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Joining a WebEx Meeting from a PC
An appointment / meeting will appear in your
4 b
calendar and the calendar of any participants 23 November 2016
who accept the meeting. 23
All of the details to join the meeting are stored 2:00
inside the appointment in your calendar. aqg | Telecoms TAS
To open these details, double-click the 1000 —
appointment 11:00 | Meeting with staff; Michael Dean >
12 pm
This may also be an email in your inbox which 14010

will contain a link

To join the WebEx meeting, click the Join
WebEx meeting link in the appointment

You will be taken to your web browser. If you
have not ran WebEx before, you will need to
Run the application

You may also click the “run temporary
application” link if you are unsure if WebEx is
installed

Starttime: | Wed 23/11/2016

Endtime: | Wed 23/11/2016

Join WebEx meeting

Meeting nUMBET (access code): 574 901 156
Meeting password: gihJRgpv

WebEx will load and look like this:

Quick Start MeetingInfo () New Whiteboard

MD Meeting with staff

ost: Michael Dean
Audio Connection X 11156

Meeting

‘\" Call Me

‘Q Iwill Call In

f

Call Using Computer
Change settings

Share Application

More Options

A= - ®

Participants Chat Recorder

¥ Participants
Speaking:

M, Michael Dean (Host, me, internal)

)

Invite & Remind

Copy Meeting URL
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When you start WebEx your audio and video MD [‘\-Iee’;ing with star

settings need to be set. You must do this every e e P 1 158

time you start a WebEx Meetin
‘\* Call Me

When prompted, click Call Using Computer in
your audio settings. This uses your inbuilt

. Q IWill Call In
microphone and speakers.

Call Using Computer
Qﬂﬂgﬂ settings

To start your video, click on the video camera A= =) ®
|C0n on the r|ght hand S|de Participants Chat Recorder
¥ Participants
C||Ck Start my Video Speaking:
r._.1r_\o Michael Dean (Host, me, internal)

seting

RN

Share Application Tnvite & Remind
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Joining a WebEx Meeting from an iPad

Ensure that you have downloaded the WebEx app
from the App Store. The icon looks like the one on the
right.

Open the calendar of your device “November 2016 R i
Sun. Mon. Tue. Wed. . Sat
1 2 7
Locate the meeting in your calendar and tap on it. It ]
will open as shown — .
’ : P @ i, i
Tap the WebEx link to join the meeting nviees
Alert 15 minutes before
14 15 16 Notes
To view other details details to participate in the o ot deletsor change any ofthe
. following text. -
meeting (e.g. telephone), tap Show All Notes
2
- = = Show All Notes
Travel Time None
. Calendars Accept Maybe Decline o
Your web browser will pop up to launch the WebEx
Calendar % = 4:59 pm
[:] swiafe.webex.com X

A prompt will be displayed asking if you would like to
open the page in WebEx.

Click Open

Favourites

[ Loading

Open this page in "WebEx"?

Cancel Open

The WebEx app will load and connect
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The application will launch il e X m & O B
Connect to Audio
. . . Test .
To connect your audio, tap Connect using internet e
;;;hael Dean  callin
';;;’ég;‘s‘"gg”' = Connect Using Internet
To send your video tap the Cameraicon to startthe | °~ - SRR
camera preview Preview
Test
Click Start My Video to send your video Michael Dean

Meeting Number
573 693 696

The mic is muted by default. Tap the mic icon to
tart My Video
unmute the mic when you wish to speak

To share any content from your device, tap Share
Content on the screen
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