User guide for the teleconference host

For the original source of the information below, please, refer to https://help.webex.com/Id-
nyw95a4-CiscoWebexMeetings/\Webex-Meetings
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As host, you can arrange a WebEx appointment at Webex website instantly or using Cisco
Webex Meetings application installed on your device.
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Q Cisco Webex Meetings x |+

<« c @ jinrwebex.com/webappnag/sites/jinr/dashboard

Russian  Classic view Q Tocomein -

Join the meeting o

Enter meeting informatior

Cisco Webex Meetings Desktop App

The Webex Mestings desktop app lets you quickly and easily start or

join meetings. You can schedule, start, and join meetings from the
desktop or directly from Microsoft Outlook.
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Cisco Webex Meetings Desktop App

The Webex Mestings desktop app lets you quickly and easily start or

join meetings. You can schedule, start, and join meetings from the
desktop or directly from Microsoft Outlook.

Sign in to your Webex account that is to be created once in advance.

Click «Schedule» for selecting your event mode: meeting or conference.
Fill in the event topic, date and time.

=] Q) Cisco Webex Meetin_.

ex Meetings x |+

<« c @ idbroker.webex.com/idb/saml2/jsp/doSSO.jsp

Q

Enter Email




@ Cisco Webe x |+ - o x
[ C @ jinrwebex.com/webappna/sites/jint/d d/home ¥
alval
cisco
A Home Q. Search for meetings and recordings ® English  Classic View  TaTbaHa v
] Meetings
@ Recordings TaTbsHa Tronukosa's Personal Room ©©
@ Preferences b https://jinr.webex.com/meet/tanya
) More ways to join
Dol Insights ) wavstojol
@ Eyruw Start a Meeting Schedule
- Downloads \w
(") Feedback

Recent Personal Rooms

Upcoming Meetings @ O

Webex Training
Webex Events

Webex Support

Click to “Meetings”:

@ Cisco Webex x4+ - g x

¢« C @& jinrwebexcom/

ppng/sites/jinr/meeting/home %

Search for meetings and recordings @ English  Classic View  TaTbamHa

Home

Meetings

Meetings Schedule

Recordings

©]

Preferences

&

My Meetings 05/27/2020 - 06/02/2020 Show past meetings

Insights

Support

e @

Downloads

() Feedback

Webex Training

Webex Events

Webex Support

Click to “Schedule™:



Q s x4+ - B8 X
<« c @ jinrwebex.com/webappng/sites/jinr/mes ] edu %
N Homa Search for meetings and recordings English  Classic View  TaTbaa v
| N g
= . .
(@ Recordings Schedule a Meetmg Meeting templates  Webex Meetings Default
b Preferences
@ Insights Meeting type Webex Meetings Pro Meeting
& X
(?) Support Meeting topic
A Downloads Meeting password M77MpvQiJNG
(") Feedback
Date and time ‘Wednesday, May 27, 2020 4:20 pm Duration: 1 hour

(UTC+03:00) Moscow, St. Petersburg, Volgograd
Recurrence

Attendees

Show advanced options

Fill in lines:

Qc gs x 4+ - o x
<« & @ jinrwebex.com/webappng/sites/jinr/meetir ul & Q

- 5 eelings and Engish | Classic View  Tatyana

@1 B 1 y ) tyans

-

) Recordings Schedule a Meeting ptates  Webex Meetings Default

Preferences
ol Insights Meeting type Webex Meetings Pro Meeting
) Support Meeting topic Our meeting topic
2k Downloads Meeting password 12345
(©) Feedback
Date and time Wednesday, May 27, 2020 4:20 pm Duration: 1 hour

(UTC+03:00) Moscow, St. Petersburg, Volgograd

@ Temma Tommwos

fergys321@mail.ru

ced options

Click to “Start™:



€ C @ jinrwebex.com

) Home

Recordings

Preferences

Insights
Support
v Downloads

Feedback

x|+

C @ jinrwebexcom

Home

Recordings

Preferences

Insights
Support
v Downloads

Feedback

Click to ”Start™:

Back to Meeting List

Our meeting topic.

Hosted by Tatyana Tyupikova
5:00 PM -
uTC

inesday, May 27 2020

Moscow, St. Petersburg, Volgograd

Start Meeting

Meeting Information

More ways to join

W Vincrpyxuma ans of

Meetings

My Meetings 06/02/2020

5:00 PM - 6:00 PM Our meeting topic

<

»

English  Classic View  Tatyana \

Who is invited?

fergys321@mail.ru

@ Tarema Tonwcoss

Schedule

Classic View  Taromea v



x ¥ - 8 X

« C & jintwebexcom png/sit T ! 1/ 1656891 i Q #

Open Cisco Webex Meeting?

Starting Cisco Webex Meetings...

Click Open Cisco Webex Meetings if you see a message from your browser.

If you don't see a message from your browser, open the desktoy
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Please join the event with your microphone muted to avoid extra noise before the event starts.
Participant Menu :

You can grant or remove privilegesas well as add alternate hosts here -
Participant field - Assign priviliges:
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You can invite and remind on the speech using the system.
Participant field - Invite and Remind:
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You can manage your audio, video,
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Host shows his/her screen or a specific application to everyone in the meeting. Anyone of the
speakers can share his/her screen or a specific application in this way. It is recommended that
Host disalbes sharing his/her content while Speaker shares his/hers with the attendees.
Meanwhile Host can poll attendees and initiate voting.

Share Content. To share the selected content during a meeting, from the Meeting Controls Panel,
select Share Content:
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Manage Panels. ‘

You can manage your audio, video,
and device settings here.
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You can configure audio in the meeting by dropping down Audio settings menu with Volume,
etc., that provides a variety of audio settings for a conference when necessary.

The Conference/Meeting Controls Panel provides Host with recording settings, where Host can

configure event recording settings (Start recording), enter a Welcome Message, activate the
transcript mode:
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Commands and controls of the conference desktop

Host microphone on/off:
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Main left menu:Meetings:Select Meeting:Show advanced options:
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