Overview

See your Telecommunications Agency Representative for access.

WebEx is a multi-functional desktop conference call application, allowing you to meet with anyone, anywhere, in real time! WebEx
combines desktop sharing through a web browser, with audio/video functionality, so everyone sees the same thing while you talk.

You can schedule/host a WebEx meeting, or attend a WebEx meeting, from an email invitation.

WebEx is multi-functional! Depending on your access level, you can:
e Host a meeting at the Meeting Center
e Host an event (up to 1000 participants) at the Event Center
e View and control remote desktops to provide instant support in the Support Center
e Deliver interactive training classes in the Training Center

By default, users can access ONLY the Meeting Center. For additional access, notify your Telecommunications Agency

Representative.
Sign Up for an Account
To become a meeting host, you must sign up for an account.
1. Inyour web browser, navigate to meetny.webex.com.
@ My WebEx
JOIN A HESHNG HOST A MEETING
v _a-T.
Vw can search for a meeting by entering one of the following:
sty [ HosTisai |
o Any word in the meeting agenda
Hyw know the meeting number. join here: GO TO SERVICES
Browse of register for mestings:
Meeting Center ~ @
- 2. Under the Host a Meeting column, click HOST Log In.
3. Beneath the section labeled, I do not have an account, click Sign Up.
e e Sk
N Please provide the following information to sign up for your host account
- - Log in to your account st oo e
Ialready have an account: 1do not have an account: Last name: Allen
Email address: Debbie allen@its.ny.gov
Username: Sign up for an account to Usemame:
Password: ek s B vk o s Language Engh - -
— Forgot your password? » schedule and start meetings Ofice phont: covmmriucion  Sharber i seady cose
Keep me logged in 1 5184748266
Address1: Swan Street
State/Province: New York
2ZP/Postal code: 12242
4.  Enter the required information, to sign up for your account. MR IRESTE Nosiy Oates
5. A WebEx administrator will review your account. When accepted, you will B Spper e
receive an email containing your username and password. e
Verification: Type the characters you see in the picture below.
flcysa
o
Try a different image
Cancel ]
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meetny.webex.com

Log In

1. Upon logging in for the first time, you must change your password:

Welcome Meeting Center __ Event Center __ Support Center _ Training Center

Change Password
You must change your password.

Oid password
New password

Confirm password:

Enter your old (current) password.
Enter your new password.
Confirm your password.

Click Submit.

aoocw

- Productivity Tools
Setup

<My Files
&2y Contacts
8wy Profile
B,
122} My Reports
2 Training

73 support

2. Enter a PIN.
e Must be 5 to 15 digits in length

e Must be numeric only
3. Click Submit.

My WebEx Personal Conferencing

Cisco Unified MeetingPlace Audio Conferencing Account

Local: 1-518-5490500
Cisco Unified MeetingPlace profile number: 10470565

Change Profile PIN:
#4 You must change your PIN in order to use your MeetingPlace audio account
Your Profile PIN provides an additional level of security to your audio account
PIN must be numeric only and must be between § and 24 digits in length.
New profile PIN: |

Confirm profile PIN

Synchronize Account Settings Without Changing the Profile PIN:
‘Synchronize audio settings for your WebEx and Cisco Unified MeetingPlace accounts

Install Productivity Tools

The Productivity Tools allow you to use WebEx from your desktop, Microsoft Outlook/Office, Lotus Notes, web browser, or instant
messenger. Administrator rights may be required to install the Productivity Tools.

To install the Productivity Tools:
1. Click Productivity

D My WebEx

My WebEx Personal Conferencing

Cisco Unified MeetingPlace Audio Conferencing Account

Cisco Unified MeetingPlace profile number: 71739370

Local: 1-518-5490500

Tools Setup, from the o
left navigation bar. ) My Meetings
2. On the next screen, click [ Civdueiiy Touls
Install Productivity My Files
Tools in the right-hand @y Contacts
box titled On Your By profie
Desktop. B rencng
%) My Reports / Your Profild
aTmining Your Profile PIN
D support PIN must be nunf
New profile PIN
Confirm profile Pl|
Synchronize Ad
Synchronize aud|

Change Profile| Productivity Tools Setup

On the Web

* Start meetings instantly from your web site.

Welcome,

On your Desktop

Install Productivity Tools to:
* Start or join mestings instantly using One-
Click

* Start meetings instantly from other
applications on your desktop, such as
Microsoft Office, Web browsers, Microsoft
Outlook, IBM Lotus Notes, and instant
messengers

w Host a Meeting
Elimiba it + Schedule meetings using Microsoft Outlook or
IBM Lotus Nates, without going to your

My Meetings
‘ebEx semvice site

Set Up Now

Install Productivity Tools
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3. Click Run to install, or Save to save the installation file to your computer for later installation.

File Download - Security Warning E

Do you want to run or save this file?

A Name: ptools.msi
=
I’.q!: Type: Windows Installer Package, 7.54MB
From: meetny.webex.com

Ao ) (S ) G ]

4. Click Next.

%) WebEx Productivity Tools - InstalShield Wizard =X=)

Welcome to the InstallShield Wizard for
WebEx Productivity Tools

The InstaliShield(R) Wizard will install WebEx Productivity Tools
on your computer. To continue, dick Next.

WARNING: This program is protected by copyright law and
international treaties.

Cisco alaln

| Wabex

<gack [ _Next> ][ Cancel |

CISCO WEBEX LLC LICENSE AGREEMENT (AS APPLICABLE TO THE -
PARTICULAR DOWNLOAD) @

- 5. Click I accept the terms in the license agreement, and then click Next.
[ ) WebEx Productivity Tools - InstallShield Wizard - ==
- - License Agreement Cisco g'].';'gl(';
Please read the following license agreement carefully. Webex

IMPORTANT NOTICE--PLEASE READ PRIOR TO USING THIS SOFTWARE: This
license ("License Agr ") is a legal agr between you (either an individual

or an entity) and Cisco WebEx LLC ("WebEx") for the use of WebEx software you may be
required to download and install to use certain WebEx services (such software, together with

the underlying d ion if made available to you, the "Software"). By clicking on the
button containing the "I accept” language, by installing the Software or by otherwise using the
Software, you agree to be bound by the terms of this License Agreement. IF YOU DO NOT
AGREE TO THE TERMS OF THIS LICENSE AGREEMENT, CLICK ON THE BUTTON ~

(©) 1 do not accept the terms in the license agreement

InstallShield

[ <Bak [ Next> ][ conced |
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6. Accept the default destination location by clicking Next.

‘ﬂ WebEx Productivity Tools - InstallShield Wizard -

Setup will install WebEx Productivity Tools in the following folder.

i To install to this folder, dick Next. To install to a different folder, dick Change and
select another folder.

l Destination Folder

| C:\Program Files (x86)\WebEx\Productivity Tools\

|

InstaliShield

! [ <sak [ text> ][ Concel |

7. When the installation is done, click Finish.

[r——
1) WebEx Productivity Tools - InstallShield Wizard

InstallShield Wizard Completed

The InstaliShield Wizard has successfully installed WebEx
Productivity Tools. Click Finish to exit the wizard.

Wabex

= = —_—
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Schedule a Meeting

1.
2.
3.
4.
5.
6.
- -
7.

In your web browser, navigate to meetny.webex.com.

@ My WebEx
JOIN A MEETING HOST A MEETING
searcH F A .
You can search for a meeting by entering one of the following.
| o Host name
+ Meeting topc
|« Any word in the meeting agenda
_ If you know the meeting number, join here: GO TO SERVICES
Browse or register for meetings
Meeting Center ~ @

Under the Host a Meeting column, click HOST Log In.
Beneath the section labeled, Login to your account, enter your username and password.
= ||

log in to your account

Ialready have an account: 1do not have an account:

vsomame: [ | Sign up for an account to
» speed up meeting registration
= track meetings to which you are invited
Forgot your password? = schedule and start meetings
Keep me logged in

Click Login.

In the left navigation bar, under the section titled, Host a Meeting click Schedule a Meeting.
On the Schedule a Meeting screen, complete the following fields:

Password:

m EventCenter  Support Center More Services @ My WebEx 9 dallen

Browse Meetings

New User Reference

Search for meetings by host, topic, or words in the agenda:
v Attend a Meeting 93 by host, Ingle 9

rouraviaats = &
ngs.
Unlisted Meeting Today Daily Weekly Monthly

Register

English : New York Time

4 Thursday, June 20, 2013 » j
w Host a Meeting

Schedule a Heeting [7] Show past meetings "] Show only meetings that require registration
My Meeti
v Hestines Time~ Topic Host Duration

OneClick Heeting Mo meetings are either scheduled or in progress.

My Recorded
Meetings

P SetUp

a. Meeting Topic
b. Password

Schedule a Meetin Se usil late: [Meeting Center Default] ~
c.  Confirm Password 9 SCIIDCIOEEES I R -
Click Start Now.

= Meeting topic: Debbie’s Test Conference

= Password: esesss = Confirm password:

Date:  June 20 - 2013 ~ 9
Time: 3 ~ 30 v O am @pm New York Time

Duration:  1hr = Omin ~

[¥] Send a copy of the invitation email to me

Cancel I [ Save as template. .. ]

To set advanced meeting options or to schedule a Personal Conference meeting, go to Advanced Scheduler

Attendees: patti.Catroppa@its.ny.gov, + Use address book...
Tom.Donaldson@its.ny.gov, =
Patty.shaver@ics.ny.gov -

Audio conference: Cisco Unified MeetingPlace Audio Conferencing [Call-back] Change audio conference...

B

* Required field
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meetny.webex.com

Host a Meeting

From the meeting window, you can perform several functions, including sharing your desktop, chatting with meeting participants,

using a white board, etc.

Fle fdt Shwe View Audio Participnt Meeting Help

Quick Start Meeting Info

Debbie Alen's meeting
Topic: Debbie's Test Conference

L &

Teleconference
(Connected)of

Invite & Remind

! Share My Desktop | v

[B End Meetng |

Speaking: Guest (: )

© . Debbie Allen (cst, me) (][]
R Guest (5184745980)
) Patti Catroppa

[WBloex_Meetng number: 647 182 687 | You are partcpatng n ths audo conference usg your phone.

pne

| s ]

Connected © £} ‘ol

Office of

Technoody
echnol

Services

unite Y



Attend a WebEXx via Email

You will receive a meeting invitation from the host, in your email client. The meeting may be placed on your calendar by clicking
the link provided in the email.

ST 0 + * @F Meeting changed: Debbie Allen WebExtest - Message (HTML) s @ ®
Message a
ylgnore E3hMeeting |33 Operstional Rea... 5 To Manager B3 S Rules - ) Ay Hrne q
R Junk * ?( R—J‘ R—m F—* @ SiTemEmsl o Done '-JJ Honmare | o= '-‘ x : &.’ Dy eistea -
Dclete | Reoly Reply Forndd iy, prace+ | |G Resby&Detete CreateMew (5] | MO G actions - | goorey XC0MEE Folow | TANSRE | | 2O
Detete Respond Quick steps ; Move Tags . Editing 200m
From nrs g <messenger Sent Fi6/2L2013 1133 AM
Tor @ Allen, Debbie (TS}
e
Subject Meeling changed: Debbie Allen WebEx test
Debbie Allen changed the meeting information. &
Topic: Debbie Allen WebEx test =
Date: Friday, June 21, 2013
Time: 11:45 am, Eastern Daylight Time (New York, GMT-04:00)
Meeting Number: 314 208 700
Meeting Password: 246810
To join the online meeting (New from mebile devices!)
1.Goto b mI4Y &RT 3D%3D
2. 1f requested, enter your name and email address.
3.1f a password is required, enter the meeting password: 246310
4. Clidk “Join'".
5. Follow the instructions that appear on your screen. L
To view in other time zones or languages, please dlick the link:
webex i W=NZmI4YTEIM2Y280RT =Mil %30
To join the audio conferance only
1. Provide your number when you Join the meeting ta receive 3 call back. Alternatively, you can call one of the following numbers:
Local: 1-518-5490500
2. Follow the instructions that you hear on the phone.
Your Cisco Unified MeetingPlace meeting ID: 314 208 700
For assistance
1. Go to H
2. On the left navigation bar, click “Support™.
You can contact me at:
15184745286
To update this meeting to your calendar program (for example Micrasoft Outiook), click this link:
wobex i - UMISLD=18RD=285T HOCOLEZIL b 30%30 C
[ wvs 7S emverpise Conterencing iy -

To join the online meeting:
1. Click the link below the text, To join the online meeting. This brings you to the WebEx meeting.

More ofo Email address: [thomas donaldson@cio.ny.go)
(Cioac e information
[0]1 would ke to take a free WebE tril (emai
required).

-
Meeting Information: Debbie Allen WebEx test @ E]
Ecgigh New Yok Time
Meeting status: © Started © 1t's time to join!
Starting date: Friday, June 21, 2013 X
- - Starting time: 11:45 am, Easter Daylight Time (New York, GMT-04:00) 1f you are the host, i
Duration: 15 minutes
Host's name: Debbie Allen Your name: [rom Donaldson x
—

Join

View Agen

Before you join the mesting, please click hare to make sure that you have the appropriate players to view UCF (Universal Communications Format) rich
media files in the meeting.

2. Click Join.
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3.

4.

5.

6.
- -

Enter your phone number, and click Call Me.

@ Audio Conference

= =]

‘ o Use your phone to join this audio conference.

| 1-5184025301

| | e

Your phone will ring and, upon answering, you will be
connected to the WebEx conference. Press 1 to join
the conference.

You may view other conference participants and chat
with them during the conference.

To end the meeting, press End Meeting or hang up.

@ Audio Conference |

-

o Press "1" on the phone to join this audio conference.

Use Phone [ 1-5184025301 v | ‘

fle fdt Shawe View Audio Paticipant Meeting Help

Quick Start Meeting Info

|\ —

Debbie Alen's meeting
Topic: Debbie's Test Conference

SR

Invite & Remind

Teleconference
(Connected) o/

: Share My Desktop ¥

[Weloex Meetng number: 647 182 687 | You are particpatng  the audi conference usng your phone.

[@Record]
© . Debble Atlen tust,me) (o] (]
) Guest (5184745980)
) Patti Catroppa
@ Make Presenter || audo |
from Debbie Allen to Everyone:
hieveryone
B Endientng | |
| [ sent |
Connected © £ Al
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