WEBEX QUICK GUIDE

dcnet.webex.com > log in >

Log in to your account

Username: [ ]

Password:

Keep me logged in

Forgot your username or password?

From your Home Screen you can
1. Start a meeting
2. Schedule a future meeting

3. View and download your recordings and
transcripts

4. Access other solutions like Webex Events
and Webex Training

ﬁ Home Q Search for meetings and recordings ®
] Meetings
(© Recordings Jane Johnson’s Personal Room Webex Tip:
J J https://dcnet.webex.com/meet/jane.johnson .
& Preferences \ Copy your meeting room url and
0 insiah @ More ways to join copy and paste into an outlook
0ol Insights . .
e meeting for easy scheduling.
@ Support Start a Meeting v Schedule
& Downloads Tlleis icon copies
all your meetlng
(] .
() Feedback Room room details to
Copy .
t your clipboard,
Upcoming Meetings including call in
numbers.
Webex Training
1:30 PM - 2:30 PM TEST
rebexibients Jane Johnson @
Webex Support
From: | OCTO Communications & Calendar Invites:
To: O joe.doe@dc.gov
Subject: |Meeting You can put your room
Location: | https://d webex j johnson 4— | H h | H |
; = url in the location line
Duration: =30 Minutes g All day event
Starts:  5/29/2020|[F]  1:30 PM fOF easy access.
° Download the desktop app Ends: 5/29/2020|[F]  2:00 PM
@ This invitation has not been sent.

L4 N VI Jane Johnson’s Personal Room .. . .
OPTIONAL PrOd UCtIVIty TOO |S https://dcnet.webex.com/meet/jane.johnson | 777001234 ThlS IS What IS Copled
(need admin permission on - when you click the

Join by video system / . b

Dial jane.johnson@dcnet.webex.com and enter your host PIN . CcO aste icon above.
you rcom pUter) You can also dial 173.243.2.68 and enter your meeting number. py p

Join by phone

_ Note: The video system info is for
1-650-479-3208 Call-in number (US/Canada) R . .
Access code: 734 801 211 cisco equipment only and is not
usually necessary.

For troubleshooting assistance, contact the DC-Net HelpDesk at 202-715-3733.



Your Control Bar

PR Change your Video Layout
| @ to control where you
LD .. view video participants and
s panels on your screen.

Choose Floating
Panel View & to
position any panel
where you want it -

G = @
even on a second )
monitor. Active Speaker--- ] - Grid View
@ Video View |
Active Speaker and
Thumbnail View
Access the '
Meeting Info ® beromenooeoos Meeting controls hide when You can Only control your own
to get details you’re not using them and view.
about the then re-appear when you
meetmg. maove your cursor.
To zoom in or out: Hover over the left

side of your screen, zooming tools
should appear. Or go to View > Zoom
Mute (Red) or Unmute (Black) In/Out

Video Off (Red) or On (Black)

Share screen, documents or whiteboard Audio
Stop/Start Recording . .
Once you start or join a meeting room, you can
Participant List join the audio by:

Chat + Computer audio, or

More Options * Dialing the call-in number or entering your
number for the system to call you.

End or Leave Meeting

Muting and other Participant Tools

* To mute everyone at once, from RS E S Meeting  Window
the Participant > Mute All. | Mute Me {38 M "

2 co Wi

+ To configure your meeting to mute each Mute Al a%eU .
participant as they join the meeting, from Vi

‘at’ Mute on Entry

the Participant > Mute on Entry. -

. v Ent d Exit T
+ To turn off the 'ding’ that happens when dhbd b b

Invite and Remind... -V

someone joins or leaves a meeting Copy Meeting Link

deselect Entry and Exit Tone.
v/ Anyone Can Share

* To control who can share content deselect —
Assign Privileges... 3K
Anyone Can Share - the host will then need

Change Role To >
to grant presenter controls.



