Overview

Please go to meetny.webex.com to request an account.

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 500 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, generate a request by attempting to schedule the

R type of session you want: Event or Training. If you don't have access, WebEx will prompt you to create a request.
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.
-_—
Enter the meeting, event, or session number to join.
NEW! Invited to a Personal Room? Enter the host's usemame. @
- 2. Click Log In in the upper right hand corner.
3. Beneath the section labeled, I do not have an account, click Sign Up.
| already have an account: | do not have an account:
- - de the following information to sign up for your host account.
Username: : Sign up for an account to First name: |
Last o
password: « speed up meeting registration Emaila:d:::sl::
Forgot your password? « track meetings to which you are invited Username:
——— Keep me logged in « schedule and start meetings Language: English i
: WebEx service: [ Meeting Center
Sign Up [] Event Center

[ support Center
[7] Training Center

4. Enter the required information, to sign up for your account.
5. A WebEx administrator will review your account. When accepted, you will
receive an email containing your username and password. 5lu‘y 7f

Verification: Type the characters you see in the picture belo

Try a different image

* Required field
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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:
£5 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. Under the Meeting Center tab, expand Support and click on Downloads.
2. Inthe Productivity Tools section, select the appropriate operating system and click download.

Home Mesting Center | E

New User Reference
~ Attend a Meeting

Productivity Tools

Browse Meetings

Meeting Center: Downloads

Unlisted Meeting
Register
~ Host a Meeting
Schedule a Meeting
One-Click Meeting
My Meetings
My Recorded Mestings
» SetUp
¥ Support
MyResources
User Guides
Downloads
Training

Contact Us
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‘WebEx Productivity Tools allow you to schedule, start, and join meetings
quickly without going to your WebEx site. Simply select the WebEx ball to
add a WebEx meeting to your Microsoft Outlook calendar invitation. The
Windows version also supports integration with other programs, such as IBM
Lotus Notes, Microsoft Office Communicator, Microsoft Lync, and so on.
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3.

4.

5.

Run the applet when prompted.

Opening ptools.msi u

You have chosen to open:

[ﬂ ptools.msi

which is: Windows Inst
from: https;//sjqatzae. Do you want to run or save ptools.msi (7.97 MB) from meetny.webex.com?

Would you like to save this fi @ This type of file could harm your computer.

Save File Cancel ] ‘

Click Next.

1) WebEx Productivity Tools - InstaliShield Wizard o]

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

Accept the agreement and click Next.

[ 8 WebEx Productivity Tools - InstaliShield Wizard - [

License Agreement

Cisco daco
Please read the following license agreement carefully. We bex

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

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 J[ mext> ][ cancel
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6. Click Next.

ﬂ WebEx Productivity Tools - InstallShield Wizard

===

=

Change Destination Location
Select folder where Setup will install files.

Cisco afrau

webex “

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.

I Destination Folder
l C:\Program Files (x86)\WebEx\Productivity Tools\
I
InstaliShield
! [ <sak [ text> ][ concel |
7. Finish
-_— ——
%) WebEx Productivity Tools - InstallShield Wizard

¢ InstallShield Wizard Completed

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

Cisco

webex ce

s TR (

—_—

Cancel
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Schedule a Meeting

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

Home. Mesting Center

EventCenter | Training Center  Support Center

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

My WebEx

NEW! Invited to a Personal Room? Enter the host's usemname. @

Join

LogIn

Engish - New York Time.

2. Under the Meeting Center tab, click Log In in the upper right hand corner
3. Beneath the section labeled, Log in to your account, enter your username and password.

Set options using template: | [Meeting Centq

«Ref

L]
Home Meeting Center ~ Event Center  Training Center ~ Support Center My WebEx
Log in to your account
I already have an account: | do not have an account:
Usemname: :} Sign up for an account to
Password - speed up meeting registration
Forgot your password? - track meetings o which you are invited
[7) Keep me logged in - schedule and start meetings
Log In Sign Up
4. Click Login.
5. In the left navigation bar, under the section titled Host a Meeting, click Schedule a Meeting.
6. On the Schedule a Meeting screen, complete the following fields:
a. Meeting Topic
b. Password
_ c.  Confirm Password
d. Date/Time
e. Duration
- - Z:::i:zz:m Schedule a Meeting
I R
My Meetings + Password:
—— b setup - Confirm password:

|- support
MyResources
User Guides
Downloads
Training

Contact Us

Date: 091022014

me: | 1]~ | [30] v Oan @pm
New York Time
ouraton: | e | = | | omn | +

Attendees:  <Separale email addresses with a comma o semicolon>

Use address book

) Send a copy ofth invition email o me

Audio conference:  WebEX Audio
Change audio conference

‘Save as tempiate

7. Click Start or Schedule Meeting depending upon the Date/Time chosen.
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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.

Cisco WebEx Meeting Center — B8 X

Fle Edt Share View Audo Particpant Mesting Hep

QuickStart | Meeting Info + Newwntewoars 507 ?, R =
~ Participants X
Test NY Speaking

Q CUSRSOSBNI 0!, me]
Host: emimmiemie—
Meeting number: 628 044 948

® Record | End Meeting

L)
R (A~ b 3
-.
Connect to Audio Share Desktop Invite & Remind
oo Copy Meeting URL
-
=
il Connected ® @
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Attend a WebEXx via Email

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

HS 0™ ¥ = WebEx meeting invitation: NYS Test - Message (HTML
MESSAGE
n P [} Vo mRules- > Sy #hFind
R ignore [F2 Meeting Meetings 3 To Manager = [ a
- x Q @ 9) - E7 Team Email v Done 0 OneNote [ Related - Q
8 lunic- Delete  Reply R;ﬁrl\y Forward Fivoer | % Reply BDckte 7 CreateNew [ Mo B Acions U’\:raer:d Categorize FG\::N Translte I setect+ oom
Delete Respond Quick Steps n Move Tags [ Editing Zoom
Tue 9/2/2014 1:30 PM
[/ <messenger@webex.com>
‘WebEx meeting invitation: NYS Test
I~ a0
(@ 1f there ore problems with how this message is displayed, click here to view it in  web browser.
| Message | G webex Meeting.ics (4 k)
L)
Hello,
——J invites you to join this WebEx meeting.
NYS Test
Tuesday, September 2, 2014
2:30 pm | Eastern Daylight Time (New York, GMT-04:00) | 1 hr
Join WebEx meeting
Meeting number: 347 496 087
Meeting password: meeting321
Join by phone
1-877-668-4488 US Toll Free
— +1-415-655-0000 US Toll
Access code: 347 496 087
Toll-free calling restrictions
Add this meeting to your calendar
Can't join the meeting? Contact support
To join the online meeting:
_ 1. Click the text, Join WebEx meeting. This brings you to the WebEx meeting.
Debbie Allen WebEx test
Tuesday, October 14, 2014 | 2:05 pm Eastern Daylight Time (GMT-04:00) | 1 hour | @ Started
- y _J
Host:.* © ' .. .~  AddfoMy Calendar
» More information
Yourname:  Tom Donaldson
———

Email address: | thomas.donaldson@cio.ny.gt

If you are the host, start your meeting.

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

2. Click Join.
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3.

4.
5.
6.

Click Call Me, enter your phone number, and click Call Me.

(:' Call Me

{:’ Iwill Call In

Audio Conference

The meeting will call you.

The meeting will call you.

X

< Audio Conference x

Enter phone number:

Join the teleconference without
pressing "1"

Call Me

BE . 555.555-5555 -

Your phone will ring and, upon answering, you will be connected to the WebEx conference.
You may view other conference participants and chat with them during the conference.
To end the meeting, press Leave Meeting or hang up.

(@ Cisco WebEx Meeting Center
File Edit Share View Audio Participant Meeting Help

Quick Start Meeting Info

Debbie Allen WebEx test

Host:  Michael Benson
Meeting number: 643 476 690

Leave Meeting

\

Connect to Audio Share Desktop

il
sco

Invite & Remind

Copy Meeting URL

A= o g8 .

Farticipants Chat Mates
¥ Participants 3 X%
Speaking:

Tester (me) [ ]
] Debbie Allen (Host

W RaiseHand | Audio

El

¥ Chat X

Send to:  Debbie All... (Host & Presenter) +

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

Connected ® &
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