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QUICK START GUIDE

Cisco WebEx Meeting Center

]
Start meeting today! The guick steps below will have you conducting meetings Ciscn cisco
online with Cisco WebEx in minutes. \='e)
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Installing the Meeting Manager

The Meeting Manager will install automatically when you start or join a meeting for the first time. However, please follow
these instructions to download the Meeting Manager in advance:

1. Go to your Cisco WebEx™ Meeting Center web site (e.g. http://companyname.webex.com). For pay per minute users,
go to http://intercallapac.webex.com.

2. On the left-hand navigation, expand the Set Up menu and select Meeting Center.

Click Set Up and the Meeting Manager will start to install.

4. Once set up is complete, click OK.

w

Scheduling a Meeting

Log in to your WebEx Meeting Center host account.

Expand the Host a Meeting menu and select Schedule a Meeting.

The Schedule a Meeting form will appear on your screen.

Enter the Meeting topic, Password (if required), Date and Time, Duration, Attendees, and select Reservationless-
Plus from IntercCall.

5. Once the scheduling form is completed, click Schedule Meeting

e

Schedule a Meeting

To set advanced meeting options, go to Advanced Scheduler

* Required field

# Meeting topic:  |Project Meeting
Password: [seswesees Confirm password: [sessesees

Date: [May [0 =][z00 =] I
Time: |1 >||00 x| € am & pm New York Time
Duration: |1 hr =||0Omin =

Westing will continue until host ands it

Attendees: [joeflintercall.com =] Use address book...

- |

¥ Send a copy of the invitation email to me

Audio options: Resewationless-Plus from InterCall  Change audio option...

Cancel Save as template SCHEDULE MEETING

6. A confirmation screen will appear. Click OK if you are satisfied with your submission or click Edit to go back and edit
the meeting details.
7. Once you click OK, the meeting invitation will be sent to your attendee(s).
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Configuring your Reservationless-Plus Account

1. If you do not have your Reservationless-Plus® audio account associated to your profile yet, go to the My WebEx tab
at the top of the screen.

2. On the left hand navigation, select My Audio and then click Add teleconference account.

3. Enter your InterCall Reservationless-Plus audio account information (as shown below). You can add up to three
different Reservationless-Plus accounts.

tercallcenters.webex.com - Add Teleconferencing Account - Microsol o ] 54

Add Teleconferencing Account

Countrwregion Mumber (with areafcity code) Tall-free
Call-in toll-free nurmber:
fi | ~
. Countrgregion  Mumber (with areaieity code) Tollfree
Calkin nurber:
fi | r

Leader PIN: I
Conference Code: I

Recording dialout number: ICaH—in toll-free number 'I

Please select the dial-out recording number to use for network-based
recording and audio broadcasts.

Ok | Cancell =
] [T 7[5 [ mtermnet 4

4. Once you are finished, click OK.

Starting Your WebEx Meeting Center Conference

1. As the host of the meeting, you will receive a host email message with a URL to start the meeting. Click the start a
meeting URL as indicated in the host email message.

If you do not have your host email, then log in to your WebEx Meeting Center host account.

Expand the Host a Meeting menu and select My Meetings.

Locate the meeting in the calendar and select Start next to it.

The meeting will launch.

vk W

From: messenger @webex.com

To: Lively, Susan

Co

Subject: Meeting scheduled: Project Meeting

Hello Susan Lively,
You have successfully scheduled the following meeting:

Topic: Project Meeting

Date: Thursday, May 20, 2010

Time: 1:00 pm, Eastern Daylight Time (New York, GMT-04:00)
Meeting number: 594 591 861

Meeting password: intercall

Please click the following link to view or edit your meeting information, or to start your meeting.

hitps://intercallcenters.webex. com/intercallcenters/j.php?ED=136386487
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Joining as an Attendee

3.

If the attendee received an email invitation, then the attendee can click the URL in the invitation to join the meeting.
Audio conference instructions will appear on the screen for the attendees to either receive a call-back to join the
audio portion of the conference or to dial directly in to the audio conference.

Note: If the attendee dials into the conference, then the attendee must also identify himself by dialing the Identity Code/Attendee ID (e.qg. #1 254#)

which is found on the Info ta

Once an attendee has joined, the attendee’s name will appear in the Participant List.

Inviting Attendees to Join a Meeting in Progress

There are several different ways to invite attendees to join a meeting in progress, including email, instant message, phone or
text message. The option below defines the option to join via email.

Awn s

On the Quick Start screen, under Invite Participants, select Invite by Email.
Your email program will generate an email invitation.

Enter the names of the attendees you want to invite.

Click Send. Your invited attendees will receive an email to join the conference

Present a Document

On the Quick Start screen, select Share Application and then select Share File (Including Video).
Browse and select the document that you want to show in the content viewer.
The document will load into the content viewer and display for all attendees.

Quick Start Meeting Info & New whitehoard

Susan Lively's meeting | @ Record |

Topic: Product Meeting

-

Teleconference Invite & Remind

(connectedyaf

j Share Application | v

Share an Application

Ao

Open the application you want to share with your attendees.

On the Quick Start screen, select Share Application.

In the application sharing list, select the application you want to share.
The application will display for all attendees.

Share your Desktop

1. On the Quick Start screen, select Share Application and then select Share your Desktop.
2. Inafew seconds, your desktop will be shared with all attendees.
WWW.INTERCALLAPAC.COM West | interCallis a subsidiary
of West Corporation




