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Agenda

What is WebEx?
Signing Up
Costs

Setting Up
Scheduling
Meeting
Recording
(Getting Support
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What isWebEx?

e O Cisco WebEx Meeting Center - Test
[Cisco,
‘ Number: 735 058654 | Connected © 8 ‘asco
m [ Meetingin [ New Whiteboard 7 2%
Vs -
Steve Toback (internal)’s meeting @ Record
Topic: T
) L 1
VVVVV Conference Invite & Remind
Z Share My Desktop
v

Send to: | Everyone

= = EIENES

* http://dukeuniversity.webex.com
* http://dukemed.webex.com
* http://duke-social.webex.com

Wednesday, January 23, 13

* Web Conterencing

* Up to 1000 participants

* HD Video

* Computer audio

* Low cost teleconferencing
* Screen sharing

e Remote control

e Whiteboards



WebEx Meeting vs
WebEx Meeting Lite

WebEx Meeting Lite WebEx Meeting |

Any Duke University student, Any Duke University or Duke
faculty or staff member Medicine faculty and staff only

Who can get an account ?

Free: Computer Audio

Cost Free Cost:Telephone Conferencing

Max number of participants 8 1000

Use of computer audio (VOIP) Yes Yes

Use of telephone conferencing

(WebEx Audio) No Yes (additional charges apply)

Automatically provisioned with  Medicine/University staff or

!
ovbe Sertt Concourse, University Only  faculty complete web form

TP T, T e

FEN

Wednesday, January 23, 13



What Is Concourse

® 006 Communities - WebEx Social
) 1 Q) (#)(@-
i)  Communities - WebEx Social -
O L
T ties I
Communities I'm a Member of

a Member of
Communit ies |
Manage —
All Communities

aaaaaaaaaaaaa ption Category m yp
Recent o .
Communit ios AV Conferencing

AV Conferencing Related General B Restricted
FFFFFFFF Information
Communities

Concourse Help

Help? How to use Concourse including G 240 0
X configuration tips and tricks
Categories
General S Concourse Project Te...
" so Prolac an

Administrative ‘«‘ ¢ comm " ? Oject Team IT 15 Restricted
Work Group N’ ommunity
Courses app, quad
Dept

Course
Facuny Rest h Course Template Courses " Restricted Leave
Work Group

course

I
| iii ii” iii i - DDI Admin H

*Powered by WebEx Social
*Formerly known as Quad

* Online topic based communities
e Self Provision/Customization
*Secure/Open
* Activity Stream
* Threaded discussions
e Wiki-like features
* Real time collaboration
* Presence
e Chat
* One-Click WebEx Meeting

T TRTTV N TR » TR o TR -
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Signing Up

e 00 WebEx Meeting

< > | |2 [0 webexmeeting.duke.edu

SEARCH OR BROWSE ALL OF DUKE UNIVERSITY ¥

Duke | WEBEX MEETING

UNIVERSITY

e NEW TO WEBEX
e e | MEETING?

wbiw ¥
T aad shaond Pang AT 48 .

smowiing W yoe Sebect Peesonsl Can

Viesh n) 09 T~ ~ = fnrr
Frve o h Wtrn SENIL 2 v patom i & © 1dKE ad 1UU
s : -
) tein Tiabe e = S
- . (I Want to learn more? Visit WebEx Meeting Support Site
sy AR eramen ¥ o all aldremene vils o voe ademae kel

Want to sign up? Visit WebEx Meeting Account Request

WebEx Meeting is Cisco's online, cloud-based * Quick Start Guide

! Service Info FAQs

ranfarancinn carvira Alana winth ~rnnvantinnal a WahEv Maatinn Quinnnrt Qita What tVDeS Of COﬂfefenceS are availabfe?
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Signing Up

e 00 WebEx Meeting

< > | |2 [0 webexmeeting.duke.edu

SEARCH OR BROWSE ALL OF DUKE UNIVERSITY ¥

Duke | WEBEX MEETING

UNIVERSITY

e NEW TO WEBEX
e e | MEETING?

wbiw ¥
T aad shaond Pang AT 48 .

smowiing W yoe Sebect Peesonsl Can

Viesh n) 09 T~ ~ = fnrr
Frve o h Wtrn SENIL 2 v patom i & © 1dKE ad 1UU
s : -
) tein Tiabe e = S
- . (I Want to learn more? Visit WebEx Meeting Support Site
sy AR eramen ¥ o all aldremene vils o voe ademae kel

Want to sign up? Visit WebEx Meeting Account Request

WebEx Meeting is Cisco's online, cloud-based * Quick Start Guide

! Service Info FAQs

ranfarancinn carvira Alana winth ~rnnvantinnal a WahEv Maatinn Quinnnrt Qita What tVDeS Of COﬂfefenceS are availabfe?

Wednesday, January 23, 13

—— i —— o —

—



Web Conferencing | Computer Audio | Telephone Audio

Toll Free
Toll Call In or ,
& No cost No Cost e e el
v Back

\ Includes video, screen sharing,  Requires microphone and USB

white boards, recording, chat  beadset or USB Speakerphone 1.3¢ 3.8¢  Per Country

o~ |!*9_ru"u|".L%9_er.n_¢gj¢Qo.u‘r
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AM&A%M&AMMMM%MMMMWA%G
e 00 Duke University WebEx Enterprise Site g" k

L‘ >J [ U hitps @ dukeuniversity.webex.com /' mw ' ' ! : . ¢ | Reade

Duke WEBEX MEETING

Join an Unlisted Meeting

New User Reference

Attend a Meeting

To join an unlisted meeting, type the meeting number that your
Host a Meeting host gave to you, then click Join Now.
Schedule a Meeting

My Meetings Meeting number: [

One-Click Meeting

My Recorded
Meetings

Set Up

Support

MyResources
User Guides
Downloads
Training

Contact Us

© 2013 Louisiana
WebEx Privacy | WebEx Terms of Service | Reguest information about WebEx services
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® 00 Duke University WebEx Enterprise Site

!ﬂ
A | < >J LL'_.”J @ htps @ dukeuniversity.webex.com /mw ywebe> ' | . y&sen ¢ | Reader |

-

Attend a Meeting

To join an unlisted meeting, type the meeting number that your
Host a Meeting host gave to you, then click Join Now.
Schedule a Meeting

My Meetings Meeting number: [

One-Click Meeting

My Recorded
Meetings

Set Up

Support

MyResources
User Guides
Downloads
Training

Contact Us

© 2013 Louisiana
WebEx Privacy | WebEx Terms of Service | Reguest information about WebEx services

Wednesday, January 23, 13



L6 sbas ot MQMWQMAWQMAwgng
Duke Umversuty WebEx Enterprise Site

[4 L” U https & dukeumverslty webex com/mw 5 . ‘ kSer | C I

Duke\ P

sct10 | Log Out

.~

' - — ‘ - Do you know you can start, schedule or join WebEx meeting directly from iGoogle? Click here to add to iGoogle.
'ﬂ Meetmgs ‘*} \Jf:

Productivity Tools
A ! - -
Setup & Productivity Tools Setup i -

'd
=

"“ 2 T :‘;‘ gty ?
e o XA -
&My Contacts On the Web Edit Settings
9 My Profile . Start meetings instantly from your web site.
 Personal
Conferencing
:’ My Reports
9“""'"9 w Host a Meeting
[ - — {
QSuppon =9 Schedule a Meeting
ex
-ﬁ; My Meetings

One-Click Meeting

P

Start Meeting

Wednesday, January 23, 13
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® 00 Duke Umversuty WebEx Enterprise Site b

[4 'E.’ Uhllpsu dukeumversltywebexcom " 5 . ‘ kSer C I
| |k ‘ WEBEX MEETING

s’: “an DO Yyou know you can start, schedule or join WebEx meeting directly from iGoogle? Click here to add to iGoogle.
. p >
ﬁ My Meetings *\Jf’

Productivity Tools

sct10 | Log Out

Productivity Tools Setup I Welcome, Steve Toback

On the Web

w Host a Meeting

Schedule a Meeting
My Meetings

One-Click Meeting

Start Meeting

Wednesday, January 23, 13



,ggwgwwgwwgwwgwwwwgwwgww
e 0 0 Duke University WebEx Enterprise Site i‘

|4 » | |22 @ hups @ dukeuniversity.webex.com/mw webe) ' . Lsen ¢ | Reade ]
Duke | weeex veem
sct10 | Log Out)

One-Click Setup Welcome, Steve Toback

f) My Meetings

Productivity Tools | One-Click Settings

The settings you specify here apply to the Web and desktop versions of One-Click.

Meeting Options

| g| |] Service type: | Meeting Center Pro 1000

Meeting template: | [Meeting Center Default]

* Topic: Steve's Personal Meeting
* Meeting password: eseee
* Confirm password: essese

Meeting Fund Code/Cost Center:

Audio Conference

-3'\ . [ Use VolP only 2

Attendees join the audio conference using the WebEx Integrated VolP (Voice over IP) service. To
use VolIP, attendees must have a computer with audio input and outputs and a working
microphone.

Save & Start Meeting Save Cancel

Wednesday, January 23, 13



Setting Up: PCN

You can have up to 3 personal conference numbers
No need to schedule or use the web at all
Same prices as using the phone with the web

Many phone based commands are available
Duke KB Article: KBoor4484

Wednesday, January 23, 13



® 00 Duke University WebEx Enterprise Site -~

» | |2} @ hups @ dukeuniversity.webex.com - ¢ | (O]

Duke WEBEX MEETING

reion o |

‘) My Meetings My WebEx Profile =
A Productivity Tools * Denotes a Required Field [Z]
. Setup Personal Information
ZMy Files Usemame: sct10
@My Con First name: Steve )
i Last name: Toback *
'B —y FERE. Email address: stephen.toback@duke.edu "

| Personal Address1:
", Conferencing

Address2:

i~} My Reports
- City:
%4 Training State/Province:
?Support ZIP/Postal code:

Country/region: | United States of America

“-

My Phone Numbers
The PIN can be used to provide a secondary level of authentication for calls where the host is using the phone and may need to invite additional attendees.
Country/region Number (wkh areaicity code) Calback

Office phone: )

y/region  Number (wih area/city code)

Country/region  Number (wih area/city code)

Alternate phone 1;

1
Country/region Number (wih areaicity code)

Alternate phone 2: 1

PIN: 4-digit numeric
Note: single-number values and simple sequences (1111,1234) will be excluded.

Note: The call-back feature is dependent on purchase of the appropriate audio package.

Partner Integration
Display partner links in My WebEx

Calendar Work Hours

Customize your working hours for use with schedulers.
Wednesday, January 23, 13



® 00 Duke University WebEx Enterprise Site -~

> | lag Q https @ drdkeiunivérsity;we’be’x.crc;mi - 7 ¢ | | Oj

sct10 :log Ilut:

i) My Moot o SRk Welcome, Steve Toback
A Productivity Tools * Denotes a Required Field [Z]
. Setup Personal Information
ZMy Files Usemame: sct10
@My Con First name: Steve )
i Last name: Toback *
'B —y FERE. Email address: stephen.toback@duke.edu "
Personal Addesat:
", Conferencing
Address2:
i~} My Reports
- City:
%4 Training State/Province:
?st,ppo,, ZIP/Postal code:

Country/region: | United States of America

“-

My Phone Numbers
The PIN can be used to provide a secondary level of authentication for calls where the host is using the phone and may need to invite additional attendees.
Country/region Number (wkh areaicity code) Calback

Office phone: )

y/region  Number (wih area/city code)

Country/region  Number (wih area/city code)

Alternate phone 1;

1
Country/region Number (wih areaicity code)

Alternate phone 2: 1

PIN: 4-digit numeric
Note: single-number values and simple sequences (1111,1234) will be excluded.

Note: The call-back feature is dependent on purchase of the appropriate audio package.

Partner Integration
Display partner links in My WebEx

Calendar Work Hours

Customize your working hours for use with schedulers.
Wednesday, January 23, 13



e 006 Duke University WebEx Enterprise Site '

Meeting Center m sct10 :log Ilut:

‘) My Meetings My WebEXx Profile Welcome, Steve Toback
A Productivity Tools * Denotes a Required Field [Z]
- Setup Personal Information

Usemame: sct10
First name: Steve

i . Last name: Toback '
.B My Profile 4, Email address: stephen.toback@duke.edu "
Personal y Address1:
. il Address2:
City:
"9 Training State/Province:
?Support ZIP/Postal code:

“-

Country/region: | United States of America

My Phone Numbers
The PIN can be used to provide a secondary level of authentication for calls where the host is using the phone and may need to invite additional attendees.

Country/region Number (wkh areaicity code) Calback

Office phone:

iry/region  Number (wih arealclty code)

Country/region  Number (wih area/city code)

Alternate phone 1; 7

Country/region  Number (wih area/city code)

Alternate phone 2: 1

PIN: 4-digit numeric
Note: single-number values and simple sequences (1111,1234) will be excluded.

Note: The call-back feature is dependent on purchase of the appropriate audio package.

Partner Integration
Display partner links in My WebEx

Calendar Work Hours

Customize your working hours for use with schedulers.
Wednesday, January 23, 13



® 00 Duke University WebEx Enterprise Site -~

L« > | lag Q https iin?druikeiunivérsity;we’be’x.crc;mi ¢ | | OJ

Duke WEBEX MEETING

Meeting Center m sct10 :log Ilut:

‘) My Meetings My WebEXx Profile Welcome, Steve Toback
A Productivity Tools * Denotes a Required Field [Z]
. Setup Personal Information
ZMy Files Usemame: sct10
@My Con First name: Steve )
i Last name: Toback *
'B —y FERE. Email address: stephen.toback@duke.edu "
Personal Addesat:
", Conferencing
Address2:
i~} My Reports
- City:
%4 Training State/Province:
?Support ZIP/Postal code:

Country/region: | United States of America

“-

My Phone Numbers
The PIN can be used to provide a secondary level of authentication for calls where the host is using the phone and may need to invite additional attendees.

) Country/region Number (with arealcity code) DAk
Office phone: ) .

y/region  Number (wih area/city code)

Country/region  Number (wih area/city code)

Alternate phone 1;

1

Country/region  Number (wih area/city code)

Alternate phone 2:

Partner Integration
Display partner links in My WebEx

Calendar Work Hours

Customize your working hours for use with schedulers.
Wednesday, January 23, 13



Personal Meetings Room
Personal Meeting Room URL: https://dukeuniversity webex.com/meet/sct10 (click to preview)

Welcome Message:

Upload Image: | Choose File | no file selected
| Upload |

Current Image: <none>
Session Options

(| Automatically delete meetings from My Meetings when completed
(this option can be modified when scheduling a meeting)

Default session type: (s) Meeting Center Duke No recording
__) Meeting Center Pro 1000
) WebEx Personal Conference

QuickStart: @ Show QuickStart to Host and Presenter

Scheduling permission:

Select From Host List... |
4

To aliow other NOSLS 10 scheduie Meetings on your Denal, cick Seect From Host List

(Avaliabie for Meeting Center, Training Center, Sales Center and WebEx Integration 10 Outiook)

it you are setting scheduling permissions using WebEx Integration to Outiook, ensure that you select delegates and grant them access 10 the
calendar n your Outiook.

Web Page Preferences

Set your preferences for this Web site. The preferences are stored in your current computer,

Home page: | Meeting Center : | | Join an Unlisted Meeting
Time zone: | New York (Eastern Standard Time, GMT-05:00)

Language: | English =
Locale: | US. )

Note: Changing the locale affects the display of session times, dates, currency, and numbers.

POWERED BY
Cisco WebEx
Technology

Wednesday, January 23, 13
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C' .' g<,0qle

b ﬂ m ps ,' du»\et m.ers ty webex Com rn.~030f1 'mwehex (‘eta J|[ (10%1{9 H| deﬁ univer mty&ﬁe wce—lo

O Duke University WebEx Enterpri... -

Duke |

Meeting Center Site Admlnlstratlonm sct10 |log Out|
) My Meetings My WebEx Personal Conferencing Welcome, Steve Toback
Productivity Tools ?

A
Setup Personal Conference Number

You have not created any Personal Conference Number (PCN) accounts. A PCN account includes teleconferencing numbers and |

‘@ My Contacts personal host and attendee access codes that you can use to conduct:
AT Profile .. * Integrated audio and Web meetings.
> y 5N * Ad-hoc Personal Conference meetings from any phone.
7 +a Personal * Scheduled Personal Conference meetings.
" Conferencing 4
S D anarts. - ‘ Accounts (You can set up to three Personal Conference Number accounts for your profile.) Add Account

® 2013 Louisiana
WebEx Privacy | WebEx Terms of Service | Request information about WebEx services
\
!
W

»
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b ﬂ m ps ,' du»\et m.ers ty webex Com rn.~030f1 'mwehex (‘eta J|[ (10%1{9 H| deﬁ univer mty&ﬁe wce—lo

C' .' g<,0qle

O Duke University WebEx Enterpri... -

Duke |

Meeting Center Site Admlnlstratlonm

sct10 :Loq Out:

) My Meetings My WebEx Personal Conferencing Welcome, Steve Toback
Productivity Tools T

A Setup I

Personal Conference Number

You have not created any Personal Conference Number (PCN) accounts. A PCN account includes teleconferencing numbers and :

‘@ My Contacts personal host and attendee access codes that you can use to conduct: |
9 My Profile e Integrated audio and Web meetings.
y e Ad-hoc Personal Conference meetings from any phone. R
Personal » Scheduled Personal Conference meetings. e
" Conferencing
/~) My Reports Accounts (You can set up to three Personal Conference Number accounts for your profile.) Add Account

Q Training
9 Support

® 2013 Louisiana
WebEx Privacy | WebEx Terms of Service | Request information about WebEx services
\
!
W

»
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y

- ‘\‘ ——— —— e ———————————————————— e ——— e ——————— e ——————————————————— e ——— ————————— e —————————————— e e —— —————— e ——— m—
@/ i https:/ fduiiet-m'-'ers tv.webex.comxm'.-,o3071; mywebex /default.do?siteurl=dukeuniversity&service=10 < g]' Google

O Duke University WebEx Enterpri... +

Meeting Center Site Admlnlstratlonm

sct10 |Log Out

4| R

o)
»
]

) My Meetings My WebEx Personal Conferencing Welcome, Steve Toback

Productlvity Tools

Mavamameal P lBnimvn o Bl asvnn b

® OO0 Add Personal Conference Number

[ @ https://dukeuniversity.webex.com/cmp0307|/webcomponents/widget/tspaccount/tspaccount.do?siteur|=

numbers and

Add Personal Conference Number

Personal An asterisk(*) indicates required information.

" Conferencing
/-) My Reports

%14 Training * Host access code:

33“990“ * Attendee access code:

»

Wednesday, January 23, 13
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y

- ‘\‘ ——— —— e ———————————————————— e ——— e ——————— e ——————————————————— e ——— ————————— e —————————————— e e —— —————— e ——— m—
@/ i https:/ fduiiet-m'-'ers tv.webex.comxm'.-,o3071; mywebex /default.do?siteurl=dukeuniversity&service=10 < g]' Google

O Duke University WebEx Enterpri... +

Meeting Center Site Admlnlstratlonm

sct10 |Log Out

4| R

o)
»
]

) My Meetings My WebEx Personal Conferencing Welcome, Steve Toback

Productlvity Tools

Mavamameal P lBnimvn o Bl asvnn b

® OO0 Add Personal Conference Number

[ @ https://dukeuniversity.webex.com/cmp0307|/webcomponents/widget/tspaccount/tspaccount.do?siteur|=

numbers and

Add Personal Conference Number

Personal An asterisk(*) indicates required information.

" Conferencing
/-) My Reports

%14 Training * Host access code:

33“990“ * Attendee access code:

»
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\!/ & hups://dukeuniversity.webex.com/mw03071/mywebex/default.do?siteurl=dukeuniversity&service=10 CH g]' Google Q| Iﬁ‘l !n'l
| (U Duke University WebEx Enterpri...

Meeting Center Site Admlnlmatlonm sct10 'Log Out |

) My Meetings My WebEx Personal Conferencing Welcome, Steve Toback
Productlvity Tools

Personal Conference Number

Your Personal Conference Numbers are:

Call-in toll-free number (US/Canada): 1-855-244-8681 Show all toll-free dialing restrictions
5D My Profile Calkin toll number (US/Canada): 1-650-479-3207

Personal Call-in toll number (US/Canada): 1-650-479-3207 [T’ This number should be used only if the primary number does not work.
' Conferencing PIN: 1274 Reset

~~) My Reports
- Accounts (You can set up to three Personal Conference Number accounts for your profile.) Add Account

Q Training
? Support

Account 1 (Default) Delete Edit

Host access code: 22246249
Attendee access code: 22205883

© 2013 Louisiana
WebEXx Privacy | WebEx Terms of Service | Request information about YWebEX services
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Scheduling A Meeting



® 00 Duke University WebEx Enterprise Site "

< > @J @ htps @ dukeuniversity.webex.com C [pReader)

(PP A Site Administration @) My WebEx sct10 'Log Out |

Yo Did you know you can schedule a WebEx Personal Conference meeting if you select Personal Conference as the meeting
< ::eﬁ; type in the Advanced Scheduler?

4,

New User Reference <

Attend a Meeting

Schedule a Meeting Set options using template: | (Meeting Center Default]  :
w Host a Meeting _ ‘ _
Schedule a Meeting To set advanced meeting options or to schedule a Personal Conference meeting, go to Advanced Scheduler E]
m Meet[ngs . R(quirtd ficld |
One-Click Meeting + Meeting topic: .
:v“F:'e::;ded . Password: * Confirm password:
) SetUp Tracking codes: none Select tracking code...
v Support Date: [January (18 :)(2013 :] _°|
MyResources »
User Guides Time: s %]/l30 3 am (=)pm New York Time
Downloads Duration: 1 hr $ || Omin :
Training
Contact Us Attendees: | _separate email addresses with a comma or Use address book...
semicolon>
Send a copy of the invitation email to me
Audio conference: WebEx Audio Change audio conference...

Cancel Save as template... [ START NOW

Lo ome B - B = g

CIER T g v o

AT e e -

Wednesday,' January 23,'13



® 00 Duke University WebEx Enterprise Site w2

4 > | | @ htps @ dukeuniversity.webex.com . ¢ —J

( MEET

(PP A Site Administration @) My WebEx sct10 | Log Out

% _“mn Did you know you can schedule a WebEx Personal Conference meeting if you select Personal Conference as the meeting
< ::‘e& type in the Advanced Scheduler?

New User Reference

Attend a Meeting

Schedule a Meeting Set options using template: | (Meeting Center Default]  :
w Host a Meeting
Schedule a Meeting To set advanced meeting options or to schedule a Personal Conference meeting, go to Advanced Scheduler E]
My Meetings * Required fidd i
One-Click Me + Meeting topic: l
:v“F:'e::;ded . Password: * Confirm password:
) SetUp Tracking codes: none Select tracking code...
v Support Date: [January (18 :)(2013 :] _°|
MyResources _
User Guides Time: S </|30 3 am (=)pm New York Time
Downloads Duration: 1 hr $ || O min :
Training
Contact Us Attendees: | _separate email addresses with a comma or Use address book...
semicolon>

Send a copy of the invitation email to me

Audio conference: WebEx Audio Change audio conference...

Cancel Save as template... [ START NOW

D CTTIRY W T YL AR TS e v

——
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® 00 Duke University WebEx Enterprise Site w2

4 > | | @ htps @ dukeuniversity.webex.com . ¢ —J

( MEET

(PP A Site Administration @) My WebEx sct10 | Log Out

% _“mn Did you know you can schedule a WebEx Personal Conference meeting if you select Personal Conference as the meeting
< ::‘e& type in the Advanced Scheduler?

New User Reference

Attend a Meeting

Schedule a Meeting Set options using template: | [Meeting Center Default] 3
w Host a Meeting
Schodule s Mosting To set advanced meeting options or to schedule a Personal Conference meeting, go to Advanced Scheduler E]
My Meetings * Required field

: : |
One-Click Meeting + Meeting topic: ‘

:veeF:'e::;ded . Password: * Confirm password:
) SetUp Tracking codes: none Select tracking code...
v Support Date: [January (18 :)(2013 :] _°|
MyResources _
User Guides Time: S 2//30 2 am (=)pm New York Time
Downloads Duration: 1hr $ || Omin :
Training
Contact Us Attendees: | _separate email addresses with a comma or Use address book...
semicolon>

Send a copy of the invitation email to me

Audio conference: WebEx Audio Change audio conference...

Cancel Save as template... [ START NOW

D CTTIRY W T YL AR TS e v

——
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® 00 Duke University WebEx Enterprise Site w2

4 > | | @ htps @ dukeuniversity.webex.com . ¢ —J

( MEET

(PP A Site Administration @) My WebEx sct10 | Log Out

% _“mn Did you know you can schedule a WebEx Personal Conference meeting if you select Personal Conference as the meeting
< ::‘e& type in the Advanced Scheduler?

New User Reference

Attend a Meeting

Schedule a Meeting Set options using template: | [Meeting Center Default] 3
w Host a Meeting
Schedule a Meeting To set advanced meeting options or to schedule a Personal Conference meeting, go to Advanced Scheduler E]
My Meetings * Required ficd
One-Click Meeting * Meeting topic: 1
:ve::,e,f:;ded + Password: * Confirm password:
) SetUp Tracking codes: none Select tracking code...
v Support Date: January s$|| 18 & || 2013 3 j
MyResources _
User Guides Time: S + /|30 3 am (s=)pm New York Time
Downloads Duration: 1hr ¢ || Omin $
Training
Contact Us Attendees: | _separate email addresses with a comma or Use address book...
semicolon>

Send a copy of the invitation email to me

Audio conference: WebEx Audio Change audio conference...

Cancel Save as template... [ START NOW

D CTTIRY W T YL AR TS e v

——
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® 00 Duke University WebEx Enterprise Site w2

4 > | | @ htps @ dukeuniversity.webex.com . ¢ —J

( MEET

(PP A Site Administration @) My WebEx sct10 | Log Out

% _“mn Did you know you can schedule a WebEx Personal Conference meeting if you select Personal Conference as the meeting
< ::‘e& type in the Advanced Scheduler?

New User Reference

Attend a Meeting

Schedule a Meeting Set options using template: | [Meeting Center Default] 3
w Host a Meeting _ . _
Schedule a Meeting To set advanced meeting options or to schedule a Personal Conference meeting, go to Advanced Scheduler E]
My Meetings * Required field |
One-Click Meeting + Meeting topic: ‘
:ve::,e::;ded + Password: * Confirm password:
) SetUp Tracking codes: none Select tracking code...
v Support Date: [January (18 :)(2013 :] _°|
MyResources _
User Guides Time: S + |30 3 am (=)pm New York Time
Downloads Duration: 1hr $ || 0 min :
Training
Contact Us Attendees: | _separate email addresses with a comma or Use address book...

semicolon>

Send a copy of the invitation email to me

Audio conference: WebEx Audio Change audio conference...

Cancel Save as template... [ START NOW

D CTTIRY W T YL AR TS e v

——
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® 00 Duke University WebEx Enterprise Site w2

4 > | | @ htps @ dukeuniversity.webex.com . ¢ —J

( MEET

(PP A Site Administration @) My WebEx sct10 | Log Out

% _“mn Did you know you can schedule a WebEx Personal Conference meeting if you select Personal Conference as the meeting
< ::‘e& type in the Advanced Scheduler?

New User Reference

Attend a Meeting

Schedule a Meeting Set options using template: | [Meeting Center Default] 3
w Host a Meeting _ . _
Schedule a Meeting To set advanced meeting options or to schedule a Personal Conference meeting, go to Advanced Scheduler E]
My Meetings * Required field |
One-Click Meeting + Meeting topic: ‘
:ve::,e::;ded + Password: * Confirm password:
) SetUp Tracking codes: none Select tracking code...
v Support Date: [January (18 :)(2013 :] _°|
MyResources _
User Guides Time: S + |30 3 am (=)pm New York Time
Downloads Duration: 1hr $ || 0 min :
Training
Contact Us Attendees: | _separate email addresses with a comma or Use address book...

semicolon>

Send a copy of the invitation email to me

Audio conference: WebEx Audio Change audio conference...

Cancel Save as template... [ START NOW

D CTTIRY W T YL AR TS e v
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b4
!

A A A ) A

Select Attendees ?

Source: [Company Address Book :] Search: [Stephen Search

Ainsley Stephens
Alketa Stephens
Angela Stephens
Barbara Stephenson
Carrie Stephens Invite as:
Clay Stephens [

Courtney Stephens

Crystal Stephenson
Daniel Stephens ( Alternate Host> |
Deborah Stephens
Diana Stephenson

Don Stephenson Jr.

Dr Khary Stephen Carew
Dr Stephen Bergin [
Dr Stephen Lang, M.D.
Drew Stephens

Edwin Stephen

(Use the Command key to select multiple
participants)

Attendee > |

L )

e S

< Remove | wired ficld

-~
A
TN N

Name:
Email Address:
Phone number:
Time Zone:
Language:
Locale:

New Contact Edit Contact

¥ o N
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® 00 Duke University WebEx Enterprise Site w2

4 > | | @ htps @ dukeuniversity.webex.com . ¢ —J

( MEET

(PP A Site Administration @) My WebEx sct10 | Log Out

% _“mn Did you know you can schedule a WebEx Personal Conference meeting if you select Personal Conference as the meeting
< ::‘e& type in the Advanced Scheduler?

New User Reference

Attend a Meeting

Schedule a Meeting Set options using template: | [Meeting Center Default] 3
w Host a Meeting
Schedule a Meeting To set advanced meeting options or to schedule a Personal Conference meeting, go to Advanced Scheduler E]
My Meetings * Required ficd
One-Click Meeting * Meeting topic: 1
:ve::,e,f:;ded + Password: * Confirm password:
) SetUp Tracking codes: none Select tracking code...
v Support Date: January s$|| 18 & || 2013 3 j
MyResources _
User Guides Time: S + /|30 3 am (s=)pm New York Time
Downloads Duration: 1hr ¢ || Omin $
Training
Contact Us Attendees: | _separate email addresses with a comma or Use address book...
semicolon>

Send a copy of the invitation email to me

Audio conference: WebEx Audio Change audio conference...

Cancel Save as template... [ START NOW
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O O Duke University WebEx Enterprise Site "
j U https @ dukeuniversity.webex.com /mw

X
|

Duke ‘ 8 00 Audio Conference Settings
Audio Conference Settings

New User Reference

¥ sct10 [Log Out)

Select conference type: | webEx Audio : ) e maeting

« Display toll-free number Show toll-free dialing restrictions oW
Attend a Meeting (Toll number is always displayed.)

w Host a Meeting
Schedule a Meeting
My Meetings Entry and exit tone: | geep

One-Click Meeting

My Recorded .
Meetings

) SetUp

ing Center Default] 3

2 |

* Required ficld

a»

w Support
MyResources
User Guides
Downloads
Training

Contact Us

START NOW
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Duke ‘ 8 00 Audio Conference Settings
Audio Conference Settings

New User Reference
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O O Duke University WebEx Enterprise Site "
j U https @ dukeuniversity.webex.com /mw

¥ sct10 [Log Out)

Select conference type: , ..y Audio as the meeting

CJ

Use VolP only o
Bt Show
None d restrictions

—_—

Attend a Meeting

. pre—g— geting Center Default] 3

w Host a Meeting
Schedule a Meeting
My Meetings Entry and exit tone: | geep

One-Click Meeting

My Recorded .
Meetings

) SetUp

2 |

* Required ficld

a»

w Support
MyResources
User Guides
Downloads
Training

Contact Us

START NOW

Wednesday, Jauary 23, 13



® 006

Duke University WebEx Enterprise Site 2

4 > | | @ htps @ dukeuniversity.webex.com . ¢ —J

( MEET
(PP A Site Administration @) My WebEx sct10 :Log Out:
. > Did you know you can schedule a WebEx Personal Conference meeting if you select Personal Conference as the meeting
<

New User Reference

Attend a Meeting

w Host a Meeting
Schedule a Meeting
My Meetings

One-Click Meeting

My Recorded
Meetings

p SetUp

w Support
MyResources
User Guides
Downloads
Training

Contact Us

Wednesday, January 23, 13

\.- ::‘e& type in the Advanced Scheduler?

Schedule a Meeting Set options using template: | [Meeting Center Default] 3

To set advanced meeting options or to schedule a Personal Advanced Scheduler E]

* Required ficd
+ Meeting topic:

+ Password: * Confirm password:

Tracking codes: none Select tracking code...

Date: |[January ][ 18 #2013 :| _°|

Time: s : |30 :|(Oam @®pm New York Time

Duration: 1hr $ || 0 min -

Attendees: | _separate email addresses with a comma or Use address book...
semicolon>

Send a copy of the invitation email to me

Audio conference: WebEx Audio Change audio conference...

Cancel Save as template... [ START NOW

D CTTIRY W T YL AR TS e v
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O 0 Duke University WebEx Enterprise Site "
| <4, > U https & dukeumversity webex.com v ader |

o

Duke ‘ WEBEX MEETING

Site Administration @ My WebEx sct10 | Log Out

» Did you know you can schedule a WebEx Personal Conference meeting if you select Personal Conference as the meeting
47 typein the Advanced Scheduler?

New User Reference

Attend & Mesting Required Information Set options using template: | [Meeting Center Default] =

w Host a Meeting .
Schedule a Meeting Retumn to Quick Scheduler

My Meetings * Required fidd Required Information

One-Click Meeting .
* Meeting type: Meeting Center Duke No recording =+
My Recorded Date & Time

Meetings * Meeting topic: Demo Meeting
Audio Conference

Set Up Delete from My Meetings when completed

S "t invite Attendees
uppo * Meeting password: sesee

MyResources

*+ Confirm password: cssse Registration

User Guides
Password must be at least 4 characters Agenda & Welcome

Tracking codes: none
Select tracking code.., Meeting Options

Downloads
Training
Contact Us

Attendee Privileges

Review

Save as template.. SCHEDULE MEETING

Wednesday, January 23, 13




Site Administration @ My WebEx

sct10 :Log Out:

New User Reference

Attend a Meeting

w Host a Meeting
Schedule a Meeting
My Meetings

One-Click Meeting

My Recorded
Meetings

p SetUp

w Support
MyResources
User Guides
Downloads
Training

Contact Us

Wednesday, January 23, 13

>

< ::4(; type in the Advanced Scheduler?

Date & Time Set options using template:

Return to Quick Scheduler

Meeting date:  January s/ 18 3| 2013 3 j

Meeting time: 5 : || 30 : am (=) pm New York Time

Plan meeting time zones...

Attendees can join 5 minutes before start time

The first attendee to join will be the presenter
Attendees can also connect to audio conference
Estimated duration: 1 hr s Omin -
Email reminder: 15 - minutes before meeting starts

Recurrence: (s)None Daily Weekly Monthly Yearly

&, Did you know you can schedule a WebEx Personal Conference meeting if you select Personal Conference as the meeting

[Meeting Center Default] =
Required Information
Date & Time
Audio Conference
Iinvite Attendees
Registration
Agenda & Welcome
Meeting Options
Attendee Privileges

Review

Cancel Save as template... START NOW -
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‘ ® 00 Duke University WebEx Enterprise Site :

| <, > IEJ @ https @ dukeuniversity.webex.com ¢ L.Re |
Juke
Site Administration @ My WebEx sct10 [Log Out’
\\" b Did you know you can schedule a WebEx Personal Conference meeting if you select Personal Conference as the meeting
Mo st Rafaramce ‘.-\:14(\" type in the Advanced Scheduler?
Attend a Meeting Date & Time Set options using template: | [Meeting Center Default] =
w Host a Meeting
Rétumn to Quick Scheduler

Schedule a Meeting

My Mectnas Required Information
One-Clk Meeting date:  January :/| 18 3| 2013 3 :I .
:V“Rtf::?“ . / Meetingtime: 5 : /| 30 : () am (s pm New York Time Date & Time
) SetUp Plan meeting time zones... Audio Conference
Attendees can join 5 minutes before start time
Su rt ) L Invite Attendees
¥ Suppo The first attendee to join will be the presenter
MyResources ) '
User Guides Attendees can also connect to audio conference Registration
Downloads Estimated duration: 1hr 3| Omin 3 Agenda & Welcome
Training
contact U Email reminder: 15 - minutes before meeting starts Meeting Options
onta s
Recurrence: (s)None Daily( Weekly Monthly  Yearly Attendee Privileges
Review

Cancel Save as template... START NOW -

Wednesday, January 23, 13
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| € > EJ @) https @ dukeuniversity.webex.com ¢ : l

Site Administration @ My WebEx sct10 | Log Out

. Did you know you can schedule a WebEx Personal Conference meeting if you select Personal Conference as the meetin
) ~ y y gify g
“\:14“" type in the Advanced Scheduler?

New User Reference

Attend & Mesting Date & Time Set options using template: | [Meeting Center Default] =

w Host a Meeting 5
Schedule a Meeting Return to Quick Scheduler

Meetings ) .
My 9 Required Information

One-Click Meeting Meeting date:  jJanuary | 18 3| 2013 3 :]

:V“Rtf::s"“" Meeti ‘me: 5 : |30 : am (=) pm New York Time Date & Time

b SetUp Plan meeting time zones... Audio Conference
. / Attendees can join 5 minutes before start time

Su rt . L Invite Attendees
¥ Suppo The first attendee to join will be the presenter

MyResources ) '

User Guides Attendees can also connect to audio conference Registration

Downloads Estimated duration: 1hr : |/ Omin ¢ Agenda & Welcome

Training

contact U Email reminder: 15 - minutes before meeting starts Meeting Options

onta s
Review

Cancel Save as template... START NOW -

Wednesday, January 23, 13
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|4 » | |22 @ hups@ dukeuniversity.webex.com

Site Administration @ My WebEx

sct10 :Log Out:

New User Reference

Attend a Meeting

w Host a Meeting
Schedule a Meeting
My Meetings

One-Click Meeting

My Recorded
Meetings

v

Set Up

w Support

MyResources
User Guides
Downloads
Training

Contact Us

Wednesday, January 23, 13

Did you know you can schedule a WebEx Personal Conference meeting if you select Personal Conference as the meeting

}.\:f}b type in the Advanced Scheduler?

Date & Time Set options using template:

Return to Quick Scheduler

Meeting date:  January /| 18 3|| 2013 3 :I

Meeting time: 5 : || 30 : am (=) pm New York Time

Plan meeting time zones...

Attendees can join 5 minutes before start time

The first attendee to join will be the presenter
. / Attendees can also connect to audio conference

Estimated duration: 1hr | Omin :
Email reminder: 15 - minutes before meeting starts

Recurrence: (s)None  Daily 'Weekly  'Monthly Yearly

Cancel Save as template... START NOW -

[Meeting Center Default] =
Required Information
Date & Time
Audio Conference
Invite Attendees
Registration
Agenda & Welcome
Meeting Options
Attendee Privileges

Review
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‘ ® 00 Duke University WebEx Enterprise Site :

| < > IEJ @ htips @ dukeuniversity.webex.com C |ie |
Juke
Site Administration @ My WebEx sct10 [Log Out’
\\" “an. Did you know you can schedule a WebEx Personal Conference meeting if you select Personal Conference as the meeting
New User Reference ‘.-\:14(\" type in the Advanced Scheduler?
Attend a Mesting Date & Time Set options using template: | [Meeting Center Default]
w Host a Meeting
Retumn to Quick Scheduler

Schedule a Meeting

Meetings ) .
My 9 Required Information

One-Click Meeting Meeting date:  jJanuary /| 18 3|| 2013 3 :]

:V“Rtf::s"“" Meeting time: 5 : || 30 : am (=) pm New York Time Date & Time
D SetUp Plan meeting time zones... Audio Conference
Attendees can join 5 minutes before start time
Su rt ) L Invite Attendees
¥ Suppo The first attendee to join will be the presenter
MyResources ) '
User Guides Attendees can also connect to audio conference Registration
Downloads Estimated duration: 1hr : |/ Omin ¢ Agenda & Welcome
Training
contact U Email reminder: 15 - minutes before meeting starts Meeting Options
onta i

/ Review

Cancel Save as template... START NOW -

Wednesday, January 23, 13
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Knowledge Base Article: KBoor4361



https://duke.service-now.com/nav_to.do?uri=kb_view.do?sysparm_article=KB0014361
https://duke.service-now.com/nav_to.do?uri=kb_view.do?sysparm_article=KB0014361
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® 00 Duke University WebEx Enterprise Site e
P q N ' \
w @ https://dukeuniversity.webex.com/mw03071/mywebex/default.do?siteurl=dukeuniversity&service=10 c | ' Coogle Q)| A ]n 'I

| (U Duke University WebEx Enterpri...

Duke

Meeting Center Site Admlnlstntlonm

Session Options

\ﬂ My Meetings

Automatically delete meetings from My Meetings when completed

Productivity Tools (this option can be modified when scheduling a meeting)

A Setup
4 My Files Default session type: () Meeting Center Duke No recording
| ® Meeting Center Pro 1000
@MY Contacts WebEx Personal Conference

9 Wy Profiie QuickStart: & show QuickStart to Host and Presenter
4 Personal
Conferencing Scheduling permission:

\~~) My Reports

Select From Host List...

To allow other hosts to schedule meatings on your behalf, click Select From Host List.

(Available for Meeting Center, Training Center, Sales Center and WebEx Integration o Outiook)

I you are setting scheduling permissions using WebEx Integration 10 Outiook, ensure that you select celegates and grant them
access 10 the calendar in your Outlook.

Web Page Preferences
Set your preferences for this Web site. The preferences are stored in your current computer.

Home page: | Meeting Center * | Join an Unlisted Meeting *
Time zone: | New York (Eastern Standard Time, GMT-05:00)
Language: | English =

Locale: | UsS. :

Note: Changing the locale affects the display of session times, dates, currency, and numbers.

Update Cancel

)
N -~ - -2 - - - - - — - - ~ - - - ne ~
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e 00 Duke University WebEx Enterprise Site e
/—__Y ¥ - [ |
w @ https://dukeuniversity.webex.com/mw03071/mywebex/default.do?siteurl=dukeuniversity&service=10 < ' Coogle Q) lﬁl \ﬂ 'I

| (U Duke University WebEx Enterpri...

Meeting Center Site Adminfi

\ﬁ} My Meetings

Automatically delete meetings from My Meetings when completed

Productivity Tools (this option can be modified when scheduling a meeting)

A Setup
4 My Files Default session type: ) Meeting Center Duke No recording
| ® Meeting Center Pro 1000
@MY Contacts WebEx Personal Conference

9 Wy Profiie QuickStart: & show QuickStart to Host and Presenter
4 Personal
Conferencing Scheduling permission:

i~~) My Reports

Select From Host List...

To allow other hosts to schedule meatings on your behalf, click Select From Host List.

(Available for Meeting Center, Training Center, Sales Center and WebEx Integration to Outiook)

I you are setting scheduling permissions using WebEx Integration 10 Outiook, ensure that you select celegates and grant them
access 10 the calendar in your Outlook.

Web Page Preferences
Set your preferences for this Web site. The preferences are stored in your current computer.

Home page: | Meeting Center * | Join an Unlisted Meeting *
Time zone: | New York (Eastern Standard Time, GMT-05:00)
Language: | English =

Locale: | UsS. :

Note: Changing the locale affects the display of session times, dates, currency, and numbers.

Update Cancel

-
- - 4 - A - 5 - A - 3 - - 4 - - o~ LT - - gl —>1
&‘ - - . - e - - - sy - o - - o - - - o

Wednesday, January 23, 13




- o £ S P als | . . N g ¢ ¥ > £h . Sai £ & P 2 s | ¥ . e £ ¢ - Ry ad a L2l < &

e . -
e 00 Duke University WebEx Enterprise Site e
/—__Y ¥ - [ |
w @ https://dukeuniversity.webex.com/mw03071/mywebex/default.do?siteurl=dukeuniversity&service=10 < ' Coogle Q) lﬁl \ﬂ 'I

| (U Duke University WebEx Enterpri...

Duke | weecxueen

Meeting Center Site Admlnlstntlonm sct10 |Log Out’

Session Options

\ﬁ} My Meetings
Automatically delete meetings from My Meetings when completed ‘
A ;en:::ctlvlty Tools (this option can be modified when scheduling a meeting) [

4 My File Default session type: ) Meeting Center Duke No recording L
RPN (® Meeting Center Pro 1000
My Contacts .~ WebEx Personal Conference |

‘-

B

55 My Profile QuickStart: & show QuickStart to Host and Presenter

rEncing Scheduling permission: )
lect From ist...

/-) My Reports Select From Host List
To alow other hosts to schedule meetings on your behalf, cick Select From Host List.

Q Training (Available for Meeting Center, Training Center, Sales Center and WebEx Integration o Outiook)
It you are setting scheduling permissions using WebEx Integration 10 Outiook, ensure that you select celegates and grant them
access 10 the calendar in your Outlook.

9 Support

Web Page Preferences

Set your preferences for this Web site. The preferences are stored in your current computer.

Home page: | Meeting Center * | Join an Unlisted Meeting *
Time zone: | New York (Eastern Standard Time, GMT-05:00)
Language: | English =

Locale: | UsS. :

Note: Changing the locale affects the display of session times, dates, currency, and numbers.

Update Cancel
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e 00 Duke University WebEx Enterprise Site e
/—__Y ¥ - [ |
w @ https://dukeuniversity.webex.com/mw03071/mywebex/default.do?siteurl=dukeuniversity&service=10 < ' Coogle Q) lﬁl \ﬂ 'I

| (U Duke University WebEx Enterpri...

\ﬁ} My Meetings

Automatically delete meetings from My Meetings when completed

Productivity Tools (this option can be modified when scheduling a meeting)

A Setup
4 My Files Default session type: ) Meeting Center Duke No recording
| ® Meeting Center Pro 1000
@MY Contacts WebEx Personal Conference

9 Wy Profiie QuickStart: & show QuickStart to Host and Presenter
4 Personal
Conferencing Scheduling permission:

i~~) My Reports

Select From Host List...

To allow other hosts to schedule meatings on your behalf, click Select From Host List.

(Available for Meeting Center, Training Center, Sales Center and WebEx Integration to Outiook)

I you are setting scheduling permissions using WebEx Integration 10 Outiook, ensure that you select celegates and grant them
access 10 the calendar in your Outlook.

Web Page Preferences
Set your preferences for this Web site. The preferences are stored in your current computer.

Home page: | Meeting Center * | Join an Unlisted Meeting *
Time zone: | New York (Eastern Standard Time, GMT-05:00)
Language: | English =

Locale: | UsS. :

Note: Changing the locale affects the display of session times, dates, currency, and numbers.

Update Cancel
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e 00 Duke University WebEx Enterprise Site e
/—__Y ¥ - [ |
w @ https://dukeuniversity.webex.com/mw03071/mywebex/default.do?siteurl=dukeuniversity&service=10 < ' Coogle Q) lﬁl \ﬂ 'I

| (U Duke University WebEx Enterpri...

Meeting Center Site Admlnlstratlonm

Session Options

\ﬁ} My Meetings
Automatically delete meetings from My Meetings when completed

A ;e"t’::"""“y Tools (this option can be modified when scheduling a meeting)

4 My Files Default session type: ) Meeting Center Duke No recording
| ® Meeting Center Pro 1000
@MY Contacts WebEx Personal Conference

-'9 My Profile

4 Personal
Conferencing

i~~) My Reports

Select From Host List...

g alow other hosts %0 schedule meatings on your behalf, click Select From Host List.
(Available for Meeting Center, Training Center, Sales Center and WebEx Integration to Outiook)
It you are setting scheduling permissions using WebEx Integration 10 Outiook, ensure that you select celegates and grant them
access 10 the calendar in your Outlook.

Web Page Preferences

Set your preferences for this Web site. The preferences are stored in your current computer.

Home page: | Meeting Center * | Join an Unlisted Meeting *
Time zone: | New York (Eastern Standard Time, GMT-05:00)
Language: | English =

Locale: | UsS. :

Note: Changing the locale affects the display of session times, dates, currency, and numbers.

Update Cancel
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w @ https://dukeuniversity.webex.com/mw03071/mywebex/default.do?siteurl=dukeuniversity&service=10 > J \ ' Coogle Q) lﬁl \ﬂ 'I
( Duke University WebEx Enterpri...

Meeting Center Site Admlnlstratlonm

Session Options

\ﬁ} My Meetings

Automatically delete meetings from My Meetings when completed

Productivity Tools (this option can be modified when scheduling a meeting)

A Setup
4 My Files Default session type: ) Meeting Center Duke No recording
| ® Meeting Center Pro 1000
@MY Contacts WebEx Personal Conference

9 Wy Profiie QuickStart: & show QuickStart to Host and Presenter
Personal
Conferencing Scheduling permission:

i~~) My Reports

To allow other hosts to schedule meeatings on your behalf, click Select FIowg

(Available for Meeting Center, Training Center, Sales Center and WebEx Integras : ol

It you are setting scheduling permissions using WebEx Integration 10 0uuook ensure ha: you selec' celegates and grant them
access 10 the calendar in your Outlook.

Web Page Preferences
Set your preferences for this Web site. The preferences are stored in your current computer.

Home page: | Meeting Center * | Join an Unlisted Meeting *
Time zone: | New York (Eastern Standard Time, GMT-05:00)
Language: | English =

Locale: | UsS. :

Note: Changing the locale affects the display of session times, dates, currency, and numbers.

Update Cancel
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Duke University WebEx Enterprise Site

4 X
w @ https://dukeuniversity.webex.com/mw03071/mywebex/default.do?siteurl=dukeuniversity&service=10

| (U Duke University WebEx Enterpri...

Meeting Center Site Admlnlstratlonm

C | .."' Coogle

. Session Options
\ﬁ) My Meetings

Productivity Tools
A Setup

@ My Files

Q My Contacts

-'9 My Profile

4 Personal
Conferencing

i~~) My Reports

Default session type:

QuickStart:

Scheduling permission:

Web Page Preferences

Automatically delete meetings from My Meetings when completed
(this option can be modified when scheduling a meeting)

Meeting Center Duke No recording
(*) Meeting Center Pro 1000
WebEx Personal Conference

# Show QuickStart to Host and Presenter

Select From Host List...

To allow other hosts to schedule meatings on your behalf, click Select From Host List.

(Available for Meeting Center, Training Center, Sales Center and WebEx Integration to Outiook)

I you are setting scheduling permissions using WebEx Integration 10 Outiook, ensure that you select celegates and grant them
access 10 the calendar in your Outlook.

Set your preferences for this Web site. The preferences are stored in your current computer.

Home page:
Time zone:
Language:
Locale:

-

Meeting Center =+ || Join an Unlisted Meeting =
New York (Eastern Standard Time, GMT-05:00)
English =

u.s. :

Note: Changing the locale affects the display of session times, dates, currency, and numbers.
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Meeting: GGlobal

Your account must be provisioned to support

global calling

Wednesday, January 23, 13



Meeting: Global

® 00 Audio Conference Settings —

[ @ https://dukemed.webex.com/cmp0307|/webcomponents/scheduler/audiooptions.do?siteurl=dukemed& ’

Audio Conference Settings

Select conference type: | webEx Audio )
@ Display toll-free number Show toll-free dialing restrictions
| (Toll number is always displayed.)
G Xour accou ’ # Display global call-in numbers

a»

global calliny ervandextione: (o

AT ATV APV,

Wednesday, January 23, 13



Meeting: GGlobal

Your account must be provisioned to support

global calling

Supported Countries/Costs: KBoo14179

Global Dialing Numbers: KBoo14362

Wednesday, January 23, 13


https://duke.service-now.com/nav_to.do?uri=kb_view.do?sysparm_article=KB0014179
https://duke.service-now.com/nav_to.do?uri=kb_view.do?sysparm_article=KB0014179
https://duke.service-now.com/nav_to.do?uri=kb_view.do?sysparm_article=KB0014362
https://duke.service-now.com/nav_to.do?uri=kb_view.do?sysparm_article=KB0014362

Recording

Records participant audio, video and screen
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o ’ /-\ P p J'\ - p /—\ ——a v ./-\ —— p J'\ - p ./—\
N - ,,\ 4 N - ,,\ S N\ - ,_\ 4B N - ,,\ 4B . N - ,,\ B N " am ,_\ um

““ébex Meeting Number: 734 282 978 | | Connected @ & ‘o

¥ 2% Participants
@ Steve Toback (Host, me, internal)

Steve Toback (internal)’'s meeting
Topic: Steve's Personal Meeting

Voice Conference Invite & Remind

! Share My Desktop

@ Make Presenter
v Poan

Send to:  Everyone

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

Records participant audio, video and screen

Does not record computer audio

Do not record locally (Windows only option)

Can download/transcode recording (Windows only)

Recording retention § years
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U EEL TR O Site Administration @ My WebEx

Join an Unlisted Meeting

New User Reference

Attend a Meeting

To join an unlisted meeting, type the meeting number that your

¥ Host a Meeting host gave to you, then click Join Now.

Schedule a Meeting
My Meetings Meeting number: |

One-Click Meeting

My Recorded

Meetings Join Now

p SetUp

w Support

MyResources
User Guides
Downloads
Training

Contact Us
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Meeting Center: User Guides

Starting, Managing, and Attending Meetings

Meeting Center User's Guide

Detailed instructions for scheduling, managing,
and attending meetings, sharing documents and
applications, and so on.

BicE
M

T
-
=
=

Successful WebEx Meetings
Tips and techniques for effectively managing
meetings.

25 ||
M

Getting Started with WebEx Universal
Communications Toolkit

Instructions for installing the WebEx Universal
Communications Toolkit so that you can create
and use multimedia slide presentations in
meetings.

5
T,

Scheduling a Closed Captionist for Your
Meeting

Instructions for setting up closed captioning for
hearing-impaired participants.

‘"0 ﬁ
3

Productivity Tools

WebEx One-Click User's Guide
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About Meeting Center

Service version: WBS28
Page version: 28.7.0.15459
Client version: 28.7.0.15458
Docs version: 28.7.04

Release Notes and FAQs

Release Notes @
Describes new features, known HTML
issues, and system requirements. ——
FAQs

Provides answers to the most @

frequently-asked questions about HTML
Meeting Center.

Feedback

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

Duke KB: https://duke.service-now.com/

Cisco Knowledge Base http://support.cisco.com
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https://duke.service-now.com
https://duke.service-now.com
https://support.webex.com/MyAccountWeb/knowledgeBase.do?root=Tools&parent=Knowledge
https://support.webex.com/MyAccountWeb/knowledgeBase.do?root=Tools&parent=Knowledge
http://support.cisco.com
http://support.cisco.com

Who ya gonna call?

WebEx Meeting Technical Support
866-569-3239 - Available 24/7/365

Account questions or questions WebEx Technical

Support couldn’t answer: Your local service desk

Billing Questions:
Duke Budget Office: (919) 684-5804
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