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Course Goal

You will be able to successfully conduct interactive meetings
easily and effectively using the collaborative tools, while
combining audio conferencing and data-sharing
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Logging into Your Microsite

From Your WebEx Microsite
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Logging into Your Microsite

(< 1S 5-aq] ) i
Level(3)

Meeting Center Event Center Support Center Training Center My WebEx Log In

English : Denver Time

Enter the meeting, event, or session number to join.

NEW! Invited to a Personal Room? Enter the host's room 1D. @

@ 2016 Level 3 Communications, LLC. All Rights Reserved.
WebEx Privacy | WebEx Terms of Service | Request information about WebEx services
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Logging into Your Microsite

[ IO o-ac]
Level(3)

Meeting Center Event Center Support Center Training Center My WebEx

Log in to your account

Usemarme: User Name
Password Fkkkkokkk ok kkk ko
Forgot your password?

2

@ 2016 Level 3 Communications, LLC. All Rights Reserved. v
WebEx Privacy | WebEx Terms of Service | Request information about WebEx services

Forgot Your Password?

Enter the email address associated with your WebEx account.
Thank you for your request. Your WebEx password can be found in the Action drop list of the log in
screen. Simply change the drop list from 'Log in' to "WebEx Settings’ and click 'Go'.

Email address:

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

7ry48s

@® Try a different image
o) Hear an audio challenge

Cancel

D) o-ac <[] & v &
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My Personal Room
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My Personal Room — Invite

el(3)
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« Attend a Meeting

A static URL meeting

Unlisted Meeting

room environment that

s> iy Personal Room

is available to you 24/7

Meet Now
My Meetings

My Recorded
Meetings

» SetUp
» Support

User Guides

2 ways to invite Attendees|
« Copy and Share
« Send Email Message

» Level 3

Home lEvent Center  Support Center  Training Center My WebEx

SARAH GARRETT's Personal
Room @

1 Join from a video system @

Dial SGarrett@level3test.webex.com, and enter your PIN

t, Join by phone More Information

By entering this room, you are accepling the Terms of Service and Privacy Statement.

@ 2016 Level 3 Communications, LLC. All Rights Reserved.
WebEx Privacy | WebEx Terms of Service | Request information about WebEx services

username Leg Out

English : New York Time

31O




Schedule Meetings

My Personal Room — Invite
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« Attend a Meeting

Browse Meetings

A static URL meeting
room environment that |
Is available to you 24/7

Unlisted Meeting
~ Host a Meeting
s> iy Personal Room

Schedule a Meeting

Meet Now

My Meetings

My Recorded

Meetings
» Set Up
» Support

User Guides

Downloads

2 ways to invite Attendees
* Copy and Share
« Send Email Message

Training

Contact Us

» Level 3

Home lEvent Center  Support Center  Training Center My WebEx

SARAH GARRETT's Personal
Room(e)

https://level3test. webex.com/meet/ SGar X
Meeting Number: 000 000 000

m Join
Dial § Invite

t, Join by phone More Information

By entering this room, you are accepling the Terms of Service and Privacy Statement.

@ 2016 Level 3 Communications, LLC. All Rights Reserved.
WebEx Privacy | WebEx Terms of Service | Request information about WebEx services

sername Log Out

English : New York Time

31O
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My Personal Room — Invite with Link

A static URL meeting
room environment that |
Is available to you 24/7

2 ways to invite Attendees
* Copy and Share
« Send Email Message

« Attend a Meeting

Browse Meetings

Unlisted Meeting

~ Host a Meeting

s> /iy Persona | Room
Schedule a Meeting
Meet Now
My Meetings
My Recorded
Meetings

» Set Up

» Support
User Guides
Downloads
Training

Contact Us

» Level 3

Home lEvent Center  Support Center  Training Center My WebEx

SARAH GARRETT's Personal
Room(®)

Mhttos -/ flevel3test. webex com/meet/SGar .

s
e ac R A
Level(3)
m Out

English : New York Time

31O

Undo 2 000 000 Q00

Cut

Copy nvitation to:

Paste
Delete

Select all

Inspect elernent

@ 2016 Level 3 Communications, LLC. All Rights Reserved.
WebEx Privacy | WebEx Terms of Service | Request information about WebEx services

el(3)

COMMUNICATIONS
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Hover and
right click to
copy room link

10
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My Personal Room — Invite with Meeting Number

« Attend a Meeting

A static URL meeting

Unlisted Meeting

room environment that IS

is available to you 24/7

Meet Now
My Meetings

My Recorded
Meetings

» SetUp
» Support

User Guides

2 ways to invite Attendees|
« Copy and Share
« Send Email Message

» Level 3

Home lEvent Center  Support Center  Training Center My WebEx

. SARAH GARRETT's Personal
Room(®)

; https:fflevel3test.webex.cumfmeetfSGarx

s
e -ac &y v 8
Level(3)
I Out

English : New York Time

31O

Meetino Mumber- KNSRI <
Undo

Cut " .
[on 1o:

Copy
Paste

Delete

Select all m

Inspect element

@ 2016 Level 3 Communications, LLC. All Rights Reserved.
WebEx Privacy | WebEx Terms of Service | Request information about WebEx services

el(3)

COMMUNICATIONS
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Hover and right
click to copy
meeting number

11




Schedule Meetings

My Personal Room — Invite with Emails

A static URL meeting
room environment that |
Is available to you 24/7

2 ways to invite Attendees
* Copy and Share
« Send Email Message

Level(3)

« Attend a Meeting

Browse Meetings

Unlisted Meeting

~ Host a Meeting

s> /iy Persona | Room
Schedule a Meeting
Meet Now
My Meetings
My Recorded
Meetings

» Set Up

» Support
User Guides
Downloads
Training
Contact Us

» Level 3

~ oIl
(&) ahdl L G 7o 8

Home lEvent Center  Support Center  Training Center My WebEx username Log Out
~

English : New York Time

fo N4
SARAH GARRETT's Personal
Room(e)
https://level3test. webex_com/meet/ SGar X
Meeting Number: 000 000 000
m Join
Dial S b |ﬂ"|.I'IIE
L Join Send an email invitation to:
By entering thi
<

@ 2016 Level 3 Communications, LLC. All Rights Reserved. v
WebEx Privacy | WebEx Terms of Service | Request information about WebEx services

el(3)
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Send emails
via WebEXx

12
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My Personal Room — Enter Your Room

(&)
Level(3)

« Attend a Meeting

A static URL meeting

Unlisted Meeting

room environment that

s> iy Personal Room

is available to you 24/7

Meet Now
My Meetings
My Recorded
Meetings

» Set Up

» Support
User Guides
Downloads
Training

Contact Us

» Level 3

L-ac x

Home lEvent Center  Support Center  Training Center My WebEx

. SARAH GARRETT's Personal
Room @

username Leg Out

English : New York Time

31O

B -

1 Join from a video system @

Dial SGarrett@level3test.webex.com, and enter your PIN

t, Join by phone More Information <

By entering this room, you are accepling the Terms of Service and Privacy Statement.

@ 2016 Level 3 Communications, LLC. All Rights Reserved.
WebEx Privacy | WebEx Terms of Service | Request information about WebEx services

el(3)
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Enter your room

Dial-in instructions

13
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Scheduled Meetings
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Accessing Schedule a Meeting
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Level(3)

« Attend a Meeting

Browse Meetings
Unlisted Meeting
~ Host a Meeting
My Personal Room
—»S{:hedule a Meeting
Meet Now
My Meetings
My Recorded
Meetings
» Set Up
» Support
User Guides
Downloads
Training
Contact Us

» Level 3

Event Center

Support Center

Training Center My WebEx

SARAH GARRETT's Personal
Room @

1 Join from a video system @

Dial SGarrett@level3test.webex.com, and enter your PIN

t, Join by phone More Information

By entering this room, you are accepling the Terms of Service and Privacy Statement.

@ 2016 Level 3 Communications, LLC. All Rights Reserv:
WebEx Privacy | Webl

red.
Ex Terms of Service | Request information about WebEx services

username Log Out
English : New York Time
-~
10
V]

15
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Quick Scheduler

(&)
Level(3)

Home Event Center ~ Support Center  Training Center My WebEx usarname Log Cut

« Attend a Meeting

Browse Meetings
Unlisted Meeting
~ Host a Meeting
My Personal Room
Schedule a Meeting
Meet Now
My Meetings
My Recorded
Meetings
» Set Up
» Support
User Guides
Downloads
Training
Contact Us

» Level 3

SChed u | e a Meeting Set options using template: | [Meeting Center Defaull]  ~ h"
— My Templates —
To set advanced meeting options, go to Advanced Scheduler Weskiy Mesting
+ Meeting topic:
oton — Standard Templates -

Password:

Date:

Time:

Duration:

Attendees:

Audio options:

@ [Meeting Center Default]

04/15/2020

10 | = 10 v @am ()pm

New York Time

1hr | = Omin | «

<Separate email addresses with a comma or semicolon>
Use address book
("] send a copy of the invitation email to me

WebEx

Change audio option

Save as template

Schedule Meeting Cancel

@ 2016 Level 3 Communications, LLC. All Rights Reserved.
WebEx Privacy | WebEx Terms of Service | Request information about WebEx services

3
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COMMUNICATIONS

Quick Scheduler
template options are
the fastest way to
schedule meetings
on the WebEX site

16
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Advanced Scheduler — Accessing

o T x
Level(3)
Home Event Center ~ Support Center  Training Center My WebEx usarname Log Out
~ Attend a Meeting . A
SChed u | e a Meet”’]g Set options using template: | [Meeting Center Defaulf]
Browse Meetings
Unlisted Meeting ) )
To set advanced meeting options, go to Advanced Scheduler +Required field @
~ Host a Meeting
My Personal Room + Meeting topic:
Schedule a Meeting
Meet Now Password: @
To create a customized | =
My Recorded )
I h Meetings
t t t Time: | 10 | = 10 v @am ()pm
empilate, use tne \ setUp :
New York Time
Advanced Scheduler . .
User Guides Duration: 1hr | = Omin | ¥
Downloads
Training Attendees. | <Separate email addresses with a comma or semicolon=>
Contact Us
» Level 3 Use address book
("] send a copy of the invitation email to me
Audio options:  WebEx
Change audio option
Save as template
Schedule Meeting Cancel
® 2016 Level 3 Communications, LLC. All Rights Reserved. W
WebEx Privacy | WebEx Terms of Service | Request information about WebEx services

17
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Advanced Scheduler — Required Information

s
(¢ p-ac x @ %@
Level(3)
Home Event Center Support Center Training Center My WebEx username Log Out
» Attend a Meeting . . ) ) - ~
I Re q Ui red I nfo rm at| on Set options using template:  [Meeting Center Defauli] ~
- - Unlisted Mecting - Required field @
B CheCkI ng thIS + Host a Mesting Return to Quick Scheduler
y My Personal Room ° Required Information
O pti O n , yo u r m eeti n g Schedule a Meeting = Meeting topic: @ Date & Time
. . ::E;::—IL P> (¥ Listed on public calendar (@ (3) Teloconference
WI I | be I |Sted O n th e My Recorded Meeting password: - (2)  nvite Attendees
. VesnaE 7 O @ Registration
public calendar and | :=- © ot rone
plate
1 1 User Guide 2 @ Meeting Options
ItS d etal IS Can b e D::m:;d:s @ S (E) Altendee Privileges
viewed by anyone o
y y ontact Us
) Level 3
We recommend that
you secure your
meeting by adding a
password
@ 2016 Level 3 Communications, LLC. All Rights Reserved. v
WebEx Privacy | WebEx Terms of Service | Request information about WebEx services

18
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Advanced Scheduler — Date & Time

(< 16 5-aq] 3
Level(3)
Home Meeting Center Event Center Support Center Training Center My WebEx username Log Out

 Attend a Mesting Da[e & T|me Set options using template:  [Meeting Center Defaull] =~ ~
Browse Meetings
Unlisted Meeting Return to Quick Scheduler + Required field 9

= Host a Meeting

My Personal Raom Meeting date: | 02/27/2015 (D Required Information
Schedule a Meeting e Date & Time
Meetingtime: | 10 | + | 25| «+ @am () pm
Meet Now @ Teleconference
New York Time | Plan meeting time zones
My Meetings
: (4)  nvite Attendees
My Recorded Attendees can join | 5 | « | minutes before start time
Meetings @ Registration
Altendees can also connect to audio conference
» SetUp @ Agenda & Welcome
* Support i .
Estimated duration: | 1hr | ~ Omin | ~ @ Meeting Options
User Guides
) . i 8 Privil
Downicads Email reminder: | 15 minutes before meeting starts ( ) Altendee Privileges
Training 9) Review
Recurrence: () None () Daily ) Weekly () Monthly [ Yearly ( )
Contact Us
» Level 3

Save as template

Schadule Meeling ﬁ Cancel

@ 2016 Level 3 Communications, LLC. All Rights Reserved.
WebEx Privacy | WebEx Terms of Service | Request information about WebEx services

19
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Advanced Scheduler — Teleconference
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» Attend a Meeting

Browse Meetings
Unlisted Meeting
= Host a Meeting
My Personal Room
Schedule a Meeting
Meet Now
My Meetings
My Recorded
Meetings
» SetUp
* Support
User Guides
Downloads
Training

Contact Us

» Level 3

p-ac| x|

Home Meeting Center Event Center Support Center Training Center My WebEx

Teleconference Settings
Return to Quick Scheduler
Teleconference: () WabEx

) Altendees call in

o Attendees receive call back (call-in is also available)

Allow access to rence via global

© Account 1

Conference dial-in number. 1-8885550000
Chairperson Passcode: 1234
Access Code: 9998887

Edit
Entry and exit tone: | Beep | =

Save as template

Schedule Meefing ﬁ Cancel

cfctegegeloy - Jose)

Set options using template:

Required Information
Date & Time
Teleconference
Invite Attendees
Registration

Agenda & Welcome
Meefing Options
Attendes Privileges

Review

@ 2016 Level 3 Communications, LLC. All Rights Reserved.
WebEx Privacy | WebEx Terms of Service | Request information about WebEx services

username Log Out

[Meeting Center Defauli] =~ ~

+Required field @

20
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Advanced Scheduler — Invite Attendees

Additional security
features are available

(1O p-ac| 3

Level(3)
Home Event Center Support Center Training Center My WebEx username Log Out
» Attend a Meeting .

|nV|te Anendees Set options using template:  [Meeting Center Defauli] ~ (sl
Browse Meetings
Unlisted Meeting
Retum to Quick Scheduler - Required field @

= Host a Meeting

My Personal Room Attendees: | <Separate email addresses with a comma or semicolon= @ Required Information

Schedule a Meeting @ Date & Time

Meet Now

My Mestings @ Teleconference

My Recorded Invite Attendees

Meetmoe Select Aftendees o
) SetUp " Send a copy of the invitation email to me (&) Regstration

3 . @ Agenda & Welcome
v ) .

PO Security: [ Exclude password from email invitation
= .
User Guides - Q Meeting Options
Require attendees to have an account on this Website in -

Downloads order to join this meeling (E.) Altendee Privileges

Training (@) Review

Contact Us

Save as template
» Level 3 N
o Schedule Meeting ﬁ Cancal
@ 2016 Level 3 Communications, LLC. All Rights Reserved. v
WebEx Privacy | WebEx Terms of Service | Request information about WebEx services

21
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Advanced Scheduler — Registration

The conference must
meet the following
requirements in order
to require Registration:

« Password protected

« “Attendees join
before Host” must
be disabled

* No Recurrence

el(3)

COMMUNICATIONS

Connecting and Protecting
the Networked World

e o-ac
Level(3)

Home Meeting Center Event Center Support Center Training Center My WebEx

» Attend a Meeting

Registration

Browse Meetings

Unlisted Meetiny
g Retum to Quick Scheduler

= Host a Meeting

My Persanal Room Registration: None

Schedule a Meeting
° Require attendee registration

Meet Now
My Meetings Obtain detailed attendee information:
My Recorded First Name Email Last Name
Meetings
Jab Title Company Name Address 1
» SetU
° Address 2 city State
* Support
ZIP/Postal Code Country/region Office Phone
User Guides
Fax
Downloads
Training accept all registration requests
Contact Us
» Level 3 Bave as template

CRORCRCR - JOROROXO)!

Set options using template:

Required Information
Date & Time
Teleconference
Invite Attendees
Registration

Agenda & Welcome
Meeting Options
Altendee Privileges

Review

@ 2016 Level 3 Communications, LLC. All Rights Reserved.
WebEx Privacy | WebEx Terms of Service | Request information about WebEx services

username Log Out

[Meeting Center Defaulf]  ~ (sl

- Required field @

22
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Advanced Scheduler — Agenda & Welcome

Information in the

COMMUNICATIONS

Connecting and Protecting
the Networked World

o T :

Level(3)
Home Meeting Center Event Center Support Center Training Center My WebEx

» Attend a Meeting

Agenda & Customizable Welcome

Browse Meetings

Unlisted Meetiny
g Retum to Quick Scheduler

= Host a Meeting

My Personal Room Agenda:

Agenda will show up in o ™7

Meet Now
My Meetings
My Recorded

the following locations:

« When Participants
first enter their name | "=
& email to join the
meeting e

* Inside the meeting
room on the Meeting

Info tab

User Guides

Info tab templates:  Default Information Tab -

Automatically share Browse
presentation or
document once a
participant joins the
meeting:

Start automatically Continuous play

Advance page every

30 seconds

Allow participants to control presentation or document

Save as template

@EOOOENDOG

Required Information
Date & Time

Tence
Invite Attendees
Registration
Agenda & Welcome
Meeting Options
Altendee Privileges

Review

@ 2016 Level 3 Communications, LLC. All Rights Reserved.
WebEx Privacy | WebEx Terms of Service | Request information about WebEx services

P-ad X

Add/Select Presentation

Upload a file to My Folders:
Select Name
® a

Uploading to: Root

NOTE: ¥ou can upload only UCF files to share automatically, To convert a file to UCF, refer to Help.

Description

Root Faolder Root Folder

File name: Browse...

Select a presentation or document to share automatically:

Select Name Description
[} Root Folder Root Folder
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Advanced Scheduler — Meeting Options

e L-ac X o T &
Level(3)

Home Meeting Center Event Center Support Center Training Center My WebEx username Log Out

» Attend a Meeting

Meeting OptionS Set options using template:  [Meeting Center Defauli] ~ (sl

Browse Meetings

Unlisted Meetiny
g Return to Quick Scheduler - Required field @

= Host a Meeting

M e etl N g O ptl 0 N S Can b e My Persanal Room | Select aptions that you want participants to have when mesting begins

Schedule a Meeting

Changed once |nS|de ::E;:::ES Mseting options: (8] Chat

Video
My Recorded

the conference by the

Required Information
Date & Time
Teleconference

Invite Attendees

CRCX - RORCROROROXO)!

Registration
» SetUp N - N
Turn on high-definition video Agenda & Welcome
Presenter T
¥ View video thumbnails i
User Guides ] Meeting Options:
Downloads Notes Attendee Privileges
Training © Allow all parficipants to take notes Review
Contact Us
Single note taker
» Level 3

Enable closed captioning
File fransfer

Enable UCF rich media for atiendees

Save as template

3 cana

@ 2016 Level 3 Communications, LLC. All Rights Reserved.
WebEx Privacy | WebEx Terms of Service | Request information about WebEx services
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Advanced Scheduler — Attendee Privileges

Attendee Privileges can
be changed once inside
the conference by the
Presenter

p-aclQ x

Home Meeting Center Event Center Support Center Training Center My WebEx

» Attend a Meeting

Browse Meetings
Unlisted Meeting
= Host a Meeting
My Personal Room
Schedule a Meeting
Meet Now
My Meetings
My Recorded
Meetings
» SetUp
* Support
User Guides
Downloads
Training

Contact Us

» Level 3

Attendee Privileges

Return to Quick Scheduler

Select privileges that you want attendees to have when meeting begins: Required Information

Date & Time
Privileges: Save
Teleconference
Print
Invite Attendees
Annotate Registration
View pariicipant list Agenda & Welcome

View thumbnails Meeting Options

Control applications, web browser or deskiop remotely Attendee Privileges

Review

CEOREEEEE

View any document
View any page
Contact operator privately

Participate in private chat with
Host Presenter Other parficipants

Save as template

Schedule Meefing E Cancel

@ 2016 Level 3 Communications, LLC. All Rights Reserved.
WebEx Privacy | WebEx Terms of Service | Request information about WebEx services

Set options using template:

username Log Out

[Meeting Center Defaulf] = ~

«Required field @

3

Connecting and Protecting
the Networked World

COMMUNICATIONS
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Schedule Meeting

Advanced Scheduler — Review (Template

Optional: Once
you've customized
your meeting, click
[Save as template]

(¢ )
Level(3)

L-ac

Home Meeting Center Event Center Support Center Training Center My WebEx

» Attend a Meeting

Browse Meetings
Unlisted Meeting
= Host a Meeting
My Personal Room
Schedule a Meeting
Meet Now
My Meetings
My Recorded
Meetings
» SetUp
* Support
User Guides
Downloads
Training

Contact Us

» Level 3

Review

Return to Quick Scheduler

1) Required Information:

=Schedule for= Myself

<Meeting type> Meeting Center Pro 200
<Meeting topic> Employee Review

=Listed on public calendar= Yes

<Delete from My Meetings when completed= No

2) Date & Time
<Meeting date= Wednesday, April 15, 2038

Save as template

Schedule Meeting

T
Back Cancel

Required Information
Date & Time

Teleconference
Invite Attendees

Registration

DRCIOXORORC)

da & Welcome
Meeting Options

Altendee Privileges

© Revew

@ 2016 Level 3 Communications, LLC. All Rights Reserved.
WebEx Privacy | WebEx Terms of Service | Request information about WebEx services

p-ac|

Save as template

To save your current
settings to an
existing template (to
overwrite), choose it
from the list.

Template name:

Weekly Meeting

Mate

3

Connecting and Protecting
the Networked World

COMMUNICATIONS
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Advanced Scheduler — Review (Schedule Meeting)

s
e 2alc x AR
Level(3)
Home Event Center Support Center Training Center My WebEx username Log Out
» Attend a Meeting .
Rev‘ew Set options using template:  [Meeting Center Defauli] ~ (sl
Browse Meetings
Unlisted Meeting
Retum to Quick Scheduler - Required field @
= Host a Meeting
™ . .
My P I Re
ly Personal Room 1) Required Information: A Q Required Information
Schedule a Meeting =
N =Schedule for> Myself 2) Date & Time
- leet Now
. . o2
O ptl O n aI . O n Ce My Mestings <Meeting type> Meeting Center Pro 200 («J Teleconference
.
My Recorded <Meefing topic> Employee Review @ Invite Attendees
3 L Meetings N
you've customized e e © et
> SetUp <Delete from My Meetings when completed> No (&) Agendaa Welcome
. - * Support -
our meeting, click
y g ’ User Guides 2) Date & Time
Downloads N } (E) Altendee Privileges
H - <Meeting date> Wednesday, April 15, 2020 v
chedule Meeting 0 ree
Contact Us
» Level 3
Schedule Mesting [l Back WS o
@ 2016 Level 3 Communications, LLC. All Rights Reserved. v
WebEx Privacy | WebEx Terms of Service | Request information about WebEx services
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COMMUNICATIONS

Advanced Scheduler — Scheduled Meeting Summary

From this page you can
do the following to your
meeting:

« Start

« Edit

« Cancel

« Add to your calendar

(¢ )
Level(3)

Home Meeting Center Event Center Support Center Training Center My WebEx

» Attend a Meeting

Browse Meetings
Unlisted Meeting
= Host a Meeting
My Personal Room
Schedule a Meeting
Meet Now
My Meetings
My Recorded
Meetings
» SetUp
* Support
User Guides
Downloads
Training

Contact Us

» Level 3

L-ac

Employee Review

Wednesday, April 15, 2020 _10:30 am Eastern Daylight Time (GMT-04:00) = 1 hour = @ Not started
Host: LEVEL 3 TRAINER Q| Edit | Cancel meeting | Add to my calendar

~ Less information

Meeting number: 000 000 000

Meeting link: | https:/level3test webex.com/level3test/j.php?MTI

Host key: 687962
Video address:  Dial 1234567390@level3test webex.com
Audio connection:  1-8885550000 (US) Conference dial-in number

Chairperson Passcode: 1234
Access Code: 9998887

Agenda: 2Q Employee Review

Start

By joining this meeting, you are accepting the Cisco WebEx Terms of Service and Privacy Stalement.

username Log Out

English : New York Time

1O

@ 2016 Level 3 Communications, LLC. All Rights Reserved.
WebEx Privacy | WebEx Terms of Service | Request information about WebEx services
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Meeting Invitation — Host Copy

Click [Join WebEx meeting] to
start your meeting as the Host

Add this meeting to
your email calendar

=]
MESSAGE

All
Delete

To SARAH GARRETT

Wednesday, April 15

G Ignore x & @_ g 2 Meeting [+ Done |; Vi O Rules E 3% Mark Unread %) # Find C)\

& Junk- Delete  Reply Reply Foward

M- 2 Reply & Delete 08 Onehlote Y Related -
¥ Create o] Move o Assign | ! Translate Zoom
W More - reate New - [PActions~  pojicy~ [* Follow Up - . [ Select~

Respond Quick Steps & Move Tags & Editing Zoom

1 Categorize ~

Wed 04/15/2020 10:30 AM
SARAH GARRETT

Employee Review

Hi, SARAH GARRETT,

You are the host for this WebEx meeting.
Host key: 891140 (Use this to reclaim host privileges.)

Employee Review
, 2020
10:30 am | Eastern Daylight Time (New York, GMT-04:00) | 1 hr

Join WebEX meeting
Meeting number; 597 248 579

Join by phone

Conference dial-in number: 1-8885550000 (US)
Chairperson Passcode: 1234
Access Code: 999 888 7

Add this meeting to your calendar.

IMPORTANT NOTICE:
sent during the session to be recorded, which may be discoverable in a legal matter. You should
inform all meeting attendees prior to recording if you intend to record the meeting.

Can't join the meeting? Contact support.

Please note that this WebEx service allows audio and other information

*Your company may elect to customize this email

el(3)

COMMUNICATIONS

Connecting and Protecting
the Networked World
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Meeting Invitation (Registration) — Attendee Copy
EMEM;;: T E - O X

~ N N B . . [ N
& gnare x &@_ &4 E:Meetmg v Done ﬂ Y ‘9 Rules E ¥ Mark Unread a& i Find C)\

pekete | et R Fornn "M 2 Reply & Delete vove Bonetote = 0 Categorzer ) By Related
&5 Junk - Delete eply ;;‘le onwar § Mare - T Creste New ove P Actions Pol\‘(ynv > Follow ranslate aom —
Delete Respond Quick Steps I Move Tags a o-ac . n s
‘Wed 04/15/2020 10:30 AM
SARAH GARRETT Level(3)
Employee Review
To [l Edmond Leclair Register for Employee Review -Requredfield o
. FTH . = First name:
Hi, Lilli Kriiger,
SARAH GARRETT invites you to a WebEx meeting that requires regis + Last name:

= Email address:

Employee Review
Wednesday, April 15, 2020 Job title:
10:30 am | Eastern Daylight Time (New York, GMT-04:00) | 1 hr Company

Register for the Meeting @ .

I your request has been approved, you'll receive instructions for jg

Address 2

Can't register? Contact support. city:

State:
ZIP/Postal Code:

Country/region:
Phone number.  Couniry/Region  Number (with area/city code)
1
Fax number: Country/Region  Number (with area/city code)

1

Remember me

Clear my information

Register Now
.

*Your company may elect to customize this email
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Meeting Invitation — Attendee Copy

Click the attached
[WebEx_Meeting.ics] file
to add to your calendar

Join the meeting

Audio Instructions

—
B

~ o~ R . . = o
# Ignore x £ j (E (i f _)q E‘;Meetlﬂg v Done Vi iRules E % Mark Unread a&) # Find
M- 2 Reply & Delete 1B Onetlote 1 Categorize - B Related
& Junk- Delete  Reply Reply Forward ¥ ove ssign ranslate z
Al W More - Create New - [P Actions+ Policy~ | Follow Up - . [ Select~

Delete Respond Quick Steps & Move Tags & Editing

Wed 04/15/2020 10:30 AM
SARAH GARRETT

Employee Review

Message [ FEH| WebEx_Meeting.ics (4 KE]

Hi, Lilli Kriger,
Your registration for this WebEx meeting has been approved.

Employee Review
Wednesday, April 15, 2020
10:30 am | Eastern Daylight Time (New York, GMT-04:00) | 1 hr

Join WebEx meeting

Meeting number: 000 000 000
Meeting password: Meeting_Pass123
Join from a video conferencing system or application
Dial 123456789@level3test.webex.com

Join by phone

Conference dial-in number: 1-8885550000 (US)

Access Code: 999 888 7

Add this meeting to your calendar. (Cannot add from mobile devices.)

Can't join the meeting? Contact support.

*Your company may elect to customize this email

T EH - O %X

el(3)
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My Meetings — Start, Manage, and Approve Registration

Level(3) Click the number links
__’Mm - SHW.M,- raing Gonter e manage registration

My personal oom MY WebEx Meetings

Click the meeting Topic to; wee e Pending

« Edit or Cancel Meeting | = April 15, 2020 0 Approved

« Manage Registration - Tt eobel [z Qs petrecs

- Add to your Calendar 2" [’ [6 ) € Rejected

* View more info like wom (e )

11:00 am

* Meeting Number

* Audio Connection : —

« Direct Link Click [Start] to initiate

. Host Key your meeting anytime
as the Host
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WebEXx Productivity Tools

WebEXx Productivity Tools provide integration with other programs on your
computer including Word, PowerPoint, and some internet browsers. You can
schedule, start, and join online meetings instantly from your desktop icon
without having to login to your WebEx Microsite.
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WebEXx Productivity Tools

Download and Setup

3

Connecting and Protecting
the Networked World

COMMUNICATIONS

Qo

p-ac| [

Level(3)
Home Meeting Center Event Center Support Center Training Center My WebEx

» Attend a Meeting

Meeting Center: Downloads

Browse Meetings

Unlisted Meeting

Productivity Tools
¥ Hosta Meeting WebEx Productivity Tools allow you to schedule, start, and join meetings
My Personal Room quickly without going to your WebEx site. Simply select the WebEx ball to

Schedule a Meeting add a WebEx meeting to your Microsoft Outiook calendar invitation. The

Windows version also supports integration with other programs, such as IBM

username Log Out

me

About Meeting Center

Service version WBS30
Page version: 30.3.0.10083
Application 30.3.1.10049 E

Meet Now Lotus Notes, Microsoft Office Communicator, Microsoft Lync, and so on. version:
My Meetings
AP version 900
My Recorded Windows | ¥
Meetings
Release Notes
¥ SetUp Describes new features, known
* Suppert issues, and system
o requirements.
User Guides Meeting Center Application “
* Downloads To start or join @ meeting, you will need to download, install, and configure FAQs
Training the WebEx Meeting Center application. The first time you join or start a
Contact Us meeting, the Meeting Center application will automatically be installed; Provides answers (o ihe most
however you can also manually download and install it frequently-asked questions
» Level 3 about Meeting Center

Windows (for Internet Explorer) =

Note: You must have adminisirator privileges on your computer to use this
installer.

Recorder and Players
‘WebEx offers a variety of recorders and players that you can use 1o record,
play, and edit meetings.

To download and learm more about players or the editor, see the Recording
and Playback page.

Feedback

For comments about features or
to request new ones, please
enter the WebEx User
Community and then go to the
Idea Share page.

@ 2016 Level 3 Communications, LLC. All Rights Reserved.
WebEx Privacy | WebEx Terms of Service | Request information about WebEx services
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Download and Setup

L EDER]
Bl el

* | 'WebEx Productivity Tools
Meet Now

Level (3)

Connecting and Protecting
the Networked World

() WebEx Settings

Account |‘Meet Mow" Settings | Preferences I Tools I

—Login Information

Please enter your WebEx account information.

| ter email address or meeting number

OMeet Maow ﬁ loin Meeting

Site URL: I

Example: meetingcenter. webex. com

User name: |

Password: I

¥ Remember my password.

Start Scheduled Meeting

Meet Later

@ Schedule Meeting

ggp Edit WebEx Settings

Forgot your passward?
Change password.

—Language and Location

Language: ENGLISH
Locale: U.S.

Time zone: New York (Eastern Daylight Time, GMT-04:00)

Change settings for WebEx service Web site
To see the most recent changes on the WebEx service Web site, dick Refresh Refresh |

* Required fields
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WebEXx Productivity Tools

Download and Setup — Instant Meetings

Personal () WebEx Settings *
Room Account  Meet Now™ Settings |Preferem:es I Tools I
These settings affect meetings you start with Meet Mow from Microsoft Outlook, the WebEx
Productivity Tools panel, and other applications.
—Meeting Information
SJ Meeting template: IMC: Meeting Cent ;I @
Meeting type: IMeeﬁng Center Pro Meeting ;l
P Use my Personal Room for instant meetings @
Meeting Topic: | SARAH GARRETT's Personal Room E
Meeting passwaord; I
[~ List on public calendar
[~ AskFor my approval when someone joins
rAudio Connection
§‘| Audio connection I'-p‘-.-'ebEx Audio - Account 1 LI
o type:
e Conference dial-in number 1-5005550000 (1LS)
Host access code 1234
Attendes access code 5555887
[¥ Participants receive call back
¥ allow access ta global numbers
[T attendees can also join teleconference before starting time
Entry and exit IND Tone vl
bone:
Tradcking code
Tracking code: I None
Seleck Tracking Code. .. |
* Reguired fields
QK | Apply I Cancel |

or

Level (3)

Connecting and Protecting

the Networked World

() WebEx Settings

Account "Meet Now" Settings |Preferem:es I Tools I

These settings affect meetings you start with Meet Mow from Microsoft Qutlook, the WebEx
Productivity Tools panel, and other applications.

—Meeting Information

Customized
Instant
Meeting

? Meeting template: IMC: Meeting Cent

Meeting type: IMEEﬁng Center Pro Meeting ;l
[~ Use my Personal Room for instant meetings @
B —

- ®

Meeting Topic: I N
Meeting passwaord: I

[~ List on public calendar
[~ Ask for my approval when someone joins

rAudio Connection

31 Audio connection IwebEx Audio - Account 1 ;I
o type:
P Conference dial-n number 1-8005550000 (US)

Host access code 1234

Attendee access code

|v Participants receive call back

v Allow access to global numbers
[T attendees can also join teleconference before skarting kime

Entry and exit |N° Tone vI

tone:

Tracking code

Tracking code: I Mane

CELEITEY

Select Tracking Code... |

* Required fields

0K | Apply I Cancel
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WebEXx Productivity Tools

Download and Setup — Preferences and Tools

“Customized Instant
Meeting” under
Instant Meetings
must be used to
have access to “Start
Meeting Options”

() WebEx Settings

Ar.:muntl "Meet Now” Settings  Preferences |Too|5 I

—Audio Settings

Accounts : WebEx Audio - Account 1 ;I

Conference dial4n number: 1-8005550000 (US)
Host access code: 1234
Attendee access code: 999 888 7

—Program Behavior

[~ Always stay on top of desktop

[~ Start WebEx Productivity Tools panel when Windows starts
v Show Productivity Tools icon on taskbar

¥ Show scheduling function in Productivity Tools panel

rDefault Address Book

* Microsoft Outlook
£ IBM Lotus Motes

*

Level (3)

Connecting and Protecting

the Networked World

—Start Meeting Options

[ Allow me to change meeting topic when meeting starts
[~ Allow me to change meeting password when meeting starts

* Reguired fields

QK | Apply I Cancel

() WebEx Settings

A::countl "Meet Mow™ Setﬁngsl Preferences Tools |

‘You can use WebEx Productivity Tools with the following programs:
—Email and Scheduling

¥ Microsoft Outiook

—Microsoft

V¥ Use WebEx with Microsoft Office

Excel
PowerPoint
Word

¥ Show toolbar in Internet Explorer
¥ Show in Windows right-dick menus (requires reboot)
Mote: Please close and restart the programs for changes to take effect

—Instant Messengers

¥ Use WebEx with instant messenger

[ Lotus Sametime (not detected)
Skype
Lync, OCS

—Mozilla Firefox

v Show toolbar in Firefox

* Required fields

Cancel
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WebEXx Productivity Tools

Address Book
Access to your corporate

address book

4 )
Meet Now

Instantly jump into your

Meeting Center session
without having to schedule

4 _ )
Schedule Meeting

Opens Outlook and allows you to
schedule a WebEXx event, utilizing

\your corporate address book

" ! WebEx Productivity Tools
Meet Mow

| ter email address or meeting number / -

OMeet Mow ﬁ loin Meeting |

Start Scheduled Meeting « e

CCCCCCCCCCCCCC

Connecting and Protecting
the Networked World

4 _ _ )
Join Meeting

Add an email address or meeting
number above to join a conference
(must be on the same WebEX site)

Start Scheduled Meeting
Opens a dialog box with a list of all

Meet Later

@ Schedule Meeting

ﬁ;: Edit WebEx Settings

your meetings for that day. Click

\on a meeting to join it instantly

J

e

.

Customize your WebEXx
Productivity Tools experience

N
Edit WebEx Settings

J
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WebEXx Productivity Tools

Start Scheduled Meeting

* | WebEx Productivity Tools
Meet Mow

el(3)

COMMUNICATIONS

Connecting and Protecting
the Networked World

| ter email address or meeting number

OMeethw ﬁ Join Meeting

start Scheduled Meeting

Meet Later

E Schedule Meeting

@;: Edit WebEx Settings

Q

Start Scheduled Meeting

Select the meeting you want to start:

Topic | Date | Time | Meeting 1D |
Daily Huddle Wednesday, Aprl 0400 PM hh5 555 h5h
Employee Review  Wednesday, April  02:30 PM 000 00O D00

Start I Cancel
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Calendar - Sarah

COMMUNICATIONS

Connecting and Protecting
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Folder View Q Tell me what you want to ¢
iz EFE EEEBREE BB B E &
L =1 e EE Address Boak
New New New Meet Schedule oday Next 7 Day Work Week Month Schedule Open Calendar  E-mail  Share Publish Calendar
Appointment Meeting - ltems~  MNow Meeting ~ Days Week View  Calendar - Groups -  Calendar Calendar Online - Permissions
New WebEx To [ Arrange & Manage Calendars Share Find
<
L] March 2020 r .
4 » Apr\ 2-18, 2020 Washington, D.C. -
SU MO TU WE TH FR SA
23 24 25 26 27 28 29 Calendar  x
1 2 3 4 5 6 7 SUNDAY MONDAY TUESDAY WEDMESDAY THURSDAY FRIDAY SATURDAY
8 9 10 11 12 13 14
12 13 14 15 16 17 18
15 16 17 18 19 20 21
22 23 24 25 26 27 28
29 30 3 g
April 2020
SU MO TU WE TH FR SA
i 2 3 4
5 6 7 & 910N 9
12 13 14 15 e 17 18
19 20 21 22 23 24 25
26 27 28 29 30 1 2
3 4 5 & 7 8 9
10
4 m| My Calendars
Calendar 1
[ Other Calendars 11
4 (m| Shared Calendars
[/] Calendar - Ewan Cartwright
12
1
M as E ses
2
Items: 5

Tomorrow Thursday

[’
W 58°F/45°F 51°F/38°F

4 Calendar - Ewan Cartwright
SUNDAY MONDAY

12 13

~
Search Calendar (Ctri=E) P
TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
14 15 16 17 18
[+]

O B -———+ 10
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WebEXx Productivity Tools
Scheduling in Outlook (Audio Only)

Meeting

x 7 Calendar

Delete

Actions

93 Forward "

Insert Format Text Review ‘:;' Tell me what yo

O El i}-@ WA 5‘( @ .:,,%@ a Zshow A | M Busy

Add WebEx  Appointment Scheduling Meeting Cancel Address Check Response
Meeting - Assistant Notes Invitation Book MNames Options~

1 vou haven't sent thi

To,.
Subject
Send
Location
Start time
End time

Untitled - Meeting

. O @ = ==I Private

‘t- Add Personal Conference Meeting

" ! High Importance ]
. |Recurrence Time Room Categorize Office
Zones | Finder - Low Importance  add-ins
[F1 Tags Add-ins
@) WebEx Settings

To schedule an Audio Meeting, select your Audio Conference Provider below.

Audio Conference

g-. Conference Type: |\WebEx Account 1
ZZ

Conference dial4n number:1-8885550000
Chairperson Passcode: 1234
Acress Code: 9998887

COMMUNICATIONS

Connecting and Protecting
the Networked World

Room Finder

4 April 2020

Su Mo Tu We Th

29 30 31 1
5 &6 7 8 9

12 13 14 15 16

19 20 21 22 23
26 27 28 29 30

[ |Good [ |Fair [ Poor

Choose an available raom:

None

Suggested times:

(D switch to WebEx Meeting oK

In Shared Folder F(‘_, Calendar

Suggestions cannot be
provided because free/busy
data could not be retrieved,




WebEXx Productivity Tools
Scheduling in Outlook (Audio Only)

3

COMMUNICATIONS

Connecting and Protecting

Untitled - Meeting

the Networked World

Meeting Insert Format Text Review ‘:;' Tell me what you want to

X catencr O ] EE? ﬁ 5‘( (2 .:,,%@ a Rshowss Wewy - Y @ &

[ 1] Private
- . c " i ! High Importance ]
Delete Q,Forward .  AddWebEx Appointment Scheduling Meeting Cancel Address Check Response Reminder |15 minutes . |Recurrence Time Room Categorize lamm] Office
Meeting - Assistant Notes Invitation Book MNames Options~ Zones | Finder - ow Importance  adg-ins
Actions WebEx Show Meeting Motes Attendees Options [F1 Tags Add-ins

) Vou haven't sent this meeting invitation yet.

1= - - |
Subject ‘(Provnde your own “Subject”) |
send Location ‘(Provide your own “Location”) - | Rooms...
Start time ‘Wed 04/15/2020 D“—| ‘B:OOAM - | [] All day eyent
Endtime | Wed 04/15/2020 |:|.T| 500 AM -|

— 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.

In Shared Folder F(‘_, Calendar

Room Finder ~ %

4 April 2020 »

Su Mo Tu We Th Fr Sa
29 30 31 1 2 3 4
5 6 7 8 9 101
12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 29 30 “

[ |Good [ |Fair [ Poor

Choose an available raom:

None

Suggested times:

Suggestions cannot be
provided because free/busy
data could not be retrieved,
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WebEXx Productivity Tools

Untitled - Meeting

File Meeting Insert Format Text Review Q Tell mew Vi o do...
=(T) Ew 2zl 88 ﬁ ' nm Private
= 3 o I g = - (2]
Xaoww Q NN E B REHED awwmn O Gl B0
Delete Q,Forward .  AddWebEx Appointment Scheduling Meeting Cancel Address Check Response Reminder |15 minutes . |Recurrence Time Room Categorize sl Office
Meeting - Assistant Notes Invitation Book MNames Options~ Zones | Finder - ow Importance  adg-ins
Actions WebEx Show Meeting Motes Attendees Options [F1 Tags Add-ins

) Vou haven't sent this meeting invitation yet.

Scheduling in Outlook (Audio Only) — Host/Attendee Emaill

Level (3)

Connecting and Protecting

Subject ‘(Provide your own “Subject”)

Location ‘(Provide your own “Location”)

Start time ‘WethS.’ZOZO D“—| ‘B:OOAM -| All day eyent

Endtime | Wed 04/15/2020 |:|.T| 500 AM -|

'| Rooms...

— 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.

SARAH GARRETT invites you to attend an audio conference.

Conference dial-in number:1-8885550000
Access Code: 9998887

Hosts, to get your host access information, go to Preferences in WebEx Productivity
Tools or go to the Preferences page on your WebEX site:

https://level3test.webex.com/mw0401Isp12/mywebex/preference.do?siteurl=level3test

*Your company may elect to customize this email

In Shared Folder F(‘_, Calendar

Room Finder

4 April 2020
Su Mo Tu We Th
29 30 31 1 2
5 &6 7 8 9
12 13 14 15 16

19 20 21 22 23 24 25
26 27 28 29 30 “

[ |Good [ |Fair [ Poor

Choose an available raom:

the Networked World

A~

v X

4
Fr Sa
3 4
10 1
17 18

None

Suggested times:

provided because free/|

Suggestions cannot be

data could not be retrieved,

busy
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Scheduling in Outlook (Personal Room)

Untitled - Meeting

3

Connecting and Protecting
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COMMUNICATIONS

Meeting Insert Format Text Review ‘:;' Tell me what you want to

=(T) Ew 2zl 88 ﬁ ' nm Private

= 3 0 | o -

x 8, Calendar O El = - X ! Vo <« Lshow s |Miusy o @ & I ! High Impertance

Delete (5 Foryard o Add WebEx  Appaintment Scheduling Meeting Cancel Address Check Response Reminder |15 minutes . |Recurrence Time Room Categorize Office
sl Meeting - Assistant Notes  Invitation Book Mames Options~ Zones | Finder - ¥ LowImportance  add-ins
Actions

Options [F1 Tags Add-ins
1 vou haven't sent thi .
e Add WebEx Meeting

Room Finder ~ %

| 4 April 2020 »
| Su Mo Tu We Th Fr Sa

To,.
1=1
Subject
Send
Locati
e l Add Personal Room
Start time
End time

'| Rooms. -

= 5 6 7 8 9 101
12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 29 30

‘t- Add Personal Conference Meeting

Static invitation link every time you schedule

In Shared Folder F(‘_, Calendar

[ |Good [ |Fair [ Poor

Choose an available raom:

None

Suggested times:

Suggestions cannot be
provided because free/busy
data could not be retrieved,
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WebEXx Productivity Tools

Scheduling in Outlook (Personal Room)

Untitled - Meeting

Level (3)

Connecting and Protecting
the Networked World

Meeting Insert Format Text Review ‘:;' Tell me what you want & .
=0 8% n Private
= 1 ™ [k &% ﬁ = nre"
Xaoww Q NN E B REHED awwmn O Gl B0
Delete Q,Forward .  AddWebEx Appointment Scheduling Meeting Cancel Address Check Response Reminder |15 minutes . |Recurrence Time Room Categorize Office
Meeting - Assistant Notes Invitation Book MNames Options~ Zones | Finder - Low Importance | add-ins
Actions WebEx Show Meeting Motes Attendees Options [F1 Tags Add-ins

) Vou haven't sent this meeting invitation yet.

|
= Subject ‘SARAH GARRETT's Personal Room |
send Location ‘(Provide your own “Location”) - | Rooms...
Start time ‘Wed 04/15/2020 D“—| ‘B:OOAM - | [] All day eyent
Endtime | Wed 04/15/2020 |:|.T| 500 AM -|

— 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.

Static invitation link every time you schedule

In Shared Folder F(‘_, Calendar

Room Finder

4 April 2020
Su Mo Tu We Th
29 30 31 1 2

5 6 7 8 9 101
12 13 14 15 16 17 18
19 20 21 22 23 24 25

26 27 28 29 30

[ |Good [ |Fair [ Poor

Choose an available raom:

Fr Sa
3 4

None

Suggested times:

Suggestions cannot be

provided because free/busy
data could not be retrieved,
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WebEXx Productivity Tools

Scheduling in Outlook (Personal Room) — Host Invite

Meeting Insert Format Text Review ‘:;' Tell me what you want &

Untitled - Meeting

3

Connecting and Protecting
the Networked World

COMMUNICATIONS

x 7 Calendar O El ﬁ 5‘(

Private

33} .:,}@ a 22 show A | Busy - O g; &

! High Importance

Delete Q,Forward .  AddWebEx Appointment Scheduling Meeting Cancel Address Check Response Reminder |15 minutes . |Recurrence Time Room Categorize sl Office
Meeting - Assistant Notes Invitation Book MNames Options~ Zones | Finder - ow Importance  adg-ins
Actions WebEx Show Meeting Motes Attendees Options [F1 Tags Add-ins

) Vou haven't sent this meeting invitation yet.

Room Finder ~ %

April 2020 »

Tu We Th Fr Sa

= Subject ‘SARAH GARRETT's Personal Room

send Location ‘(Provide your own “Location”)
Start time ‘Wed 04/15/2020 D“—| ‘B:OOAM . | [] All day eyent
End time ‘wm 04/15/2020 |:|.T| ‘Q:OOAM -|

-- Do not delete or change any of the following text. —

Join me now in my Personal Room.

Join WebEx meeting
https:/flevel3test webex.com/fjoin/SGarrett | 000 000 000

Join from a video conferencing system or application
Dial SGarretti@level3test webex.com

start the meeting.

Join by phone
1-8885550000 Conference dial-in number
Access Code: 999 888 7

Show global numbers

‘Can't join the meeting? Contact suppaort.

If you are the host, you can also enter your host PIN in your video conferencing system or application to

*Your company may elect to customize this email

[ |Good [ |Fair [ Poor

Choose an available raom:

None

Suggested times:

Suggestions cannot be
provided because free/busy
data could not be retrieved,

In Shared Folder F(‘_, Calendar

46




WebEXx Productivity Tools
Scheduling in Outlook (WebEx + Audio)

Untitled - Meeting

3

Connecting and Protecting
the Networked World

COMMUNICATIONS

Meeting Insert Format Text Review ‘:;' Tell me what you want to

=(T) Ew 2zl 88 ﬁ ' nm Private

= 3 0 | o -

x 8, Calendar O El = - X ! Vo <« Lshow s |Miusy o @ & I ! High Impertance

Delete (5 Foryard o Add WebEx  Appaintment Scheduling Meeting Cancel Address Check Response Reminder |15 minutes . |Recurrence Time Room Categorize Office
il eeting - Assistant Notes Inyitation ook _HNames Options - Zones Finder - ¥ LowImportance  add-ins
Actions - —

Options [F1 Tags Add-ins
1 vou haven't sent th .
o Add WebEx Meeting

Room Finder ~ %

| 4 April 2020 »

| Su Mo Tu We Th Fr Sa

To,.
1=1
Subject
Send
Locati
e l Add Personal Room
Start time
End time

'| Rooms. -

= 5 6 7 8 9 101
12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 29 30

‘t- Add Personal Conference Meeting

Different invitation link every time you schedule

In Shared Folder F(‘_, Calendar

[ |Good [ |Fair [ Poor

Choose an available raom:

None

Suggested times:

Suggestions cannot be
provided because free/busy
data could not be retrieved,
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WebEx Productivity Tools Level(3)

COMMUNICATIONS

Connecting and Protecting
the Networked World

Scheduling in Outlook (WebEx + Audio)

9] WebEx Settings @ WebEx Settings @ WebEx Settings

—Meeting Information Meeting Information —Meeting Information
@ Meeting template: | MC: Weekly Meeting v @ @ Meeting template: | MC: Weekly Meeting v @ @ Meeting template: | MC: Weekly Meeting v@
Service type: | Meeting Center Pro 200 vl Service type:  Meeting Center Pro 200 v Service type: | Meeting Center Pro 200 v]
Meeting password: | | Meeting password: | | Meeting password: | |
Exclude password from email invitation Exclude password From email invitation Exclude password Fram email invitation
[] List on public calendar [] List on public calendar List on public calendar
[] Attendees can join meeting 5 minutes before starting time [[] Attendees can join meeting 5 minutes before starting time [] Attendees can join meeting 5 minutes befare starting time

Audio & Tracking ll Registration I Resources Audio & Tracking | Registration §Resources I Audio & Tracking I Registration

Audio Conference

- .
. = Attendees can register prior to join @ meeting by entering their ;‘ i Bionih i -
g‘g} Loty o |WEbEK = L= 2 hd éd name and email address. This allows you to accept or deny entry '-} Pl |DE1’EL"It Information Tab ~
s izl - into your meeting. ] .

Eﬂ;ﬁi’;’;ﬁﬂ:&’;‘ﬂ ber 123285550000 FlEvez fxE @[] eamond Leclair

Access Code 5908887 Require attendee registration [ Jiro Ito

Participants receive call back [ Lilli Kriiger

Automatically accept all registrations

Allow access to global numbers Automatically play the presentation before the host joins the meeting:

Attendees can also join teleconference before starting time |

= Required fields = Required fields

= Required fields
oK || Cancel oK || Cancel K || Cancel
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WebEXx Productivity Tools

Scheduling in Outlook (WebEx + Audio)

Untitled - Meeting

COMMUNICATIONS

Connecting and Protecting
the Networked World

Meeting Insert Format Text Review ‘:;' Tell me what you want to

x IR Calendar O El E ﬁ 5\( @ .:,,%@ a

r
Delete Q,Forward .  AddWebEx Appointment Scheduling Meeting Cancel Address Check Response
Meeting - Assistant Notes Invitation

Book MNames Options -

ZZshow As: M Busy - O

Reminder |15 minutes . |Recurrence Time Room Categorize

@ |2

Private

! High Importance

Room Finder ~ %

4 April 2020 »

| Su Mo Tu We Th Fr Sa

Zones [EIEER - Low Importance
Actions WebEx Show Meeting Motes Attendees Options [F1 Tags
) Vou haven't sent this meeting invitation yet.
|
= Subject ‘(Provide your own “Subject”)
send Location ‘(Provide your own “Location”)
Start time ‘Wed 04/15/2020 D“—| ‘B:OOAM - | [] All day eyent
Endtime | Wed 04/15/2020 |:|.T| 500 AM -|

'| Rooms. -
= 5 6 7 8 9 101

12 13 14 15 16 17 18

19 20 21 22 23 24 25

26 27 28 29 30

— Do not delete or change any of the following text. —

save or send this invitation.

In Shared Folder F(‘_, Calendar

A WebEx meeting has been added. Meeting details will replace this section after you

[ |Good [ |Fair [ Poor

Choose an available raom:

None

Suggested times:

Suggestions cannot be
provided because free/busy
data could not be retrieved,
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WebEXx Productivity Tools

Scheduling in Outlook (WebEx + Audio) — Host/Attendee Email

Untitled - Meeting

COMMUNICATIONS

Connecting and Protecting
the Networked World

Meeting Insert Format Text Review

x 7 Calendar O El E

‘:;' Tell me what you want to

B XEHD 2w O Gfd B

! High Importance

Room Finder ~ %

| 4 April 2020 »

Delete Q,Forward .  AddWebEx Appointment Scheduling Meeting Cancel Address Check Response Reminder |15 minutes . |Recurrence Time Room Categorize sl Office
Meeting - Assistant Notes Invitation Book MNames Options~ Zones | Finder - ow Importance  adg-ins
Actions WebEx Show Meeting Motes Attendees Options [F1 Tags Add-ins
) Vou haven't sent this meeting invitation yet.
Subject ‘(Provnde your own “Subject”)
Send
Location ‘(Provide your own “Location”)

| Su Mo Tu We Th Fr Sa

Start time ‘WethS.’ZOZO D“—| ‘B:OOAM -| [] All day eyent

Endtime | Wed 04/15/2020 |:|.T| 500 AM -|

29 30 31 1 2 3 4
e || s 6 70 s w0

12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 29 30 “

Join WebEx meeting
Meeting number: 590 579 346

Join by phone
Access Code: 999 888 7

Need the host key? Go here.

Can't join the meeting? Contact support.

-- Do not delete or change any of the following text. —

Conference dial-in number: 1-8885550000 (US)

IMPORTANT NOTICE: Please note that this WebEx service allows audio and other information sent during the session to be recorded,
which may be discoverable in a legal matter. By joining this session, you automatically consent to such recordings. If you do not
consent to being recorded, discuss your concemns with the host or do not join the session..

*Your company may elect to customize this email

[ |Good [ |Fair [ Poor

Choose an available raom:

None

Suggested times:

Suggestions cannot be
provided because free/busy
data could not be retrieved,

In Shared Folder F(‘_, Calendar
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WebEXx Productivity Tools
Tools — Share This File

Productivity

Select a
Scheduled
Meeting

Or

Click [Cancel]
to start an
Instant
Meeting

File
-1

Paste

Home
Cut

Copy

- ' Farmat Painter

Clipboard

Page 1 of 1

133 words

]

el(3)

COMMUNICATIONS

Connecting and Protecting
the Networked World

E\ \[50# & Employee performance review form.docx - Word
Insert Design Layout References Mailings i Q Tel me what you want to do... F_}_ Share
. o = . 1 1— e L Find = =
Arial (Heading ~ (12 = A" A7 | Aa~ | 8 = -i=-e- 832 4 T | onceos AaBbC AaBbCc 43BbCcDIE  AaBbCcDAE AABBCCOD  AsBbCcDdf  AaBbCcDdE T O =
Zac Replace
B I U-aex, x° [A-3%-A- =~ CheckBox T Compan... [THeading 1) THeading2 THeading3 Heading4 Heading5  Thalic  TNommal |<| | Share  QVebEx
Select™ N This File | -
Font ] Paragraph ] Styles ] Editing VWCDEX -
i g S o303 o8 e 5§ . 7 .. . A
= X
Q Start Scheduled Meeting -
Level 3)
Employee Perf  Select the meeting you want to start:
Employee Info Topic | Date | Time | Meeting ID |
Name Daily Huddle Wednesday, Aprl 000 PM h55 555 555
Job Title Employee Review  Wednesday, Aprl  02:30 PM (00 000 000
Department
Review Period
Ratings |
|® ) Share This File
Job Knowledge
Comments
Work Quality |Enter email address or meeting number
Comments Start Cancel |
Attendance/Punctual Start Cancel
c
Initiative
Comments

Communication/Listening Skills

Comments

Dependability

Comments

Overall Rating (sverage the rating numbers above)

0z

BE B B - 1 + 100%
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WebEx Productivity Tools Level(3)

Connecting and Protecting
the Networked World

Productivity Tools — Access to WebEx Features

E\ \[50# Employee performance review form.docx - Word O
Home Insert Design Layout References Mailings i i Q Tell me what you want to do... F_}_ Share
L Cut . P £ Find -
B Arial (Heading ~ |12~/ A" A" Aa- 4 casncenos AaBbC  AaBbCc AaBbCCDOE  AaBbCCDAE AABBCCOD  AsBbCCDOE  AaBbCEDOE o oot O B
Copy Zac Replace
Pavste LA — B I U ~-abex x° A~ A~ Check Box T Compan.. THeading 1/ THeading 2 THeading3 Heading4 Heading 5 T ltalic TNormal |z [E Femio Ti?;;;e -
Clipboard ] Font ] Paragraph ] Styles ] Editing We R
L i -g‘-|--‘1---|‘--Z-‘-|---J---|-‘-4--‘|---5‘--|--‘6---|---7-‘-Q- oStEI’tMEEtIﬂgNDW
l,:" Start Personal Conference Meeting
E Start a Scheduled Meeting
Level(3) @ Schedule a Meeting...
] Employee Performance Review “I loin a Meetin g
. Employee Information
- ._0 .
; Name Employee ID 5 WebEx Settings...
] Job Title Date HElp
. Department Manager
N Review Period About WebEx Productivity Tools
T 1="Poor 2 = Fair 3 = Safisfactory 4 = Good 5 = Excellent
. Job Knowledge
rf' Comments
Work Quality
] Comments
) Attendance/Punctuality
ﬂ_‘ Comments
Initiative
N Comments
. Communication/Listening Skills
Lf' Comments
Dependability
] Comments
Overall Rating (sverage the rating numbers above)
P‘agﬂ of 1 133words [[F B8 B - ] + 100%
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nnnnnnnn ing and Protecting
the Networked World

Navigating the Meeting
Room & Managing Attendees

Designed to acquaint the user with the landscape of the meeting
room and highlight the tools and privileges available to control
attendee interactions while in a session.
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Inside the Meeting Manager
Quick Start Tab

Level (3)

Connecting and Protecting
the Networked World

Q

Cisco WebEx Meeting Center

Quick Start l Meeting Info

- o x
File Edit Share View Audio Participant Meeting Help
_ 1= ® @® g8 .
AP MR Participants Chat Recorder Notes
¥ Participants L X
Employee Review Speaking: SARAH GARRETT
() SARAH GARRETT (Host. me) -
Host:  LEVEL 3 TRAINER f \ camond Loclai
Meeting number: 594 150 124 QUiCk Stal’t Tab IS mond Leclair
. Jirolto
® Record | End Meeting Access to WebEXx sharing, recording, X Lill Kidger

audio, and quickly inviting
participants. This area is also known
Gs the ‘Content Viewer’.

J

\ 2

Connect to Audio Share Screen Invite & Remind

Copy Meeting URL

Maura Coughlin
\, Ofelia Delgado

\
8 Participant Panel

View and manage users
in the conference

Chat Panel

Communicate publicly or
privately with Participants

end to: | Everyone -

t a participant in the Send to menu first, type chat message, and send

J
0 Connected ®
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Inside the Meeting Manager

Quick Start Tab

Q

Level (3)

Connecting and Protecting
the Networked World

File Edit Share View Audio Participant Meeting Help

Quick Start I Meeting Info l

Cisco WebEx Meeting Center

+ New Whiteboard

Employee Review

Host: SARAH GARRETT

URL: level3test.webex.com/meet/SGarrett

Meeting number: 000 000 000

Video address: SGarrett@level3testwebex.com

Audio connection: Conference dial-in number 1-8885550000 {US)

View global numbers
Access Code: 999 888 7
Attendee ID: #4 2%

4 Meeting Info Tab

meeting, like: dial in numbers,
global numbers, meeting

number, and access code

.

Provides information about your

\

J

- O X
1= o @® g8 .
Participants Chat Recorder Motes
¥ Participants Lo T
Speaking: SARAH GARRETT
() SARAH GARRETT (Host. me) -
@ ‘. Edmond Leclair
. Jirolto
X Lilli Kriiger 1.4
Maura Coughlin
\, Ofelia Delgado
v, Callin User_1
L Tobias Rynell
¥ Chat X
Send to: | Everyone -
Select a participant in the Send to menu first, type chat message, and send
send...
0 Connected ®
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Inside the Meeting Manager
Joining Audio

OMMUNICATIONS

Connecting and Protecting
the Networked World

Q Cisco WebEx Meeting Center P
File Edit Share View Audic Participant Meeting Help
. A= ® @ g8 .
Quick Start Meeting Info + New Whiteboard Participants Chat Recorder Notes
¥ Participants Lo T
Emp|oyee Rev|ew Speaking: SARAH GARRETT
() SARAH GARRETT (Host. me) [ TN ¢
Host:  LEVEL 3 TRAINER O ‘. Edmond Leclair
Meeting number: 594 150 124
. Jirolto
® Record End Meeting X Lilli Kriiger L4
Maura Coughlin
\, Ofelia Delgado
v, Callin User_1
obias nei
L. Tobias Rynell
l ¥ Chat x
Connect to Audio Share Screen Invite & Remind
see ses Copy Meeting URL
Send to:  Everyone -
ct a participant in the Send to menu first, type chat message, and send
0 Connected ®
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Inside the Meeting Manager

Joining Audio — Call Me

Q

File Edit Share View Audio Participant Meeting

Quick Start Meeting Info

Employee Review

Host:  LEVEL 3 TRAINER
Meeting number: 594 150 124

® Record End Meeting

Audio Connection

{:‘ Call Me

The meeting will call you.

Cisco WebEx Meeting Center

Level (3)

Connecting and Protecting
the Networked World

> 1willCallln

() Call Using Computer

Change settings

Ire Screen

hve

Invite & Remind

Copy Meeting URL

=+ MNew Whiteboard Participants

¥ Participants

Speaking: SARAH GARRETT

Chat

() SARAH GARRETT (Host. me)

@ ‘. Edmond Leclair
. Jirolto
X Lilli Kriiger
Maura Coughlin
\, Ofelia Delgado
v, Callin User_1

L Tobias Rynell

¥ Chat

end to:  Everyone

elect a participant in the Send to menu first, type

- O X
@ g8 .
Recorder Notes
Lo T
-y
x
-
e chat message, and Send
0 Connected ®

You must use a direct phone number in order for the system to call you
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Inside the Meeting Manager

Joining Audio — Call Me

Q

File Edit Share View Audio Participant Meeting Help

Cisco WebEx Meeting Center

Level (3)

Connecting and Protecting
the Networked World

Quick Start Meeting Info

Employee Review

Host:  LEVEL 3 TRAINER
Meeting number: 594 150 124

® Record End Meeting

o Audio Connection

Enter phone number:

HE -

= 770-555-1234 -

Remember phone number on this
computer

.
Share Screen

Invite & Remind

Copy Meeting URL

+ New Whiteboard

Participants Chat
¥ Participants
Speaking: SARAH GARRETT
() SARAH GARRETT (Host. me)
@ ‘. Edmond Leclair
. Jirolto
X Lilli Kriiger
Maura Coughlin
\, Ofelia Delgado
v, Callin User_1

L Tobias Rynell

¥ Chat

end to:  Everyone

t a participant in the Send to menu first, t

- O X
@ g8 .
Recorder Notes
Lo T
-y
x
-
t, type chat message, and Send
0 Connected ®

Phone connections will appear next to your name
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Inside the Meeting Manager

Joining Audio — | Will Call In

Q

File Edit Share View Audio Participant Meeting

Quick Start Meeting Info

Employee Review

Host:  LEVEL 3 TRAINER
Meeting number: 594 150 124

® Record End Meeting

Audio Connection

{:‘ Call Me

The meeting will call you.

Cisco WebEx Meeting Center

vel(3)

OMMUNICATIONS

Connecting and Protecting
the Networked World

> 1willCallln

() Call Using Computer

Change settings

hve

S

re Screen Invite & Remind

Copy Meeting URL

- O
+ Mew Whiteboard Patp;ﬂs gat Reg‘]er Es v
¥ Participants Lo T
Speaking: SARAH GARRETT
) SARAH GARRETT (Host, me) LI -4
@ ‘. Edmond Leclair
. Jirolto
X Lilli Kriiger 1.4
Maura Coughlin
\, Ofelia Delgado
v, Callin User_1
L Tobias Rynell
¥ Chat X
Send to: | Everyone -
Select a participant in the Send to menu first, type chat message, and send

send...

0 Connected ®
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Inside the Meeting Manager

Joining Audio — | Will Call In

Q

Eile Edit Share View Audic Participant Meeting H

Quick Start Meeting Info

Employee Review

Host:  LEVEL 3 TRAINER
Meeting number: 594 150 124

® Record End Meeting

Audio Connection *

+1-888-555-0000 (US Toll free)
+1-770-555-0000 (US Toll)
All global call-in numbers

Level (3)

Connecting and Protecting
the Networked World

hare Screen

Cisco WebEx Meeting Center

Invite & Remind

Copy Meeting URL

+ New Whiteboard

2= ®

Participants Chat

¥ Participants
Speaking: SARAH GARRETT

() SARAH GARRETT (Host. me)
@ ‘. Edmond Leclair

. Jirolto

X Lilli Kriiger

Maura Coughlin
\, Ofelia Delgado
v, Callin User_1

L Tobias Rynell

¥ Chat

Send to:  Everyone

t a partidipant in the Send to menu firs

- O X
@ g .
Recorder Notes
3 X
-y
x
-
t, type chat message, and Send
0 Connected ®

Phone connections will appear as ‘Call-In User_#’
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Inside the Meeting Manager

Joining Audio — Call Using Computer

Q

File Edit Share View Audio Participant Meeting

Quick Start Meeting Info

Employee Review

Host:  LEVEL 3 TRAINER
Meeting number: 594 150 124

® Record End Meeting

Audio Connection

{:‘ Call Me

The meeting will call you.

> 1willCallln

x

Cisco WebEx Meeting Center

Level (3)

Connecting and Protecting
the Networked World

() Call Using Computer

Change settings

S

hve

-Aare Screen

Invite & Remind

Copy Meeting URL

+ New Whiteboard

Participants Chat
¥ Participants
Speaking: SARAH GARRETT

() SARAH GARRETT (Host. me)
@ ‘. Edmond Leclair

. Jirolto

X Lilli Kriiger

Maura Coughlin
\, Ofelia Delgado
v, Callin User_1

L Tobias Rynell

¥ Chat

Send to: | Everyone

<,

send...

ct a participant in the Send to menu first, type chat message, and

@ g .

Recorder Notes

Send

0 Connected ®
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Inside the Meeting Manager

Joining Audio — Call Using Computer

Q

File Edit Share View Audio Participant Meeting Help

Quick Start Meeting Info

Employee Review

Host:  LEVEL 3 TRAINER
Meeting number: 594 150 124

® Record End Meeting

Audic Connection

®

—

Using Computer for Audio
¢ High Definition Audio D..

2 | High Definition Audio D..

Change settings

Disconnect Audio

Switch Audio

*

Cisco WebEx Meeting Center

Level (3)

Connecting and Protecting
the Networked World

.“ L
Share Screen Invite & Remind

ses Copy Meeting URL

=+ MNew Whiteboard Participants

¥ Participants

Speaking: SARAH GARRETT

Chat

() SARAH GARRETT (Host. me)

@ ‘. Edmond Leclair
. Jirolto
X Lilli Kriiger
Maura Coughlin
\, Ofelia Delgado
v, Callin User_1

L Tobias Rynell

¥ Chat

Send to:  Everyone

Select a participant in the Send to

send...

to menu first, type chat message, and send

@ g .

Recorder Notes

0 Connected ®

Disconnect or control audio levels (including

microphone)
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Inside the Meeting Manager ~ EEVES

Connecting and Protecting
the Networked World

Roles Inside the Meeting

HOST PRESENTER ATTENDEE

Schedules and facilitates Designated by Host Can become a Presenter

sessions

Invites attendees before or Controls what others see in Raise hand

during sessions the content viewer

Starts and ends sessions Shares files and web content | Participate in polls

Can make someone else the | Demonstrates live applications | Can be given remote control of

Presenter or Host or desktop a Presenter’s application,
desktop or browser*

Expels attendees if necessary | Sets attendee privileges Take notes*

Can Restrict Access to the Conducts polls Record the meeting locally*

session

*Presenter must grant access
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Inside the Meeting Manager
Attendees & Audio — Right Click

el(3)

COMMUNICATIONS

Connecting and Protecting
the Networked World

Cisco WebEx Meeting Center

Right click on an Attendee
Select [Mute] or [Mute All]

- O X
) 17 , @ v
P MEITEEEE Participants Chat Recorder Notes
¥ Participants L %
Speaking: SARAH GARRETT
() SARAH GARRETT (Host. me) -
@ ‘. Edmond Leclair
. Jirolto
X Lilli Kriiger
Maura
\, Ofelia ;;\, Change Role To
v, Callin
. Tobias Pass Keyboard and Mouse Control
Allow to Annotate
Assign Privileges...
———  Mute
¥ Chat
: Unmute
———)y  Ute All
Unmute All
Chat
Send to:  Everyone -
Select a participant in the Send to menu first, type chat message, and send
0 Connected ®
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Inside the Meeting Manager
Attendees & Audio — Right Click

Cisco WebEx Meeting Center

Q
Flle Edit Share View Audio Participant Meeting Help

DEBEHEE Mesting Info P MEITEEEE Pamc\pa-nts Chat Recorder  Motes

¥ Participants L %
13 ”» H [] Speaking: SARAH GARRETT
« Ared “X" will appear next to the Attendee's phone ) SARAH GARRETT e e St
@ ‘. Edmond Leclair
. Jirolto

« Ared Mute icon will also appear to the right of the
L Lilli Kriiger

¥ Maura Coughlin

Attendee’s name
Y\, Calkin User_1

L Tobias Rynell

¥ Chat

0 Connected ®
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Inside the Meeting Manager
Attendees & Audio — Left Click

el(3)

COMMUNICATIONS

Connecting and Protecting
the Networked World

Q

Quick Start

Meeting |

Unmute
Mute All
Unrmute All

Mute on Entry

Entry and Exit Tone

Invite and Remind...

Copy Meeting URL
Anyone Can Share
Assign Privileges...

Lhange Rele To

Reclaim Host Role...

Expel

Ctrl+M
Ctrl+M

Ctrl+ Alt+5

Ctri+K

Cisco WebEx Meeting Center

Alternatively you can left click
an Attendee and select the
Participant menu

+ New Whiteboard

2= ®

Participants Chat

¥ Participants
Speaking: SARAH GARRETT

() SARAH GARRETT (Host. me)
@ ‘. Edmond Leclair

. Jirolto

X Lilli Kriiger

Mauraf “qughlin
\, Ofelia do
v, Callin User_1

L Tobias Rynell

¥ Chat
Send to:  Everyone

Select a participant in the Send to menu fi

- O X
@ v
Recorder Noti
3 X
(O 1
x
-
rst, type chat message, and send
0 Connected ®
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Inside the Meeting Manager
Passing Rights

el(3)

COMMUNICATIONS

Connecting and Protecting
the Networked World

Q Cisco WebEx Meeting Center

File Edit Share View Audio Participant Meeting Help

Quick Start Meeting Info

* Right click on an Attendee
« Select [Change Role To]
» Select Presenter, Host, Note Taker, or Closed Captionist
* Presenter: the only one that can share content inside the
conference
» Host: there must be a Host inside the conference in order for
the meeting to continue
« Note Taker: one person will be assigned the ability to create
notes, these notes may be shared with the conference and
saved
* Closed Captionist: one person will type and publish text of
the spoken conference for the hearing impaired

- O x
_ 1= ® @® v
(S Participants Chat Recorder Mot
¥ Participants Lo T
Speaking: SARAH GARRETT
() SARAH GARRETT (Host. me) -
@ ‘. Edmond Leclair
. Jirolto
UX Lilli Kriiger
Change Role To 3 0 Presenter
Pass Keyboard and Mouse Control Host
Allow to Annotate Mote Taker
Assign Privileges... Closed Capticnist

Mute
Unmute
Mute All

Unmute All

Chat
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Presenting Content to
Your Attendees

Organize meeting related information and activities in one
centralized place. Share easily and work together effectively
while showing content from your computer.
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Sharing Content

Overview

Sharing Option

MMMMMMMMMMMMMM

ecting and Protecting

th Networked Wo

Best Practice

rid

My Screen

Share multiple applications at once

Select any monitor

Application or
Web Browser

Share one application while hiding others on your
desktop

Demonstrate or make changes to live programs
(like Excel, Word or Proprietary software)

File (Including Video)...

Share a file or a video clip

Load multiple documents (viewed as individual
tabs)

Web Content

Share a live website

Participants can ‘Surf’ independently
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Sharing Content

My Screen

el(3)

COMMUNICATIONS

Connecting and Protecting
the Networked World

Q

- O x
g Edit RN View Audic Participant Meeting _Help
TiiEe 4’ M}r §CI'EEFI L4 Menitor 1 + New Whiteboard PE&EG ?ﬂt Es v
File (Including Video)... Ctrl+Alt+0 Monitor 2 ¥ Particpants 5ox
L Maonitor 3 Speaking: SARAH GARRETT(Host)
Application 3
()) SARAH GARRETT (Host, me] - g
Whjtebnard Ctri+Alt+N @ ‘. Edmond Leclair
. Jirolto
Web Content... WX JLi||i :ri]ger
Web EI’DWSEI’ Maura Coughlin
_ \, Ofelia Delgado
Remote Computer... \ Calkin User 1
My Meeting Window ', Tobias Rynell
Presenter may choose which desktop monitor to share
and all actions are viewed
v Chat x
Great for sharing multiple:
*Applications
*Documents
Send to:  Everyone -
Select a participant in the Send to menu first, type chat message, and send
0 Connected ®

Cisco WebEx Meeting Center
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Sharing Content Level(3)

Connecting and Protecting
the Networked World

My Screen — Presenter View

08:07 AM
84/15/2016

© 2016 Level 3 Communications, LLC. All Rights Reserved. Proprietary and Confidential.
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Sharing Content

My Screen — Attendee View

Level (3)

OMMUNICATIONS

Connecting and Protecting
the Networked World

Instruct Attendees to

Maura Coughlin
\, Ofelia Delgado

click arrows to expand L I
view to full screen

¥ Chat

Send to: | Everyone
il

send...

Select a participant in the Send to menu first, type chat message, and

§) Connected ®

Q Cisco WebEx Meeting Center — ol
File Edit Share View Audio Participant Meeting Help
Quick Start Meeting Info Ofelia Delga... Pamup;m Es M
/ 0‘\ ¥ Participants X
Speaking: SARAH GARRETT(Hos)
() SARAH GARRETT Host, me) -y
@ '\ Edmond Leclair
L Jiolto (™ ¥ =
X Lilli Kriiger

Send

© 2016 Level 3 Communications, LLC. All Rights Reserved. Proprietary and Confidential.
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Sharing Content

Application

el(3)

COMMUNICATIONS

Connecting and Protecting
the Networked World

Q

File  Edit WUELCH View Audio  Participant Meeting _Help

Quick

My Screen

Eile (Including Video)...

=P Application
Whiteboard

Web Content...

Web Browser

Remote Computer...

My Meeting Window

3
Ctrl+Alt+0
3

Ctrl+Alt+M

Cisco WebEx Meeting Center

Running Application:

EI Microsoft PowerPoint
E Adobe Reader

Eﬁ Microsoft Outlook
E Motepad

@l Paint

Microsoft Excel

@ Internet Explorer

Other Application...

Q

Other Application

E= (On-5creen Keyboard Ll

& OneDrive for Business

& OneDrive for Business 2013
[ onemote 2013

[ outiook 2013

E] PC settings

@l Paint

E People

Photos

[# PowerPoint 2013

[ Publisher 2013

P Share Cancel

Currently [Running Applications] will automatically show
in the drop down list.
Click [Other Application...] to view and share programs
installed on your computer

+ New Whiteboard

A=

Participants
¥ Participants
Speaking: SARAH GARRETI(Hosy)

() SARAH GARRETT (Host. me)
@ ‘. Edmond Leclair

. Jirolto

X Lilli Kriiger

Maura Coughlin
\, Ofelia Delgado
v, Callin User_1

L Tobias Rynell

¥ Chat

end to:  Everyone

t a partidipant in the Send to menu first, ty,

- O x
® g .
Chat Notes
3 X
CNlE
X
-
Ppe chat message, and Send
0 Connected ®
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Sharing Content Level(3

Connecting and Protecting
the Networked World

Application — Presenter View

Insert  Design  Layout ferences  Mailings

ny ¥ Cut e e P Find ~
- - Aa- | Bp|iT-.i= .5
e Arial (Heading ~ |12 A A C A saeocende AaBbhC  AaBbCe [EISTIefd  AsBbCeDE  AaBbCeDdi AABBCCDD! AsBbCcDdf  AaBbCcDIE 0 peo m
=& Copy 30 Replace
Paste B 2 - aly I BE=== 1= - - i i - Share  WebEx
. & Format Painter | (B T U - abe X, X A-T-A-Bl===|= Lo R CheckBox T Compan... THeading 1 THeading2 THeading3 Heading4 Heading 5 T halic TNormal | ¥ Selects | ey

Clipboard & Font & Paragraph & Styles G Editing WebEx ~
S S - P S S

Ca

r
(NEe)

Level(3)
; Employee Performance Review

Employee Information

Name Employee ID

- Job Title Date

View Edit Help

] 1= Poor 2=Fair 3 = Safistactory 4=Good 5 = Excellent

Job Knowledge [m] o o o |
" Comments

Work Quality a a a o |
] Comments
i Attendance/Punctuality [m] o o [ |
M Comments
. Initiative [m] [m] a [~ [ |
N Comments.

Communication/Listening Skills [m] o o [~ ] [~
“ Comments

Dependability [m] [m] [m] o |
N Commenis

Overall Rating (average the rating aumbers above)

Page1of1  133words [[&

Attendees can only view the selected application
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Sharing Content

Web Browser

el(3)

COMMUNICATIONS

Connecting and Protecting
the Networked World

Q

- O x
Eile  Edit R0 View Audio Participant Meeting _Help
Quick M}r §CI'EEFI 4 + Mew Whiteboard PE&EG ?ﬂt Es v
File (Including Video)... Ctrl+Alt+0 ¥ Particpants 5ox
. . Speaking: SARAH GARRETI(Hosy)
Application ’ () SARAH GARRETT (Host, me] L0 3
Whjtebnard Ctri+Alt+N @ ‘. Edmond Leclair
. Jirolto
Web Content... WX JLi||i :ri]ger
4> Web EI’DWSEI’ Maura Coughlin
\, Ofelia Delgado
Remote Computer... L Callinuser.1
My Meeting Window . Tobias Rynell
 Visit intranet or web-based applications . .
* Presenter controls browsing
« Blank web browser opens
« Mouse and key strokes viewed by all
Send to:  Everyone -
Select a participant in the Send to menu first, type chat message, and send
0 Connected ®

Cisco WebEx Meeting Center
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Sharing Content

Web Browser — Presenter View

Level

COMMUNICATIONS

Connecting and Protecting
the Networked World

P-ac || 0 Shared Web Browser

&

View Edit Help

ou can now browse the Web and share the Web pages that you are viewing with the other
attendees.

Please type a URL in your Web browser's Address or Location box, then press Enter.

To close your Web browser and return to the meeting window, click STOP on the upper-right
corner of the window.

d

& 2015 Level 3 Communications, LLC. All Rights Resenved.
WebEsx Privacy | WebEx Terms of Service | Reguest information about WebEx services

© 2016 Level 3 Communications, LLC. All Rights Reserved. Proprietary and Confidential.

08:07 AM
84/15/2016

3)
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Sharing Content Level 3

Connecting and Protecting
the Networked World

Floating Icon Tray

" \ L A= ® ® 4

Pause Audio Lack Participants Chat Recarder Annotate

B :top Sharing

E Motes

EE Closed Captions
The Floating Icon Tray allows the Presenter to stay in contact with Manage Panels..
the conference while they are sharing. You can: Audio Connection..
« Stop Sharing
* Pause Imwite and Remind...
« Switch Sharing options Copy Meeting LRL

1 Wiey 3
* Assign:
Meeting Info...

* Presenting Rights
o Keyboard/Mouse control (Temporary Remote Control) Stop Sereen Sharing
» Annotation ability End Mesting

* View Audio

 Lock (Personal Room only)

* View the following Panels:
» Participants
« Chat
* Recorder (Host only)

Audio &YWideo Statistics..,
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File (Including Video)...
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Q

File Edit 0N View Audio Participant Meeting Help

Quick

My Screen

=P File (Including Videa)...
Application
Whiteboard

Web Content...

Web Browser
Remote Computer...

My Meeting Window

Ctrl+Alt+0

Ctrl+Alt+M

3

3

Files will load inside the Content
Viewer as separate tabs
Navigate to your document
Double click to Open

Cisco WebEx Meeting Center

| e®me B
& Music
A Library

Videos
Library

Share File
Look in I 7l Libraries
T =
L,;& ‘ & Documents
—— kg Library
Recent places S~ Y
- m Pictures
Desktop 7 Library
—
Libraries
LY
-
This PC
Network
File name: I
Files of type: | Files )

j Open
;I Cancel |

+ New Whiteboard

A=

Participants
¥ Participants
Speaking: SARAH GARRETI(Hosy)
() SARAH GARRETT (Host. me)
@ ‘. Edmond Leclair
. Jirolto
X Lilli Kriiger
Maura Coughlin
\, Ofelia Delgado
v, Callin User_1

L Tobias Rynell

¥ Chat
Send to:  Everyone

Select a participant in the Send to menu first,

- O x
® g .
Chat Notes

3 X
CNlE
X
-
type chat message, and Send
0 Connected ®

Keyboard shortcut: Ctrl+Alt+O
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Annotation

idio  Participant Meeting Help

~
B¢
a

2=
eeeeeeeeeeee

Navigation

CCCCCCCCCCCCCC
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!

View

D ¢ M NONE ¢ >N

Thumbnaill

NYZANYZANYZANYZ,

NAVAYAVAVAVAY/
NZANYZANYZANYZANYZANYZANYZ4N
A \Y24\YA\YA\YA\Y/A\Y/A\Y/
NZNYZANYZANYANYZANYZAN Y4

FJANVIANVIANVIANVIANVIANVIANY S

TITLE PAGE | o

Cisco WebEx Meeting Center

View
Optlons AN

Pai

@ 6 0-:-0 ," ¥ Participants

\, Ofelia Delgado

L, Call-inUser_1

. Tobias Rynell
!

nnnnnnnnnnnnnnnnnnnn

Keyboard shortcut: Ctrl+Alt+O
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Q

File Edit U View Audio Participant Meeting Help

Quick

My Screen
File (Including Video)...
Application

Whiteboard

=P Web Content...

Web Browser

Remote Computer...

My Meeting Window

Ctrl+Alt+0

Ctrl+Alt+M

]

3

Cisco WebEx Meeting Center

Q

Share Web Contents

X

To share web content, type the address [URL) below and select the type of content
you are sharing:

Address: |

Example: www. webex.com

Type: | Web Page(* htm;*.html*.asp;*.php)

Cancel

Individual interaction with web pages
Presenter types URL in the address field
Page displays in the content viewer

All Participants ‘surf’ independently
Presenter does NOT control the pages

+ New Whiteboard

A=

Participants

¥ Participants
Speaking: SARAH GARRETI(Hosy)

() SARAH GARRETT (Host. me)
@ ‘. Edmond Leclair

. Jirolto

X Lilli Kriiger

Maura Coughlin
\, Ofelia Delgado
v, Callin User_1

L Tobias Rynell

¥ Chat
Send to:  Everyone

Select a participant in the Send to men

- O x
® a8 .
Chat Notes
Lo T 4
CNlE
X
-
u Tirst, type chat message, and Send
8 Connec ted ®
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File Edit Share View Audio Participant Meeting Help

Quick Start Meeting Info conferenc‘mg‘.‘.x

¢ O

Cisco WebEx Meeting Center

| ENGLISH v

Level (3) SOLUTIONS

PRODUCTS GLOBAL REACH Q

Schedule and configure your
Level 3 conferences and access
your Global Conference Dial-In
Numbers

HOST MEETINGS

Connect with your colleagues
around the world—here and
now.

JOIN MEETINGS

Update your conference
information and access
recordings. Manage users and

their permissions.

ADMIN ACCOUNT ACCESS

Have a question about Level 3
Collaboration Services? We've
got answers. Here's how to get
in touch

LEVEL 3 COLLABORATION
SERVICES

CUSTOMER SERVICE

Level 3 is transforming the way businesses connect and communicate. Our suite of audio, video
and web conferencing services help boost workplace productivity, while helping maximize your
organization’s time, resources and global communications. Read our Collaboration Services
Overview brochure.

Audio and Web m _ Webcasting Connect Tools

LEVEL 3** READY-ACCESS®
w —

LEVEL 3** WEB MEETING

o emes W =Ry u .r A

+ New Whiteboard

»
4

A=

Participants
¥ Participants
Speaking: SARAH GARRETT(Hos)

() SARAH GARRETT (Host, me)
@ . Edmond Leclair

L lJirolto

UX Lilli Kriiger

Maura Coughlin
., Ofelia Delgado
. Call-inUser_1

. Tobias Rynell

v Chat

to: | Everyone

—_—
® g8 .
Chat Notes
fo N5
-

Send

09 Connected ®
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Special Features

Managing your Recording and Video Integration
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Special Features

Recording on Server
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Q Cisco WebEx Meeting Center

Ble Bt Shwe Yow Auio Paricipont [[ESEY -0
Queksian | westng Information P A= o e 8 .
Audio & Video Statistics... 7 (R wox
——> Start Recording * Meeting Menu o e .lx
Recorder Settings o T ———— - Select Start Recording R
Welcome Message... o Record on Server » Recording panel displays i
thil:lns... v Record Audic from This Computer %, Ofelia Delgado
et Acees _ccortepond, B
Tip: x
« Start Recording before sharing content, to capture all shared material in
recording playback
« Wait for a phone line to call into the Conference before conducting conference
« Phone line captures audio portion of event
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Recording on Server
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* Recording panel displays e =
« Additional audio line joins .
« This audio line will record the audio R
portion of the conference b e
* Pause/Stop A
« Stopping the recording will stop the current file.
Any new recordings in the current conference
will save as a new file "
[Ziii?;i? I

[—Meeting Recording has resurned, ]
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Recording on Server — Access
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-ac|

Level(3)

My Meetings

My Personal Room
*dly Files

My Contacts

My Profile
Preferences

My Reports
Training

Support

ELevel 3 Home

\ My WebEx Files

Home Meeting Center Event Center Support Center Training Center My WebEx

Welcome, SARAH GARRETT ~ ™®

LA

username Log Out

My Documenti My Recordings

Meetings | Events | Training Sessions | Miscellaneous

| | | Search ‘

Topic
SARAH GARRETT's Personal Room-20150313 17571

Employee Review-20150311 1402-1
SARAH GARRETT's Personal Room-20150213 14021

Add recording

Size”
158 0KB
2.29MB
1.05MB

@ Disabled

Create Time « Duration

4/15/16 2:05 pm 21 minute

4/15/1610:10 am 44 minutes

3/6/15 9:06 am 52 minutes
(% Password required

*Multiple uses of the same recording are counted only once in storage totals.

SARAH GARRETT's Personal Room

o ~
(s)(z]
Total: 3 recordings
L=k
e
LJell [ Download
(3 Modify
(@ Disable
[s Delete
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Video Integration — Shared Video (Participant List)
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Q Cisco WebEx Meeting Center

4 Select video icon next to your name to stream your webcam

* Your video will appear in the small Picture-in-Picture window

« Active speaker will appear in the larger video window above
the Participants list

Icon Key (hover mouse over active videos)

= List View
22 Thumbnail View

.~ View all participants in full-screen view

~ ' Hide Video

=+ New Whiteboard

Participants

@ . Edmond Leclair
. lJirolto
UX Lilli Kriiger
Maura Coughlin
\, Ofelia Delgado
t, Call-in User_1

. Tobias Rynell

() SARAH GARRETT 4

9) Connecte: d ®
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Special Features
Video Integration — Shared Video (Thumbnail View)
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Q Cisco WebEx Meeting Center
File Edit Share View Audio Participant Meeting Help

Quick Start Meeting Info

== Thumbnail view allows you to view more than
one video at a time

9) Connected ®

87




Special Features

Video Integration — Shared Video (Full-Screen View)

Q

File Edit Share View Audio Participant Meeting Help

Cisco WebEx Meeting Center

CCCCCCCCCCCCCC
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Quick Start Meeting Info

.7 Click to view all Participants in full-screen view

- O X
A= W O) g .
New Whiteboard Participants Chat  Recorder
Participant g x

() SARAH GARRETT (Host, me) )

=y
@ . Edmond Leclair

. Jirolto

X Lilli Kriiger

Maura Coughlin
\, Ofelia Delgado
t, Call-in User_1

. Tobias Rynell

9) Connected ®
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Video Integration — Shared Video (Full-Screen View)

Exit Full-Screen

4 Expand active
‘ ‘ l l I I speaker view
d ' 2 B ‘Jo|o|o

|
/

Your video

Stop your video

-
,,,,,,

View other
video feeds

Click to chat Unread chat

89



Special Features Level(3)

Connecting and Protecting
the Networked World

Video Integration — Shared Video (Expanded Active Speaker View)

Minimize active]

L ‘ “
A ‘ l I l I [speaker view
% .7 iy
o|lol e
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Overview and Support
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Summary

Overview
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Sub-Topics

Scheduling meetings from
Your WebEXx Microsite

Quick Scheduler Meeting Templates

Advanced Scheduler Starting a Conference

Installing and Utilizing the Installation Scheduling in Outlook
WebEXx Productivity Tools Features Sharing Documents
Navigating the Meeting Room Managing Audio Recording

& Special Features Passing Rights Video Integration
Presenting Content to Your Desktop Sharing File (Including Video)...

Attendees

Application Sharing Web Content

92




- ———v—vu
Summary !791‘!9! (3)

ecting and Protecting
thNtwdeld

24/7 Customer Care Support

United States (888) 447 - 1119

North America Toll +1 (303) 389 - 4018
Worldwide Customer Care for Ready-Access conf.cfer.com
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Thank You
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