English  Sabrinah v

Get ready for your upcoming meeting

by installing the Cisco Webex
Meetings app now.

{ Download /]

Click ”“Schedule”




Step 2: Fill in the necessary meeting

G
cisco \VWebex

information

@ Hoiia Enter meeting information to join a meeting ® English ~ Sabrinah v

B Meetings

@ Recordings SChEdUle a Meeting Meeting templates  Webex Meetings Default v

{3t Preferences

il lgies * Meeting topic Meeting 01 < - 1) Required to fill up the Meeting Topic

(?) Support * Meeting password gNPRiKSwA88 4\@

U Downloads 2) This is the meeting password that

= Date and time Thursday, Mar 19, 2020 2:30 pm Duration: 1 hour .

@ Feedback (UTC+08:00) Kuala Lumpur, Singapore the hOSt need to Share WIth the
Participants after share

Recurrence -
the Access Code in order to start the
Attendees Separate email addresses with a comma or semicolon Meeting (refer Slide NO 15)

Show advanced options

Cancel Save as template
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Step 3: Fill in the necessary meeting
information

InTm
cisco Webex

G:D ame Enter meeting information to join a meeting @ English = Sabrinah
B Meetings
@ Recordings SCthUle a Meeting Meeting templates  Webex Meetings Default v
{0t Preferences
0ol Insights * Meeting topic | Meeting 01
() Support * Meeting password gNPRIK9wWASS C
i Downloads Date and time Thursday, Mar 19, 2020 2:30 pm Duration: 1 hour 3) Date and Time can be set by the Host
() Feedback /
£ Mar 2020 % Time
2 v 1 30 W
Attendees am o P
Dwration
Show advanced options ~.~ ' 1 hour W 0 minutes -~

1 ] e?ﬂ 21
22 23 24 25 26 27 28 “

29 30 AN

® 2020 Cisco and/or its affiliates. All rights reserved. Privacy Statement | Terms of Service ;




Step 3: Fill in the necessary meeting
information

T T
cisco VWebe

GD oD Enter meeting information to join a meeting 0 English  Sabrinah ~
B Meetings
(©) Recordings Schedule a Meeting Meeting templates  Webex Meetings Default v
{6 Preferences
0all Insights * Meeting topic Meeting 01
(®) Support * Meeting password QNPRIK9WABS C
A Downloads Date and time Thursday, Mar 19, 2020 2:30 pm Duration: 1 hour
() Feedback (UTC+08:00) Kuala Lumpur, Singapore
Recurrence
Attendess nazmona@utm.my “ 4) Please separate email address
e — || —— o with comma or semicolon,

Show advanced options .~ =
\ Once the host add the email address
i e il with comma/semicolon the email

will automatically in the list

© 2020 Cisco and/or its affiliates. All rights reserved. Privacy Statement | Terms of Service
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Step 3: Fill in the necessary meeting
information

wl Ilq J'I s
cisco Webex

o " i ; English  Sabrinah

() Home Enter meeting information to join a meeting ®
B Meetings

sabrinah@utm.my rafidah.othman@utm.my
(©) Recordings

nazmona@utm.my
it Preferences

Show advanced options
Dol Insights
Audio connection options &

(?) Support
i Downloads Audio connection type Webex Audio W
() Feedback

Display global call-in number to attendees

Entry and exit tone (O No Tone w

s - 5) We can also add the Meeting Agenda
N (if necessary)

Scheduling Options M

Cancel Save as template
\ 6 Th - " n i : ” . .
) en, CI Ick Sta rt ) and/or its affiliates. All rights reserved. Privacy Statement | Terms of Service
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Step 3: Before Join or
Start Meeting.

A) Connect Audio- Before you
join or start a meeting you can
hoose the settings you use for
dio in the meeting.
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1) Click the audio connection options in the Webex Meetings app

.} Cisco Webex Meetings

Sabrinah Adam's Personal Room

Click “use computer for audio”
" to see other options

e @ Start Meeting

¢» Use computer for audio - <) Externa | Headp...
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2) Choose how you want to hear the audio in the meeting:

.} Cisco Webex Meetings

Sabrinah Adam's Personal Room

Use your computer with a headset or speakers.
This is the default audio connection type.

|
Enter or select the work or home phone number
that you'd like the meeting to call

o You won't hear any audio in the meeting through your
€ Call me computer or phone. Use this option if you are in the

i eeting room but want to use your computer to share
< /f::;ntent in the meeting.

< Don't connect to audic ) External Headp... |
N

Use computer foraudio




3) If you want to join the meeting with your audio muted, click Mute my

microphonee

Click this microphone to mute or unmute

et

) Cisco Webex Meetings

Sabrinah Adam's Personal Room

" N

e @ Start Meeting

-~

> Use computer for audio ~

<]) External Headp...
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Step 4: Start Meeting

B) Start your Video- Before you join or start a meeting you can choose
the settings you want to use for video in the meeting.

1) If you want to join the meeting with your video turned off, click Turn
off my video You will see when your video is turned off.

2) Click Turn on my video when you want to show your video.

/ (2) Click @ if you want to Turn Off or Turn On “my video”
/e ‘
e @ Start Meeting «—1) click “Start Meeting”

A S 7’

» Use computer for audio - {]) External Headp...
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3) Access The Meeting Info to get details of the meeting

(Q cCisco Webex Meetings # | Connected ®
—
I Q ‘ v Participants (1) X
/ -’ Q Search
= Sabrinah Adam's Personal Room , -, Sabrinah Adam
HOSt: Please klndly Host: Sabrinah Adam @Q Host, me s
click this button to
2 URL:
gEt the MEEtlng htfg:ﬁf‘abjnahadam.my_webemcomfmeet;’
Code And Access
Code, so that you 5"2 —
Audio connection:
avstosharethis I 3 for others to join
co e to your Access code:
participants for = “: ==
Attendee ID:
them to join the 55
meeting

00000000 15




Step 5. During Meeting

C) Share Content

1)To share content during a meeting,
from the meeting control

panel, select Share content @(Refer
Next Slide)




C) Share Content (Cont)

Q Cisco Webex Meetings B Connected *
o v Participants (1) X
Q. Search
@ -, Sabrinah Adam 7
Q Host, me
Share Content e

Screen Click eto share content

L

iPhone or iPa een

]
00000000
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D) Chat@

1) Chat with Other People- Select @ to chat

with everyone in the meeting (Refer Next
Slide)
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D) Chat o (Cont.)

® @ ) Cisco Webex Meetings % | Connected *
@ + Participants (1) X
Q. Search
@ -, Sabrinah Adam g
@ * Host, me

CIicketo start chat with the participants

Waiting for others to join

v Chat M

Send to:  Everyone L




E) Notes

1) Select More Options button @and click

Notes
2)The notes can be saved and share with the
participants after the meeting (Refer Next

Slide)
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E) Notes (Cont)

0 Cisco Webex Meetings

(1) Click @ for more options and select Notes icon

Waiting for othirs to join

(©\
&tes/

® Lock Meeting

L. Invite and Remind
0 Copy Meeting Link
udio Connection

eH Speaker, Microphone, and Camera

00000000

¥ | Connected ®

v Participants (1) 5%
Q. Search
@ ~. Sabrinah Adam 4
Q@ ~ Host me

(2) Start to take notes during meeting

l

~ Notes %

KEY POINTS
1)

(3) Save and share after meeting

-~
D g




F) Record the Meeting@

1) The recording includes the audio, video, and presentation.

2) While in your event, select Recorder @ and Record to record right
away. You and your participants can see a red icon at the top right of
your window when recording is in process (Refer Slide 23)

3) When the meeting ends, you can find your recording on

the Recordings > My Recorded Meetings page of your WebEXx site in
Modern View (Refer Slide 24)
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F) Record the Meeting @ (cont.)

2) Recording is in process

S~ S

® @ D Cisco Webex Meetings \ (o] Iﬁ | Connected *
© v Participants (1) X
Q. Search
@ 1, Sabrinah Adam g
@) Host, me

Waiting for others to join

Recorder X

® Recording...

00:00:17

1) Select Recorder @) and Record-to record right away

Il Pause (] Stop

00000000 >3




F) Record the Meeting (Cont.)

el
CIsCOo \VVebhex

|j‘l\,| Herse Enter meeting information to join a meeting ® English  Sabrinah v

[C] Meetings

(1) My Recorded Meetings (2)

{6t Preferences

All v
ol Insights
(?) Support
Name Security Date Duration Size Format
' Downloads
Q Feedback Sabrinah Adam's Personal Room-20200319 1021-1 Generating...

(3)
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Step 6: End the meeting

O Cisco Webex Meetings # | Connected ®
® v Participants (1) p 4
Q) Search
% /. Sabrinah Adam g
Host, me

(2)Click ‘End Meeting”

End Meeting

‘ Do you want to end this meeting for all participants? ‘
| o
-
Waiting | |
s} Cancel | End Meeting |
|

Want to leave the meeting without ending it = ? ‘

(1)To end meeting click this button

00000000, 25




Get Started with
Cisco Webex Meetings
for Student

By Dr Nazmona Mat Ali




Step 1. Student should receive an information given by the instructor as
shown in Figure X below.

v (o7 B utm.webex.com/webappng/sites/utm/meenng/info/e4neabpatat>ua 1atn14a 14300365500
CISCO
E = , . Meeting Information
?u‘ Home
|l Me as " ' = A
Trends in IT - Meeting 1 Dz U0 ®

Meeting link: https://utm.webex.com/utm/j.php?

©

Recordings

| f - I
T MTID=m1785f18d5db8d3cfbc1962a228e209b5

Preferences 11:00 AM - 2:00 PM | Wednesday, Mar 18 2020 | (UTC+08:00) Kuala Lumpur, Singapore Meeting number: 577 403 135

-
fol Insights Start Meeting 5 / / /

e

i

Password: MBSC2553
Host key: 513287

O =
~J
=

rEEEe- == /
Support p— ——
\ /
/ /

D 2 / /Meeting Information & \

Webex Training \ Password: MBSC2553
Host key: 513287 /

Webex Events

Webex Support \ /

|

Downloads

Meeting link: https://utm.webex.com/utm/j.php?
MTID=m1785f18d5dbBd3cfbc1962a228e209b5
Meeting number: 577 403 135
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Step 2. Copy and paste Meeting Link.
For example: https://utm.webex.com/utm/j.php?MTID=m1785f18d5db8d3cfbc1962a228e209b5.

The screen as shown in Figure XX will be displayed for smartphone user and Figure XX for desktop user.

wo Gumweeem s © 1 e For those who use smartphone, this screen will be
Q ol G displayed (Figure XX)
* Click button Join via installed app, if you have already
Trends in [T - Meeting Cisco Webex Meetlngs apps
* Click button Download, if you don’t have Cisco Webex
Meetings apps.
< ™ M 2 8




p— —
~N
& Google Play Qi ( Join Meeting :
0 Cisco Webex N J\ ing number or URI _..—>. | Enter Meeting Number.
Meetings 1 you T vinedhis slassonaset For example; 577 403 135
Cisco Systems, Inc. o ) you can enter the URL
{eiep @ / L company.webex.com/meet/username
4.5% (2] St g
260K reviews 41 MB Rated for I . » nazmona

3+ @

-

nazmona@utm.my

¢ Nazmona Mat Ali's Personal Room

\.—-“

Syne and join meetings directly from your

watch.

st / — .

cisco Webex
w JOIN MEETING

About this app > Don't have aﬂlour.i? Sign up /
Tap into a Webex meeting, wherever you are, with \ -" -

Webex Meetings for Android!

.il|.|||. Nebhax
CI5CO v
Business #7 Top free

1 M ¢ i M ¢
1l M r'd

(a) (b) (c)

Ready jerjoili®,
o)
|

—
N l¥ Don't Connect Audio ~

I @ <

(d) v, 9




i | * Figure XX: For those who use desktop, this screen will be
displayed.

5 & | Click here to install webex.exe

Trends in IT - Meeting 1

* For new user, you need to install webex.exe

e After installation, enter your name and email address and
click Next

* Enter the meeting number and password, and then
click Next. Figure XX will be displayed.

Install the Cisco Webex Meetings app and start collaborating.

& Cilick here to install webex.exe

~—
L
-

Tl o F LISCO vveDex vieetngs [
Waiting for the download? Download the app again, 9

Trends in IT - Meeting 1

4:50 PM - 7:50 PM

e @ Start Meeting

5] Use video system ¢} Use computer for audio v <]} Realtek High Definition #

30




Need help?
Contact us.

- | _:M sabrinah@utm.my

\J
@019—2998420

_iM nazmona@utm.my
@19—6125054






