























Chapter 18: Sharing Presentations, Documents, and Whiteboards

To return to the document or page the
host is viewing, you can synchronize
your view

2 On the toolbar, click a button to change the page or slide you are viewing:

3 Todisplay the next page or slide, click the Next button.

=  To move forward or back between pages, click the

left or right arrows.
4 |Jof17 ML 9
= To select any page or slide, select it in the Go To

drop-down list.

Synchronizing your view of pages, slides, or whiteboards

During an event, you can synchronize the display of shared content in your content
viewer with the display in the presenter's viewer. This option is useful, for example, if
you are viewing a previous slide in a presentation and want to quickly return to the
actual slide that the presenter is discussing. Synchronizing your display also resizes it
to that in the presenter's content viewer.

To synchronize your view of shared content in the presentation viewer:
In the Event window, on the viewing toolbar, click the Synchronize My Display
button.

[J3% Synchronize your view
0]
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Sharing software

Sharing a tool, like a software application, works differently from sharing a document
or presentation. When you share software during an event, a sharing window opens
automatically on all participant screens. You can show, in this special sharing
window:

= an application (for example, you want to edit a document as a group or show
your team how a tool works)

= computer desktop (for easily sharing several applications at once and for sharing
file directories open on your computer)

= Web browser (useful for sharing particular Web pages with participants or
showing a private intranet)

Your user role in a meeting determines your level of participation in sharing software.
Whichever role you take, this table describes the basic tasks associated with that role.
For detailed instructions on a particular task, click "More" by the task description.

Role Task description:

host and Share Share software:

panelist Presentation or Document.,,  Cirb-AR+O =  Share applications
Appacation Cer-AR+A = Share your desktop (if this feature
Desktop... CrH-Ak4D is available)
iihitshoard Ctri-Ak+N =  Share a Web browser
web Content., =  Annotate shared software
Mulimedia. .,
My Event Manager
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Chapter 19: Sharing software

Role Task description:

host and Share Share software:

panelist Presentation or Document. ..  Cirkalk+0 =  Share applications
Appication CRrH-AR+A = Share your desktop (if this feature
pesktop... CrHk+D is available)
Whitehoard Crrial+N =  Share a Web browser
wib Content., =  Annotate shared software
Mulimedia. .,
My Event Manager

participant naaesin | View and work with shared software:
®  FEnViewer =  Control the appearance of shared
Fit to Wkh software
o ok A e =  Annotate shared software
S0% T
G5 Mg Farels =  Stop participating in software
100 gk to Cionrod Sharmg
O, Aaadn []
400 Wl

Mastireg Options L |

- al
g Dicach. Misstirng Coriyals l |

Sharing applications

You can use application sharing to show all event participants one or more
applications on your computer. Application sharing is useful for demonstrating
software or editing documents during an event.

Participants can view the shared application, including all mouse movements without
having to run the application that you are sharing on their computers.

Here are just a few tasks you can perform:
= Start sharing an application and open more applications to share

= Control the appearance and viewing of shared software (pausing, changing to full-
screen view, and so on)

= Annotate and draw on a shared application and allow attendees to draw
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Chapter 19: Sharing software

= Learn about sharing application effectively

= Stop sharing an application

Starting application sharing
Host or Presenter only
You can share any application on your computer with event attendees.
To share an application:
1 On the Share menu, choose Application.
The Application Share dialog box appears, showing a list of all applications

currently running on your computer.

5 Select Application I}

Select the application that vou want to share:

Microzoft Project - Project] -
Inbow - Microsoft Outlook

@ Adobe Phatoshop

@ Docurment] - Microsoft Word

Microsaft Excel o
@ Microzoft Intermet Explarer

B Windows Explorer LI

Mew dpplicatian. .

| m | StopSharing| L ] Share|

2 Do one of the following:

= |f the application you want to share is currently running, select it in the list,
and then click Share.

= If the application you want to share is not currently running, click New
Application. The New Application dialog box appears, showing a list of all
applications on your computer. Select the application, and then click Share.

Your application appears in a sharing window on attendees' screens.

For tips that can help you to share applications more effectively, see Tips for Sharing
Software.
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Chapter 19: Sharing software

Sharing several applications at once
Host or Presenter only

If you are already sharing an application, you can share additional applications
simultaneously. Each application that you share appears in the same sharing window
on attendees’ screens.
To share an additional application:
Select the application you want to share:

= |f that application is currently running: Click the Share button.
Each application you have open on your

desktop has these buttons in the upper right
corner

Tip: When you open any application that you have minimized, it opens with the sharing
buttons in the upper-right corner.

= If that application is not currently running: Click the Select Content to
Share button in the Event Controls Panel. You can also fnd it using File
Explorer or other tool you use to locate applications on your computer. When
you open it, it appears with the Share button.

Your application appears in a sharing window on attendees' screens.

Event Center tracks the number of applications you are currently sharing:

| The button to the right of Pause is the Select

| *%ou are sharing 2 applications | =
Content to Share button.

Mk & 788EE o

Tip: Alternatively, you can share multiple applications by sharing your computer's desktop. For
details, see Sharing your desktop.

Stopping application sharing for all participants
Host or Presenter only

You can stop sharing an application at any time. Once you stop sharing an
application, attendees can no longer view it.
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Chapter 19: Sharing software

If you are sharing multiple applications simultaneously, you can stop sharing either a
specific application or all applications at once.

To stop sharing a specific application when sharing multiple applications:

On the title bar of the application that you no longer want to share, click the Stop
button.

To stop all application sharing:

In the Event Controls box, click the STOP button.

You can also pause sharing: Click the Pause

| *ou are sharing 2 applications | = |
button (located next to the Stop button).

=Y iiR) & VEES O

Sharing your desktop

The presenter uses desktop sharing to show all event attendees his or her entire
computer desktop-including any applications, windows, and file directories that are
currently open. The presenter can use desktop sharing to share several applications
simultaneously or to share other areas of the computer, such as file directories.

Attendees can view the presenter's shared desktop, including all mouse movements, in
a sharing window on their screens.

Tasks related to sharing your desktop:
=  Start sharing your desktop

= Manage how attendees view your shared software (pausing, changing to full-
screen view, and so on)

= Annotate and draw on your desktop and allow attendees to draw
= Read a few tips for sharing your desktop effectively

= Stop sharing your desktop

Starting desktop sharing

Host or Presenter only
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Chapter 19: Sharing software

You can share your computer's desktop with event participants.

To share your desktop:
1 On the Share menu, choose Desktop.

If you have more than one monitor, a submenu shows the available monitors.

il dio

Wi Participant  Meeting

Presentation or Document,,,  Chrl+alk+0
application, ., Chrl+al+a
Deskkop Chrl+Al+D Monitor 1
whiteboard Chrl+Alt+-H Manitor 2

web Content. .

Web Browser

Eemate Computer, ..

My Meeting Window

2 Select the monitor to share.
Your desktop appears in a sharing window on participants' screens.

For ideas that can help you to share your desktop more effectively, see Tips for
Sharing Software.

Note: If your desktop has any background images or patterns, or wallpaper, your Event Manager
software may remove them from attendees' views to improve the performance of desktop sharing.

Stopping desktop sharing
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You can stop desktop sharing at any time.

To stop sharing your desktop:
In the Event Controls box, click the Stop button.

You can also pause sharing: Click the Pause

& | fou are sharing vour Deskiop | =]
button (located next to the Stop button).

NL & TEFEE T

If you are an attendee, rather than the presenter, click the Return button to leave the
sharing session.
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You do not leave the event, just the sharing

b | Wiewing kathryn's Deskiop | = i )
| g £ EJ portion of it.

7 BRI -

Sharing a Web browser

A presenter uses Web browser sharing to show all event attendees all Web pages that
he or she accesses in a browser. Web browser sharing is useful for showing attendees
Web pages on the Internet, or the presenter's private intranet or computer.

Attendees can view the presenters Web browser, including mouse movements, in a
sharing window on their screens.

Tasks related to sharing a Web browser:
= Start sharing a web browser
= Manage how attendees view the shared Web browser

= Annotate and draw on a shared Web browser and let an attendee draw on a shared
Web browser

= Learn how to share Web browsers effectively

= Stop sharing a Web browser

Starting Web browser sharing
Host or Presenter only
You can share a Web browser with event participants.
To share a Web browser:
1 On the Share menu, choose Web Browser.

Your default Web browser opens.

2 Go to a Web page in your browser.

Note: Participants view all new Web browser windows that you open. You can show
participants several Web pages simultaneously
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Chapter 19: Sharing software

Stopping Web browser sharing

You can stop sharing a Web browser at any time.

To stop Web browser sharing:

On the title bar of the application that you no longer want to share, click the Stop
button.

Tip: You can temporarily pause Web browser sharing, rather than stopping Web browser sharing.

Controlling views of shared software

Role Task description:
Host or Share =  Pause or resume sharing
Presenter Bresentation or Document...  Chri+Ak+0 = Control full-screen view of
Apphcation, ., shared software
Qesktop Ciri+ak+D = Synchronize views
Whitehoard CirivAR+Y
Wb Conkent. .
‘Waeb Broveser
. ""*""'"‘M"' ‘J F
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Chapter 19: Sharing software

Role Task description:
Participant P = Control your view of shared
software
L T P—
Fit to Wick? =  Close your sharing window
; 5 Floar &l Pansls
1"‘ Maraggs Fanels
10 Ak boy Condrol
200, Baadny ]
ﬂ.ll"\.. s ;—
Mashng Options ¥

al = |
Q’ Dioch. Mestrag Cortral l {
- |

The presenter can control attendees' views of a shared desktop, application or Web
browser.

Attendees can manipulate their individual displays of the shared software

Pausing and resuming software sharing
Host or Presenter only
While sharing software, you can temporarily pause sharing to freeze attendees' views.

If you want to return attendees to the Event window while sharing software, pausing
shared software conserves resources on your computer and bandwidth for your
Internet connection. This option is also useful if you do not want attendees to see
certain actions that you take with shared software.

You can resume sharing to restore attendees' views of shared software at any time.

To pause software sharing:

Click the Pause button, located to the right of the Stop button.

| %ou are shating 2 applications | (=]

; HHEL :g, JEEE o

The word "Paused” now appears in the panel.
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Chapter 19: Sharing software

Ny Paused ) =
IR & TEEE T

To resume software sharing:

Click the Pause button again.

Controlling full-screen view of shared software
Host or Presenter only

You can switch attendees' views of a shared application, remote computer (if
available), or Web browser between a standard window and a full-screen view.

A full-screen view of shared software fits attendees' entire screens and does not
include a title bar or scroll bars.

Attendees can override your setting to control full-screen view or to zoom in or out on
the shared software on their computers.

To display shared software in a full-screen view:

On the Event Controls Panel, click the down arrow (the last button on the panel)and
then choose View. Then choose Full screen for Participants.

' —.| To see panel controls, click

pr | ¥ou are sharing # applications | =

[ e __| the gray down-arrow button
W L) se 7 ESEN | (tis the last button).

| @ mokes :

= Recorder

Float all Panels

Manage Panels, ..

Audio 3
Full-screen For Participants iRy
a0

Synchronize Far All Miasting Dpkians »

Dock Meeting Contrals

To display shared software in a standard window:

1 Do either of the following:
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Chapter 19: Sharing software

= On the title bar of the window you are sharing, click the Sharing menu. If you
are sharing a remote computer, the Access Anywhere menu appears instead of
the Sharing menu.

= In the lower-right corner of your desktop, click the WebEx icon to display the
Sharing menu.

2 On the menu that appears, choose Views > Restore View for Attendees.

Synchronizing views of shared software
Host or Presenter only

While sharing an application, desktop (if desktop sharing is available), or Web
browser, you can synchronize all attendees’ views of the software with your view.

Synchronizing views of shared software ensures that the sharing window appears as
the active window on attendees' screens. For example, if an attendee has minimized
the sharing window, or moved another window on top of it, the sharing window
becomes the active window when you synchronize views.

Note: Synchronizing views has no effect on the size in which the shared software appears on
attendees' screens. Attendees can control the size of their views independently.

To synchronize your view with attendees:

On the Event Controls Panel, click the down arrow (the last button on the panel) and
then choose View. Then choose Synchronize for All.

You are shating 2 applications | 1=
HH L "? AT IS e

i Motes
R Recorder

Float all Panels

Manage Panels, ..

Audio 3
Full-screen For Participants '-.-'iq"g
Synchronize For all Miasting Gpkians .

Dock Meeting Controls
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Chapter 19: Sharing software

Selecting a monitor to share

To select a monitor to share:
1 Start sharing your desktop:
= On the Quick Start page, select Share Desktop.

If two or more monitors are detected on your system, a window appears and
allows you to select one of the monitors.

Select a monitor bo share

1

= On the Share menu, select Desktop.

A submenu shows the available monitors.

fudio Participant  Meeting
Presentation or Dacument..,  ChrlAlk+D
Applicakiorn. . Chel+ Al 8
Desktop Chrl+ Al Maonitar 1
whiteboard Chrl+AlE+h Manitor 2
W'eb Conkent, .,

Wi'eb Browser

Rermaote Cormputer...

My Meeting Window

2 Select the monitor you want to share.

The Event Controls Panel indicates which monitor you are sharing. If you are sharing
the same monitor where the Event Controls Panel is, it says, "You are sharing this
monitor."
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Chapter 19: Sharing software

If you are sharing a monitor that is not the same monitor where the Event Controls
Panel is, it says, "You are sharing monitor <number>."

‘ol are sharing manikar 2, -
= =
HHELL-L, AT Y

In addition, a green border appears around the monitor you are sharing.

To select a different monitor to share:

1 On the Meeting Control Panel, select the Select Content to Share button.

| ¥ou are sharing this monitor, | =
NEs. 78@e o
2 In the submenu that appears, select Share Desktop.

A submenu shows you the available monitors.

L) s, TS

Share Document ¥

Share Application ¥
| v | Share Deskiop Monitor 1
¥ I v | Manikar 2

3 Select the monitor number you want to share.

The Event Controls Panel indicates which monitor you are sharing. In addition, a
green border appears around the monitor you are sharing.

Controlling your view as an attendee
Attendee only

When viewing or remotely controlling shared software, you can set these options,
which determine how shared software appears on your screen:

= Display the shared software in a full-screen view or a standard window. A full-
screen view of a shared application or desktop fits your entire screen and does not
include a title bar or scroll bars.

= Scale, or resize, a shared desktop or application to fit the full-screen view or
standard window in which it appears.
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Chapter 19: Sharing software

To control your view of shared software:

On the Event Controls Panel, click the down arrow (the last button on the panel) and
then choose View. Then choose an option from the menu.

Hestors Vs
B Py 5 Vievesr
it b Wl
L
i Floar & Fanels
S
i Mg Fanels
100 Ak o Cordrol
Fal Ly * ] k
A -_.;\_-—

Mawtirg Ciptions F

g =
g Dich. Msstrsg Cortrok l |

Tip: To switch quickly from the standard window to a full-screen view of shared software,
double-click the shared software.

Closing your attendee sharing window

222

Attendee only

While viewing or remotely controlling shared software, you can close the sharing
window in which the software appears at any time. Closing a sharing window returns
you to the Event window. If you close a sharing window, you can reopen it at any
time.

To close a sharing window:

1 On the Event Controls Panel, click the down arrow (the last button on the
panel)and then choose Options. Then choose an option from the menu.

b | Wiewing kathevn's Deskbop | =
|

7B o

2 On the menu that appears, choose the appropriate option:

= Exit Application Sharing
= Exit Web Browser Sharing
= Exit Desktop Sharing
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= Exit Remote Application Sharing

= Exit Remote Desktop Sharing

The sharing window closes. The Event window then automatically opens.
To return to the sharing window at any time:

In the Event window, on the Sharing menu, click a sharing option (desktop, remote
computer, application or Web browser).

Switching your attendee view
Attendee only

While a presenter is sharing software, you can return to the Event window at any
time. The sharing window remains open on your computer, so you can return to
viewing the shared software at any time.

To return to the Event window while the presenter is sharing software:

On the Event Controls Panel, click the Return to Event Manager icon.

- | wiewing kat's spplications | = |
oy JTEEG &

The Event window then appears.

To return to a sharing window:
Do either of the following:

= In the Application Share dialog box, which appears in the Event window, click
Return.

‘™ application Share

Return ko Application sharing

= In the Event window, on the Sharing menu, click the appropriate sharing option
remote computer (if available), application, desktop, or Web Browser).
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Annotating shared software

Role Task description:
Host or = Start or stop annotation mode
Presenter ] /= Use annotation tools

7 | ‘fouare sharing 2 applications  |'='| = et an attendee use

" % =i annotation
. Mk . /2
' =  Save annotations

Participant = Ask for permission to use

w | Wiewing kat's applications | =

7TEWG o

annotation Use annotation
tools

Save annotations

Give up annotations

You can annotate a shared desktop, application or Web browser during an event,

using the highlighter or other annotation tool.

Event participants can see annotations in their sharing windows.

Starting and stopping annotation

224

Host or Presenter only

When you are sharing a desktop, application or Web browser, you can make

annotations on the software.

Attendees can see all your annotations.

To start annotating shared software:

1 On the Event Controls panel, click the Start Annotating button.

| ¥ou are shating 2 applications | = |

PNn L. TETEE O

The Tools panel appears.

The Annotation button has the image of a
pencil on it.
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A |
DT/ -0-[2 ®W-5-\ @

[€2 allow bo Annotate: | (&8 Stop Annotating |

2 Select a tool for making annotations.

Note:
= You can let one or more attendees annotate the shared software.

= Once you or an attendee makes annotations, you can save an image of the software, including
the annotations.

To stop making annotations on shared software and return your mouse to a normal
pointer, you must stop annotation mode.

To stop annotation mode:

Click the Stop Annotating button in the Tools panel.

[~ 7 awotationtons x|
B-T /-0 2:B-72- @

I‘@ Allow ko Annokake » ] [;Zb Skop Annokating ]

Using annotation tools

If, while sharing software, you are the presenter or the presenter allows you to
annotate, you can use the Annotation Tools panel that appears to make annotations.
The Annotation Tools panel provides a variety of tools for annotating a shared
desktop or application.

[~ 7 awotationtons x|
e-T/-O0-Z2-B-9- 8

[& allow to snnotate | g8 Stop Annotating |
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Annotation
Tool

Pointer

Text

Line

Rectangle

Highlighter

Annotation
Color

Eraser

Icon

Q

Description

Lets you point out text and graphics on shared content. The pointer
displays an arrow with your name and annotation color. To display the
laser pointer, which lets you point out text and graphics on shared
content using a red “laser beam,” click the downward-pointing arrow.
Clicking this button again turns off the pointer tool.

Lets you type text on shared content. Participants can view the text
once you finish typing it and click your mouse in the content viewer,
outside the text box.

To change the font, on the Edit menu, choose Font. Clicking this button
again turns off the text tool.

Lets you draw lines and arrows on shared content. For more options,
click the downward-pointing arrow. Clicking this button closes the
Rectangle tool.

Lets you draw shapes, such as rectangles and ellipses on shared
content. For more options, click the downward-pointing arrow. Clicking
this button again closes the Rectangle tool.

Lets you highlight text and other elements in shared content. For more
options, click the downward-pointing arrow. Clicking this button again
closes the Highlighter tool

Displays the Annotation Color palette, on which you can select a color
to annotate shared content. Clicking this button again closes the
Annotation Color palette.

Erases text and annotations or clears pointers on shared content. To
erase a single annotation, click it in the viewer. For more options, click
the downward-pointing arrow. Clicking this button again turns off the
eraser tool.

Letting an attendee annotate shared software

Host or Presenter only
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You can let one or more event attendees annotate a shared desktop (if available),
application or Web browser.

You can let several attendees annotate shared software at the same time.

To let an attendee annotate shared software:

1 On the Event Controls Panel, click the Start Annotating icon
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The Start Annotating button is the fourth

| ¥ou are shating 2 applications | =
gray button from the left.

=P &, 7TEEE

The tools panel appears.

. # Annotation Tools .
BT />0 2N - - |8

[€2 allow bo Annotate: | (&8 Stop Annotating |

2 Click the down arrow on the Allow to Annotate button.

3 On the menu that appears, choose which participants can annotate the shared
software:

You can choose "All" or select someone from the list.

Note:

= To quickly allow a participant to start drawing, just click the Access Controls button on the
Event Controls Panel. Choose Allow to Draw and then choose that person's name from the
drop-down list.

= You can stop an attendee from annotating shared software at any time.

Requesting annotation control of shared software
Attendee only

If a presenter is sharing a desktop, Web browser or application, you can ask the
presenter to allow you to annotate the shared software.

After you have permission, you can:

= Make annotations by highlighting areas on the software, drawing lines and shapes,
typing text, and using pointers.

= Clear annotations at any time.
= Change the color that you are using to make annotations.

= Save an image of your annotations on the shared software.

To request annotation control of shared software:

1 Inthe Event Controls Panel, click the Ask to Annotate button.
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The Ask to Annotate button has the image of a

w | Wiewing kat's applications | = i :
pencil on it.

7 B o

- =

A request message appears on the presenter's screen.

After the presenter allows you to annotate, the Annotation Tools panel appears:

BT /=0 -AN-9 -8

[& allow to snnotate | g8 Stop Annotating |

2 Select the tool you want to use.

3 Optional. Choose another annotation tool.

Note: If you are controlling shared software remotely, the presenter must take back control to
turn on annotation mode. You and the presenter can then annotate the shared software
simultaneously.

Giving up annotation control
Participant only

If the presenter has granted permission to you to annotate, you can stop annotating at
any time.

To stop annotating:

In the Annotation Tools panel, select the Stop Annotating button.

Stopping an attendee from annotating shared software

Host or Presenter only

If an event attendee is drawing on shared software, you can turn off the drawing
feature

To turn off the drawing feature:

1 Onthe .Event Controls Panel, click the Assign Control button..
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&8 EventControls ' . iiiisssssssmnsnnnnnninns
\ d You and k Make Presenter 3

== Allow ko Cantrol My Shared Applications  #

| Allaw to Draw all Panelists

! u'[ kat atkendee

On the menu that appears, a check mark appears next to the name of those
who can annotate the shared software.

2 On the menu that appears, choose Allow to Draw.

3 Choose the name of the attendee to cancel the selection.

Taking a screen capture of annotations on shared software

If you make annotations on shared software, you can save an image of the shared
software, including all annotations and pointers, to a WebEx Universal
Communications Format (.ucf) file. You can open a .ucf file on your computer
desktop or in the content viewer in an event.

Note: Participants cannot use this option unless the Host or Presenter grants the Screen Capture
privilege to them. As Host, if you are sharing proprietary software, you may want to ensure that

this privilege is turned off.

To take a screen capture of annotations on shared software:

1 On the Tools panel, select the Screen Capture button.

[~/ aonotationtoos x|
m. T xvmvﬁvﬂvﬂﬂiﬁ

(€& allow to annotate | (¢ Stop Annokating | |Screen Capture

The Save As dialog box appears.

2 Choose a location at which to save the file, and then select Save.

Note: The file you save is an image of your entire desktop.

229



Chapter 19: Sharing software

Sharing applications with detailed color
(Windows)

For Windows users only

By default, Event Manager sends images of shared software using 16-bit color mode,
which is the equivalent of your computer's “High Color” (16-bit) setting. This mode
provides an accurate representation of color for most shared applications. However, if
your shared application contains detailed color images-such as color gradients-the
color may not appear accurately on participants' screens. For example, color gradients
may appear and color “bands.”

If the accuracy and resolution of color in a shared application is important, you can
turn on True Color mode in Event Manager. Using this mode, however, may affect
the performance of application sharing.

When using True Color mode, you can select one of the following options:
= Better imaging (no image compression)
= Better performance (some image compression)

“Performance” refers to the “speed” at which images appear on participant screens,
and “imaging” refers to the quality of the color in shared images.

Note: Before turning on True Color mode, ensure that your monitor display is set to True Color
(either 24- or 32-bit color). For more information about setting options for your monitor, refer to
Windows Help.

To turn on True Color mode:
1 If you are currently sharing an application, stop your sharing session.
2 On the Event menu, choose Event Options.
The Event Options dialog box appears.
3 Select the True Color Mode tab.
4 Select Enable True Color mode.
5 Select one of the following options:
= Better imaging
= Better performance

6 Select OK or Apply.
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Sharing applications with detailed color (Mac)

For Mac users only

Before sharing an application or your desktop, you can choose one of the following
display modes:

= Better performance: The default mode. Lets you display your content faster than
you do using the better image quality mode.

= Better image quality: Lets you display your content with better image quality. In
this mode, your shared content may take longer time to display than in the better
performance mode.

Note: Changing the display mode does not affect presentation or document sharing.

To choose a display mode for your shared desktop or applications:
1 Inthe Event window, on the Event Center menu, choose Preferences.
The Preferences dialog box appears.

2 Select Display.

A Praferences The display mode options

L A KN appear.
Alerts  Tools

Select an option for displaying shared content with attendees

=) Better performance
(") Berter image quality

'r-__Cam:-ei__\ - oK _'I

3 Select Better performance or Better image quality, as appropriate.

Tips for sharing software

The following tips can help you to share software more effectively:
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Application sharing only: To save time during an event, ensure that any
applications you intend to share are open on your computer. At the appropriate
time during the event, you can then quickly begin sharing an application, without
waiting for the application to start.

If attendees cannot see all of the shared software without scrolling their sharing
windows, they can adjust their views of the shared software. They can reduce the
size of the shared software in decrements, or scale it to fit inside their sharing
windows.

To improve the performance of software sharing, close all applications that you
do not need to use or share on your computer. Doing So conserves processor usage
and memory on your computer, thus helping to ensure that Event Manager can
send images of shared software quickly during an event. Also, to ensure that a
maximum amount of bandwidth is available for software sharing, close any
applications that use bandwidth, such as instant messaging or chat programs, and
programs that receive streaming audio or video from the Web.

If you are sharing an application for which the rendering of color on participants'
screen is important, you can improve color quality by turning on True Color
mode.

Application and Web browser sharing only: Avoid covering a shared application
or Web browser with another window on your computer's desktop. A
crosshatched pattern appears in attendees' sharing windows where the other
window is covering the shared application or browser.

Application and Web browser sharing only: If you want to switch your display
between shared software and the Event window, you can pause software sharing
before you return to the Event window, and then resume sharing once you return
to the shared application. Pausing software sharing conserves processor usage and
memory on your computer while you view the Event window.

Application and Web browser sharing only: If you have more than one monitor,
when you share an application or web browser, the attendees can see it on
whichever monitor you are displaying it. If you move the application or Web
browser to another monitor, it is still visible to the attendees. If you are sharing
more than one application, the attendees will see the best view if you make sure
the applications are displaying on the same monitor.

Because software sharing requires additional bandwidth during an event, it is
recommended that you use a dedicated, high-speed Internet connection when
sharing software. However, if attendees are using dial-up Internet connections,
they may notice a delay in viewing or controlling shared software. If you want to
share a document, such as a Microsoft Word or Excel document, you can improve
the event experience for these attendees by using document sharing instead of
application sharing.



Sharing Web Content

About sharing Web content

You can share Web content that resides on:

= The public Internet or Web

= Your company's intranet

= Your computer or another computer on your private network
Web content includes:

= Web pages, including pages that contain embedded media files, such as Flash,
audio, or video files

= Standalone media files, such as Flash, audio, or video files

The Web content that you share opens in the content viewer on each participant's
screen. If you share a Web page, participants view and interact independently with the
content on the page. If the page contains links to other pages, they can also navigate
independently to those pages.

If you use Web content sharing, then, participants can experience audio and video
effects on a Web page. However, unlike Web browser sharing, this option does not
allow you to guide participants to other Web pages.

Important: If you share content that requires a media player, participants can view and interact
with the content only if the appropriate player is installed on their computers.
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Sharing Web content

You can share a Web page that contains multimedia effects. The page opens in the
content viewer on each participant's screen.

To share Web content:
1 On the Share menu, choose Web Content.
The Share Web Content dialog box appears.
2 Inthe Address box, enter the address, or URL, at which the content resides.
Or, if you have previously shared the content, select it in the drop-down list.
3 Inthe Type box, select the type of Web content that you want to share.
4 Click OK.

Tip: You can copy a URL from any source, such as another browser window, and then paste it in
the Address box.

Differences between sharing Web content and
sharing a Web browser
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Event Center provides two options for sharing Web-based information. You can share
Web content or share a Web browser with event participants. Choose the feature that
better suits your needs.

Sharing option Advantages Disadvantages

Web browser sharing = Lets you guide =  Does not display media
participants to various effects or transmit
Web pages and sites on sounds on Web pages.
the Web. = Does not let participants

= Lets you grant attendees interact with Web pages

control of your Web independently.
browser.

=  Lets you and other
participants annotate
Web pages.
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Sharing option Advantages Disadvantages
Web content sharing = Displays Web pages, Does not let you guide
and lets participants participants to other Web

experience media effects  pages.
on Web pages, including
video and sound.

= Lets participants interact
with Web pages
independently in their
content viewers.
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Sharing Multimedia on the
Media Viewer Panel

About sharing multimedia Web content on the
Media Viewer panel

You can share multimedia content that resides at a Web address, or URL, on the
Media Viewer panel.

This option ensures that the multimedia content you are sharing remains visible or
playing to event participants, regardless of the types of content you are presenting in
the content viewer.

Note: The content viewer displays one or more documents, presentations, applications, and
whiteboards that you share during an event. Document tabs at the top of the viewer allow you to
switch among multiple shared documents, presentations, and whiteboards.

The multimedia content you can share includes audio, video, Flash movies, graphics,
and WebEx Recording Format files.
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Sharing multimedia content in the media viewer
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You can share multimedia content that resides at a Web address, or URL, in the
dedicated media viewer on the Media Viewer panel. You can also stop sharing
multimedia content at any time during an event.

To share multimedia content on the Media Viewer panel:
1 On the Share menu, choose Multimedia.
The Share Multimedia dialog box appears.

2 Inthe Address box, type the URL that contains the multimedia content you want
to share.

The content appears in the media viewer on the Media Viewer panel.

To replace the currently displayed content with new content:

1 On the Media Viewer panel, right-click (Windows) or select ctrl and then click
(Mac) the Media Viewer title bar.

2 On the menu that appears, choose Share Multimedia.

+ r= -
| e | Media Viewer 3 Close

[Maximize
Collapse Panel

Share Multimedia. .. h
Stop Multimedia Shating

The Share Multimedia dialog box appears.

3 Inthe Address box, type the URL that contains the multimedia content you want
to share.

The content replaces the old content in the media viewer.

To stop sharing multimedia content in the media viewer:
1 On the Media Viewer panel, right-click the Media Viewer title bar.

2 On the menu that appears, choose Stop Multimedia Sharing.



Using Chat

Chat is useful during an event if you want to:
= send brief information to all participants
= send a private message to another participant

= ask a question but do not want to use the Q & A option, which provides a formal
procedure for asking and answering questions

All chat messages that you send or receive appear on the Chat panel in the event
window.

The Chat function allows you to perform these tasks:
= Send chat messages

= Assign sounds to incoming messages

=  Print chat messages

= Save chat messages

= Open a chat file during an event

Sending chat messages

During an event, the presenter can specify chat privileges for participants. These
privileges determine to whom participants can send chat messages.

To send a chat message:
1 Open the Chat panel.
2 Inthe Send to drop-down list, select the recipient of the message.

3 Enter your message in the chat text box.
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4 Depending on the operating system you use, follow this step:
= Windows: Click Send.

= Mac: Select enter on your keyboard.

Note: If you join an event in progress, you can see only the chat messages that participants send
after you join the event

Sending chat messages to an attendee
Host and panelists only

During an event, you can send chat messages to any particular attendee. If there is a
large number of attendees in the event, you can search for an attendee's name.

To send a chat message to an attendee:
1 Open the Chat panel.

2 Inthe Send to drop-down list, select Select an Attendee...

Host
Presenter
Ho=t & Presenter

All Attendees
All Panelists

All Participants

' select an Attendee...

Send ko: All Participants -

Send

3 Inthe Select an Attendee dialog box, select the attendee's name in the list, and
then click OK.
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(Cheis Darists To refresh the attendee list, click Refresh.
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4 Enter your message in the chat text box.

5 Depending on the operating system you use, follow one of these steps:
= Windows: Click Send.
= Mac: Select enter on your keyboard.

The attendee's name you selected are added to the Send to drop-down list. If you
need to send a chat message to the same attendee again, you can do so more
quickly.

Assigning sounds to incoming chat messages

You can choose to play a sound for one of these occasions:
= If you are not viewing the Chat panel

= For only the first chat message that you receive in a thread

To assign sounds to incoming chat messages:

1 Open the Preferences dialog box by following these steps:
= Windows: On the Edit menu, choose Preferences.
= Mac: On the Event Center menu, choose Preferences.

2 Depending on your operating system, follow one of these steps:
= Windows: Click the Chat tab.
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= Mac: Select the Alerts button.
3 Select the check box for each action for which you want to play a sound.
4 Select a sound from the appropriate drop-down list.

By default, the drop-down list contains the names of all sound files that reside at
the default location on your computer.

5 To select a sound that does not appear in the drop-down list, follow these steps:

= Windows: Click Browse, and then select a sound file that resides in another
folder.

= Mac: Select Others in the drop-down list.
6 Windows only. To play the currently selected sound, click the button I,
7 Click OK.

Note:

= Event Center saves your sound preferences on your computer. However, if you start or join
an event on another computer, you need to set your preferences again on that computer.

= If you are using Windows, sound files must have a .wav extension.

= In most cases, the default location for sound files is C-\WINDOWS\Media. You can copy
other sound files to the default folder or any other directory to make them available in the
Preferences dialog box.

Printing chat messages

You can print all the chat messages that appear on the Chat panel.

To print chat messages:

1 Inthe Event window, on the File menu, choose Print > Chat.
A print dialog box appears.

2 Optional. Specify printer options.

3 Print.

Saving chat messages

You can save chat messages that appear on the Chat panel to a .txt file. You can then
reopen the file for use in any event or view the file's content outside an event by
opening the file in a text editor.
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Once you save chat messages to a file, you can save changes to the messages or save a
copy of them to another file.

= Save chat messages for the first time in an event
= Save change to a chat file

Create a copy of a chat file

Note: Event Center also automatically saves chat messages every two minutes to the WebEx
folder in the My Documents folder on the host and panelist computers.

Saving chat messages to a new file

You can save chat messages you have sent or received to a new chat file.

To save chat messages to a new file:

1 In the Event window, on the File menu, choose Save > Chat.
The Save Chat As dialog box appears.

2 Choose a location at which you want to save the file.

3 Type a name for the file.

4 Click Save.

Event Manager saves the chat messages in a .txt file at the location you selected.

Saving changes to a chat file

If you make changes to the messages on your Chat panel, you can save them to an
existing chat file.

To save changes to a chat file:
1 In the Event window, on the File menu, choose Save > Chat.

2 Event Manager saves the changes to the existing chat file.

Creating a copy of previously saved chat messages

If you have saved chat messages and want to create another copy of the messages, you
can do so by saving the chat messages to a chat file with a different name.
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To create a copy of chat messages that have been previously saved:

1

3

In the Event window, on the File menu, choose Save As > Chat.
The Save Chat As dialog box appears.

Do either or both of the following:

= Type a new name for the file.

= Choose a new location at which you want to save the file.

Click Save.

Event Manager saves the file at the location you chose. The file name has a .txt
extension.

Opening a chat file during an event

If you saved chat messages to a .txt file, you can display those chat messages on your
Chat panel by opening the file.
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To open a chat file in an event:

1

In the Event window, on the File menu, choose Open > Chat.
The Open Chat dialog box appears.

Select the chat file that you want to open.

Click Open.

The chat messages appear on the Chat panel.

If there are already chat messages in your chat viewer, Event Manager appends the
messages from the chat file to the existing messages.



Polling Attendees

During an event, you can poll attendees by presenting them with a questionnaire.
Conducting a poll can be useful for gathering feedback from attendees, allowing
attendees to vote on a proposal, testing attendees' knowledge of a topic, and so on.

The host assigns the role of poll coordinator to a panelist in an event.
During the event, the poll coordinator is responsible for:

= Preparing a poll questionnaire

= Conducting a poll during the event

After closing a poll, the poll coordinator can:

= View poll results

= Share poll results with attendees

= Save poll results for viewing outside an event

Preparing a poll questionnaire

When preparing a poll questionnaire, you can:
= Create a questionnaire

= Edit a questionnaire

=  Set a timer for polling

= Specify options for poll results

Designating the role of polling coordinator
Host only
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In the beginning of an event, the host is the polling coordinator by default. You can
assign the role of polling coordinator to a panelist.

The poll coordinator is responsible for preparing and conducting polls during the
event.

To designate the role of the polling coordinator:

1 On the Participants panel and in the list of panelists, select the name of the
panelist whom you want to designate as the polling coordinator.

2 On the Participant menu, choose Change Role To > Polling Coordinator.

The polling functions become available on the designated panelist's Polling panel.

Creating a poll questionnaire
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Polling coordinator only

To conduct a poll, you must first create a poll questionnaire. You can create poll
questionnaires by using one of these methods:

= WebEx Poll Questionnaire Editor—This standalone version of the WebEXx Poll
Questionnaire Editor allows you to create poll questionnaires outside an event,
save them, and open them during an event.

To download the Editor, go to the Downloads page by clicking Support >
Downloads on the left navigation bar of your Event Center Web site.

= Polling panel inside an event—To save time in an event, you can start the event
earlier than the scheduled time, create questionnaires on the Polling panel, save
them, and then open them during the actual event.

To create a questionnaire (for Windows):

1 Open the WebEx Poll Questionnaire Editor or the Polling panel in an event.

You can start the WebEx Poll Questionnaire Editor by going to Start > Programs
> \WebEx on your desktop.

2 In the Question section, select one of these question types:

= To create a multiple-answer guestion, select Multiple choice, and then select
Multiple Answers in the drop-down list.

= To create a single-answer question, select Multiple choice, and then select
Single Answer in the drop-down list.

= To create a text question, select Short answer.
3 Click New.
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4 Type a question in the box that appears.

5 Inthe Answer section, click Add.

6 Type an answer in the box that appears.

7 To type another answer, click Add once you finish typing an answer.
The question and answers appear in the Poll Questions area.

8 To add questions, repeat steps 2 to 7.

This figure shows an example of a poll questionnaire.

Pall Questions:

1 MWyhat iz your favorite color?
0 = blue
O bored
) c.oreen
o black
2Myhat do you enjoy doing st leisure’?
[ = reading
[ b wvatehing movies
[ = traveling
[ o sports

3 Pleaze give us feedback about thiz event.

To create a questionnaire (for the Mac):
1 Open the Polling panel in the event.

2 Add a question by clicking this button and then typing the question.

ChE: 26 a3

3 Add an answer by clicking this button and then typing the answer.

o P |

4 To add more answers, repeat step 3.

w/ "|}| +

5 Toadd more questions, repeat step 2.
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6 To change the question type for a question, click the text "Click here to change
question type" that appears under the specific question and then do one of the
following:

= To create a multiple-answer question, select Multiple Answers.
= To create a single-answer question, select Single Answer.

= To create a question that requires a text answer, select Short Answer.

GE G T
1. Question 1

Ir are fr rhamma miect om +-_.-.n|

Your Answer i
v Single Answer

Pleatt o amaied  Multiple Answers
Short Answer

Displaying multiple poll questionnaires on Polling panel

When an event is in pragress,
- you can:
Folll Y Pollz | Pol
. _ e = Display or create multiple poll
DeEd X | 74 3 questionnaires on your Polling
Poll Questions: { panel.
1.How did you like the presentation? v Each poll questionnaire
[ a.very much displays on a tab.
I b1t was Ok, y
[ c.Mot very much + = Click any of the poll tabs to

2.Wou you recom e 10 your ? edit or open the poll.

O aes
Ch.Mo

3.Phease provide additonal comments hera,
B T A i WY TV RIS PN

To display additional poll questionnaires on your Polling panel:

= |f the poll questionnaire has not been created, click the icon New.

248



Chapter 23: Polling Attendees

— -
polll

Dl@n | %xl + £ Windows

Foll Questions:

L Tl T e et R PP DR e PR R S P
. Your Answer
[, Your Answer

2:xour Question &

A Your Answer
_ B. Your Answer
. Your Answer

{ Ciear All ) ( Open Poll )

Bl & | @ | pS

If the poll questionnaire has been created, click the icon Open to open the poll questionnaire file.

polll

D@E|%X|"‘ Windows

Foll Questions: :

o wr

e T g g T T S P g @ T RETINEL e

o Your Answer
2. Your Question 2
A Your Answer

A Your Answer
1€ Your Answer Mac

(" Ciear All ) { Open Poll

5 @y @ ] i

To close a poll tab:

Click this icon.
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* il Polling

Foll | Ppoliz | Palz

Windows

D | x|+ $

Pall Questionz:

[

Renaming and reordering poll tabs

You can easily change a tab name or change the tab order on your Polling panel.
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To rename a tab on your Polling panel (Windows):

1

2

3

Do one of the following:

= Right-click the tab name and choose Rename.
= Double-click the tab name.

Enter the new name on the tab.

Press Enter or click outside the tab.

This tab displays the new name.

To rename a tab on your Polling panel (the Mac):

Double-click the tab, type the new name, and then press enter.

To reorder the tabs on your Polling panel:

1

2

Right-click any tab and choose Reorder Polling Tabs.

In the Reorder Viewer Tabs dialog box, use the arrows to change the order of the
tabs.

Moving a tab up in the order moves that tab to the left on the Polling panel.
Click OK.
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Tip: To quickly move a tab to the left or right, select the tab and use a drag-and-drop operation to
move it.

Editing a questionnaire

You can change the type of a question and edit, rearrange, or delete the questions and
answers.

To change the type of a question:

1 Select the question by clicking it, and then select the new type of question in the
Question section.

2 Click Change Type.

To edit any question or answer that you entered:

1 Select the question or answer by clicking it, and then click the Edit icon.

= %X | r e

2 Make your changes.

To delete a question or an answer:

Select the question or answer by clicking it, and then click the Delete icon.

‘ Iﬂ’fnfﬁj}{| 1+ & Windows

EEJEI“'j {Hq’ Mac

To rearrange questions or answers:

Select the question or answer by clicking it, and then click the Move Up or Move
Down icon, as appropriate.

EEH®BX|]|r ¢
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To delete an entire questionnaire:

Click Clear All.

If you have not saved the questionnaire, a message box appears, asking whether you
want to save it or not.

Displaying a timer during polling

You can specify that a timer displays for attendees and yourself when a poll is in
progress.

To display a timer:
1 Open the Polling Options dialog box.
= If you use Windows, click Options at the bottom of your Polling panel.

= If you use the Mac, click this button on the lower-right portion of the Polling
panel.

fj (" Clear Al ) [ Open Pall )
2 In the dialog box that appears, select Display, and then type the length of time in
the Alarm: box.
3 Click OK.

Specifying options for poll results

Poll results may contain the number of responses for each answer and the percentage
of participants who choose each answer. When preparing a poll questionnaire, you
can choose to base the percentage for each answer on either of the following:

= the total number of attendees in the event, including those who do not respond to
the poll

= the number of attendees who submit at least one answer to the poll
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To specify options for poll results:
1 Open the Polling Options dialog box.
= If you use Windows, click Options at the bottom of your Polling panel.

= If you use the Mac, click this button on the lower-right portion of the Polling
panel.

i (" Clear All ) ( Open Pall |

2 Select one or both of these options:

= Include no answer—Specifies that the poll results will include “non-
respondents,” that is—attendees who do not respond to any of the answers in
the poll.

= Show number of responses—Specifies that the poll results for each answer
will show the number of respondents out of the total number of attendees in
the poll.

Note: The total number of attendees in the poll can be all attendees in the event or only
those who respond to the poll, depending on whether you select Include no answer in the
Polling Options dialog box. If you do not select Include no answer, the percentage for each
answer in your poll results will be based on only those who respond to the poll.

3 Click OK.

Opening a poll
After you finish preparing a poll questionnaire, you can open the poll.

If you prepared your questionnaire in advance and saved it, you must first display it
on the Polling panel.
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To open a poll:
1 Display your poll questionnaire on the Polling panel, if you have not done so.
2 Click Open Poll.

The questionnaire appears on attendees' Polling panels. Attendees can now answer

the poll.
As attendees answer the questions, you can watch the polling status on your
Polling panel.
Polling status Windows:
4 )
Not started J ZoElETE To view each attendee’s
In progress J 0/3)0%) polling status, click one of
Firiched J 1/3(33%) these three buttons.
R eraining time: 4:54  Time limit; 10:00
Mot started 1;1um.um- - m— Mac:
In progress 071 00,066 ’
Finished 01 60.0%) To view each attendee’s
| Click to see detailed status r . polling status, select the text
Remaining time 0415 Time limit 0500 "TC|DSE Pall | "Click to see detailed status."

3 Click Close Poll when the time is up.
If you specify a timer and the poll times out, the poll automatically closes.
Attendees can no longer answer questions.

Once you close a poll, you can view the poll results and optionally share them with
attendees.

Viewing and sharing poll results

After closing a poll, you can:
= View the complete results of the poll.
= Share group results with attendees.

The poll results you can share during an event are anonymous. However, Event
Center records responses from each attendee, in addition to group results, and
allows you to save those individual and group results.
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Viewing poll results

Poll results may contain the number of responses for each answer and the percentage
of participants who choose each answer. If you did not specify to show the number of
responses when preparing the questionnaire, you see only the percentage for each

answer.
w
Foll Questions:
Guestions |Resutts | Bar Graph
1. \wfhat is your fasarnite colar?
a. blue 2060 I
b. red 1A025%)
C. green 0/4[0%)
d. black 0/ 4[0%)
Mo Angwer 1/428%]  HE
2%¢hat do you enjoy doing at lei..
a. reading 378
b. watching movies 3R]
c. traveling 2060 I The Results column
d. zpartz 1A025%) indicates the
Mo Answer 1/4(25%]
3.Fleaze give uz feedback abou. . percentage of
attendees who chose
each answer. The Bar
Graph column
provides a graphic
representation of each
percentage in the

Results column.
Polling status
3 of 4 attendees have responded
Remaining time: 204 Time limit; 10:00

Share with attendees
[v Poll results

M ew Pall E dit Questionz | |

Sharing poll results with attendees

After you close a poll, you can share the poll results with attendees.
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The poll results you can share during an event are anonymous. However, Event
Center records responses from each attendee, in addition to group results, and allows
you to save those individual and group results.

To share the results of a poll:

In the Share with attendees section on your Polling panel, select Poll results, and
then click Apply.

The results of the poll appear in the attendees' Polling panels, just as they do on your
Polling panel.

Saving and opening poll questionnaires and
results

Task description

If you have prepared a poll questionnaire, you can:

=  Save the questionnaire

Open 3 = Open the saved questionnaire for use in any event

After you close a poll, you can:

= Save group results to a .txt or .csv file
Save
- =  Save responses from individual attendees to a .txt or .csv file
Save As

Transfer... ChrHT

Prink
T n ,.

Saving a poll questionnaire in an event

After you create a poll questionnaire in an event, you can save it as a .atp file. You
can open the file for use in any event.

To save a poll questionnaire:
1 On the File menu, choose Save > Poll Questions.
The Save Poll Questions As dialog box appears.

2 Choose a location at which to save the file.

256



Chapter 23: Polling Attendees

3 Type a name for the file.
4 Click Save.

Event Manager saves the poll questionnaire to a file at the location you specified.
Poll questionnaire file names have a .atp extension.

Saving results of a poll
After closing a poll, you can save the responses in one of these ways:

= Text File group result—Saves the percentage of attendees who chose each
answer in a .txt file

= Text File individual attendees result—Saves the responses from each attendee,
in addition to the group results, in a .txt file

= CSV group result—Saves the percentage of attendees who chose each answer in
a.csv file

= CSV individual attendees result—Saves the responses from each attendee, in
addition to the group results, in a .csv file

When you are saving poll
results, you can select a
format in which you want to
save the results.

il neamay; [ﬁuﬂ: '| Saove I

Save &5 hype |I_:E-‘v' el atterdens el cavl

Foup ekl cov
CEW mdrvadusl sthendees i
Teeot File gooup result]™ ]
Teoel File incinachual st endess: result]” ht]

B R e i T g Rt L l\.l-ln.ﬁ--u_",.“.,.",_q__ -l PRt B

To save results of a poll:
1 Close the poll if you have not done so.
2 On the File menu, choose Save > Poll Results.
The Save Poll Results As dialog box appears.
3 Select a location at which to save the file.
4 In the "File name" drop-down list, enter a name for the file.

5 Inthe "Save as type" drop-down list, select the format in which you want to save
the results.

6 Click Save.

You can now view poll results by opening the file.
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Tip: Event Center automatically saves poll questionnaires and group and individual results every
two minutes to the default folder C:\Documents and Settings\<$USER ROOT$>\My
Documents\WebEx on your computer. If the folder does not exist and cannot be created when the
event starts, the alternative folder is C:\My WebEx Documents.

Saving results of all polls in one file
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After closing a poll, you can save the responses in one of these ways:

= Text File group result—Saves the percentage of attendees who chose each
answer in a .txt file

= Text File individual attendees result—Saves the responses from each attendee,
in addition to the group results, in a .txt file

= CSV group result—Saves the percentage of attendees who chose each answer in
a .csv file

= CSV individual attendees result—Saves the responses from each attendee, in
addition to the group results, in a .csv file

When you are saving poll
results, you can select a
format in which you want to
save the results.

il neamay; [Pﬂuxir. '| Saove I

|I:E-'-' el atterdess sesll” cov]

Tt Fils gooup result]™ ]
Teoel File incinachual st endess: result]” ht]
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To save results of all polls in one file:
1 Close all the polls if you have not done so.

2 On the File menu, choose Save > All Poll Results.



Chapter 23: Polling Attendees

Views  Communicate  Parkicipank
Cpen r -
= Start % Info
Save
Save fs » Poll Questions
Transfer... Crrl+T Poll Results
4l Poll Results
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The Save All Poll Results dialog box appears.
3 Select a location at which to save the file.
4 In the "File name" drop-down list, enter a name for the file.

5 Inthe "Save as type" drop-down list, select the format in which you want to save
the results.

6 Click Save.

You can now view poll results by opening the file.

Tip: Event Center automatically saves poll questionnaires and group and individual results every
two minutes to the default folder C:\Documents and Settings\<$USER ROOT$>\My
Documents\WebEx on your computer. If the folder does not exist and cannot be created when the
event starts, the alternative folder is C:\My WebEx Documents.

Opening a poll questionnaire file

If you saved a poll questionnaire to a file, you can display the questionnaire on your
Polling panel by opening the file.

Note: You can open a poll questionnaire file only during an event.

To open a poll questionnaire file:
1 Use one of these methods to browse to the file:
= On the File menu, choose Open > Poll Questions.

= Click the Open icon on your Polling panel.

259



Chapter 23: Polling Attendees

Elg D Y Windows
- = Mac

The Open Poll Questions dialog box appears.

2 Select the poll questionnaire file that you want to open.
A poll guestionnaire file has a .atp extension.
3 Click Open.

The poll questionnaire appears on your Polling panel. You can now open the poll
to the attendees.
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About using Feedback

Feedback is a feature that allows the presenter to pose a question at any time—either
verbally during a teleconference or Internet phone conference, or in a chat message—
and receive instant feedback from other participants.

As the host, you can:

= allow attendees to provide feedback

= respond to the presenter's verbal request for feedback
= provide unsolicited feedback

= view the results on the Feedback palette

As the presenter, you can:

= pose a question and request feedback

= share the feedback results with all participants
= clear the feedback results

= view the results on the Feedback palette

As a participant, you can:

= click the Raise Hand button if the presenter asks for a show of hands in response
to a question or if you have a question

= select yes or no in response to a question
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= select too slow or too fast to indicate that the presenter’s pacing is too slow or too
fast

= select Applause or Laughter to express your emotions

Allowing participants to provide feedback

Host only

You can allow participants to use the Feedback options during an event.

To allow participants to use the Feedback options:

1 On the Participants panel, click the Feedback icon.

@ j Windows
Iﬁv Mac

The Feedback palette appears.
2 Check Allow feedback.

3 To close the palette, click the "close" button.

Viewing a running tally of responses
You can view a running tally of responses from attendees during an event.
To view a running tally of responses:
On the Participants panel, click the Feedback icon S0 |7,
The Feedback palette appears.

Your Feedback palette displays a running tally of responses. See the following figure
for an example.
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Feedback £

[v Allow feedback
My feedback

|YES | 1|r| Send

Current results
Of 5 paricipants:

ves: N
o 1 . Clear

In your participants list, a response indicator appears to the right of the name of each
participant who has responded to a presenter's question.

Providing feedback

You can provide feedback from the Participants panel.

The following table shows the types of feedback you can provide during an event:

Click the button if the presenter asks for a show of

M Raise Hand hands in response to a question or if you have a
question.
Windows Click the icon to provide feedback.
Mac

“

To provide feedback:

1 Click either the Feedback icon or the downward-pointing arrow to the right of the
Feedback icon.

2 Select one of the following responses from the drop-down list.
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Yes or No in response to a question

Too Slow or TooFast to indicate that the presenter’s pacing is too fast or slow

Applause to applaud the presenter
Laughter to laugh at the presenter's remarks
3 Click Send.

Your Feedback palette displays a running tally of responses. On the Participants
panel, a response indicator appears to the right of the name of each participant
who has responded to a presenter's question.

Removing feedback

You can remove all the feedback at any time during an event.

To remove feedback (erase all responses):
1 On the Participants panel, click the Feedback button on the toolbar.
2 Click Clear.
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Publishing a Recorded Event

If you record an event using WebEx Recorder, you can publish and make available the recording on your event service Web

site's Event Recordings page in one of the following ways:

If the recording is made from the integrated or standalone WebEx Recorder,
upload the recording file, with a .wrf extension, from your local computer to the
My Event Recordings page and publish it from that page.

If the event was recorded on the server, the WebEx server automatically uploads
the recording file to the My Event Recordings page. You can maintain and publish
the recording from that page.

Specify the Web address, or URL, at which the recording resides on a publicly

accessible Web server, such as your organization's Web site. To use this option,
you can ask your organization's Webmaster to store the recording on the server
and provide you with the URL for the recording.

Send an email to share the event recording.

Send an email to vendors to share an event recording.

Before publishing a recorded event, you can:

Specify that users provide registration information before viewing the recording
and customize the registration form.

Provide information about the recording, such as a description of the recording
and the presenter, the duration, and so on.

Set an access password for viewing the recording.

Once you publish a recording, you can edit information about it at any time.
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Opening the My Event Recordings page

To upload or maintain event recordings, you must do so from the My Event
Recordings page on your Event Center Web site.

To open the My Event Recordings page:
Do either of the following:

= Log into your Event Center Web site, and then click My WebEXx. From the left
navigation bar, click My Files > My Event Recordings.

= Log in to your Event Center Web site. On the left navigation bar, click My Event
Recordings.

The following figure shows an example of the page.

My Event Recordings Capacity: 1000 MB  Used: 0 MB

Seach
! J

Total: 3 recordings

Topic Panelist Type Date . Size”  Duration Farmal Actions

Cuanerty Rosbs Unhsied Juby 2. 2008 50MB 10 mmates ARF L 1

Preduct Announcoment Uniisted July 2. 2008 23MB 4 minutes ARF ] -

Biesentation Uniisfed July 2. 2008 1824 KB 3 menutes ARF L ot
. -ﬂdﬂR@;Q'é'ﬂ-} ; f Registration réquered &) Password raguarad

Uploading a recording file
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If you recorded an event using the integrated or standalone WebEx Recorder, you can
upload the recording file, with a .wrf extension, from your local computer to the My
Event Recordings page and then publish it from that page.

Note: If you recorded an event on the server, the WebEXx server automatically uploads the
recording file, with an .arf extension, to the My Event Recordings page once you stop the
Recorder. You do not need to upload it yourself.
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To upload a recording file:

1 Go to the My Event Recordings page.

2 Click Add Recording.

3 On the Add Event Recording page, enter information and specify options.

4  Click Save.

Publishing a recorded event

All event recordings are unlisted by default—that is, they appear only on the My
Event Recordings page. You must log in to your Event Center We site to view and
maintain the recordings.

To publish a recording and make it available for all visitors to your site, you must
specify to list the recording—that is, the recording appears on the Event Recordings
page, which is accessible to each site visitor.

After a recording is added to the My Event Recordings page, your event service
generates URLSs for streaming and downloading the recording on the Recording
Information page. You can copy and paste the URLs in an email message that you
send to event participants.

To publish a recorded event:
1 Open the My Event Recordings page.
2 Upload your recording, if you have not yet done so.

3 Click the More icon for the recording that you want to edit:

v

4 Click Modify from the menu.

(=] Send to Vendor

s Delete
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The Edit Event Recording page appears.
5 Inthe Type drop-down list, select Listed.
6 Click Save.

The recording appears on the Event Recordings page. You can verify it by
clicking Attend an Event (left navigation bar) > List of Events > View Event

Recordings.
Events by Program e Everernin g Dot | Whew Evet ncondings
temw Ussr habsrmre
Rl | Wil BT
i i ] Shgws pant wnin [ ] Shes sniy wewnts thal requae megessalisn
o b e s Dale & Tims Topio Panulist

7 Optional. Send an email share an event recording.

8 Optional. Send an email to vendors to share an event recording and track viewing.

Important: If you require a password for playing or downloading a recording, ensure that you
communicate it to the intended viewers, such as in an email message.

Deleting a published recording

You can remove a published recording at any time.

To delete a published recording:
1 Go to the My Event Recordings page.

2 Click the More button next to the event recording to display additional options.

__J ‘FI
3 Click Delete from the menu.
L& Modify

= Send to Yendor
s Delete
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4 Click OK to confirm.

Once you remove a recording from the My Event Recordings page, you also remove
it from the Event Recordings page.

Editing information about a recorded event

Whether you publish a recording or not, you can edit information about it at any time.
If you already published a recording, the changes you make to the recording
information will appear on the Event Recordings page, which is accessible to all
visitors to your Event Center Web site.

To edit information about a recorded event:
1 Go to the My Event Recordings page.

2 Click the More icon for the recording that you want to edit:

3

3 Click Modify from the menu.

|=2| Send to Vendor

s Delete

4 The Edit Event Recording page appears.
5 Make your changes.

6 Click Save.

About the My Event Recordings page

How to access this page

Do either of the following:
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= Log in to your Event Center Web site, and then click My WebEx. From the left
navigation bar, click My Files > My Recordings > Events.

= Log in to your Event Center Web site. On the left navigation bar, click My Event
Recordings.

What you can do here

Manage, upload, and maintain recording files of events you host.

Options on this page

Option Description
@ Refreshes the information on the page.

Allows you type text to search for within recording names. Click
Search

Search to start the search.

The name of the recording. If you record an event on the server,
Topic the WebEx server automatically uploads the recording to this

page. In this case, the topic of the recording is the topic of the
event. You can edit the topic at any time.

Capacity: n MB The percentage of available personal storage space on your

pacity: WebEx Service Web site that is being used by your recordings.
The percentage of total available storage space on your WebEx
Used: n MB Service Web site that is being used by all recordings on your
site.

. Information about the panelists in the event where the recording
Panelist
was made.

The publication status of the event recording:

= Listed: The recording is published—that is, the recording
appears on the Event Recordings page, which is accessible
Type to all visitors to your Event Center Web site.

= Unlisted: The recording is not published—that is, the
recording appears only on the My Event Recordings page.
You must log in to your Event Center Web site to view and
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maintain the recordings.

Size The size of the recording.
Create Time/Date The date and time the recording was created.
Duration The length of the recording.

The format of the recording file.

A recording file can be in WebEx Advanced Recording Format

Format (ARF) or WebEx Recording Format (WRF). You can also store
recording files that are in Windows Media Audio/Video (WMV)
or Shockwave Flash Object (SWF) format.

Lets you play the recording (available only for recording files
with an .arf extension that were recorded by the Network-Based

LJ Recorder).

If playback of the file requires a password, you must provide the
password.

| Lets you send an email to share this recording with others.

Displays a menu with more options for your recording:

Download: Lets you download the recording to your local
computer.

If downloading the file requires a password, you must
provide the password.

& Modify: Lets you edit information of the recording.

=1| Send to vendor: Lets you send an email to share this
recording with a vendor.

ﬁ Delete: Lets you delete the recording from this page.
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Lets you upload a new recording.

Add Recording

= Indicates that a recording is password-protected.

+ Indicates that registration is required to view the recording.

About the Add/Edit Event Recording page

How to access this page

If you are adding a recording...
1 Do either of the following:

= Log into your Event Center Web site, and then click My WebEXx. From the
left navigation bar, click My Files > My Recordings > Events.

= Log in to your Event Center Web site. On the left navigation bar, click My
Event Recordings.

2 Click Add Recording.

If you are editing information of a recording...
1 Do either of the following:

= Log in to your Event Center Web site, and then click My WebEx. From the
left navigation bar, click My Files > My Recordings > Events.

= Log in to your Event Center Web site. On the left navigation bar, click My
Event Recordings.

2 Click the More icon for the recording that you want to edit:
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3 Click Modify.

[l
=
e

s Delete

What you can do here

= Edit general information about an event recording, including the event topic and
description.

= Specify whether to list an event recording—that is, the recording appears on your
site's Event Recordings page, which is accessible to all site visitors.

= Require a password or registration to play or download the recording.

Options on this page

Use this option.... To....
Topic Specify the topic of the recording.
Type Specify the publication status of the event recording, which can

be one of the following:

= Listed: The recording is published—that is, the recording
appears on the Event Recordings page, which is accessible
to all visitors to your Event Center Web site.

= Unlisted: The recording is not published—that is, the
recording appears only on the My Event Recordings page.
You must log in to your Event Center We site to view and
maintain the recordings.

Program Assign the recording for a program. Select a program in the
drop-down list.

Note A program is a group of live events or recorded events for
a specific project, product, or audience.

Panelist information Provide information about the panelists in this event.

Description Provide a description of this recording.
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Use this option....
Recording file

Recording date
Recording start time
Time zone

Duration

Panel Display Options

To....

I will provide URL—Specify the Web address, or URL, at which
the recording resides on a publicly accessible Web server, such
as your organization's Web site.

Enter a URL in the box.

Use the file on my local machine—Select a recording file that
resides on your local computer.

Click Browse to select the file.

Use afile that is already on the WebEx network—Specify a
recording file that resides on the My Recordings page (in My
WebEX), which lists the following types of recordings:

= all the network-based recordings (ARF format) that you
made during an event

=  other recordings (WRF format) that you upload to the page
Click Look Up to browse and select a recording from the My
Recordings page. If you cannot find a certain recording, it may
have been removed or used on the My Training Recordings
page, if your site includes the training service.

Specify the date on which the recording was created.

Specify the time at which you started recording this event.
Specify the time zone in which you recorded this event.

Specify the duration of this recording.

Determines which panels are displayed in the recording when it

is played back. You can select any of the following panels to be
included the recording playback:

= Chat

= Q&A

= Video

= Polling
= Notes

=  File Transfer
=  Participants
= Table of Contents

Panel display options do not modify the panel display in the
actual recording that is stored on the WebEx network.



Use this option....

Recording Playback
Range

Include NBR player
controls

Registration required

Customize Registration
form

Use password

Downloadable

Playable
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To....

Determines how much of the recording is actually played back.
You can select either of the following:

Full playback: Plays back the full length of the recording. This
option is selected by default.

Partial playback: Plays back only part of the recording based
on your settings for the following options:

Start: X min X sec of the recording: Specifies the time to start
playback; for example, you can use this option if you would like
to omit the "dead time" at the beginning of the recording, or if
you would like to show only a portion of the recording.

End: X min X sec of the recording: Specifies the time to end
playback; for example, you can use this option if you would like
to omit the "dead time" at the end of the recording. You can not
specify an end time greater than the length of the actual
recording.

The partial playback range you specify does not modify the
actual recording that is stored on the server.

Includes full Network Recording Player controls, such as stop,
pause, resume, fast forward, and rewind. This option is selected
by default. If you would like to prevent viewers from skipping
portions of the recording, you can turn off this option to omit
Network Recording Player controls from the playback.

Require that users fill out a registration form before they can
view the recording.

To require registration, select Yes.

Customize the questions on the registration form.

To customize the form, click Customize.
Set a password that users must provide to view the recording.

Specify that users can download the recording file to their local
computers.

Specify that users can play the recording on their local
computers.
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Use this option.... To....

Post-recording survey Allows you to create a survey for users to complete after playing
the recording. You can select one of the following options:

= Do not display survey to attendees
= Display survey in pop-up window

= Display survey in main browser window (instead of
destination URL)

You can click Create Post-Recording Survey to open the
Create Survey page, which allows you to specify survey
information and questions.

Allow direct access If your site administrator has enabled hosts to expose a direct
recording access URL, this option generates a direct recording
access link. If the recording is not password-protected, clicking
the direct recording access link plays the recording immediately,
without requiring registration.

Display this URL at end  Specify a Web page to display once a user stops the playback
of playback and closes WebEx Player.

About the Recording Information page

How to access this page
Open your event recordings list:

= Log in to your Event Center Web site, and then click My WebEx. From the left
navigation bar, click My Files > My Recordings > Events.

= Log in to your Event Center Web site. On the left navigation bar, click My Event
Recordings.

What you can do here

= View information about an event recording.

= Obtain URLs for playback or downloading of an event recording.

= Open the Edit Recording Information page, on which you can edit information

about an event recording.

Options on this page
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Topic

Type

Recording date

Panelist information

Duration
Description
Number of viewers

Use password?
Post-recording survey

Playback/Download link

Flay Now

Send Email
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Description
The name of the recording

If you record an event using the Network-Based Recorder, the
WebEXx server automatically uploads the recording to this page.
In this case, the topic of the recording is the topic of the event.

You can edit the topic at any time.

The publication status of the event recording, which can be one
of the following:

= Listed: The recording is published—that is, the recording
appears on the Event Recordings page, which is accessible
to all visitors to your Event Center Web site.

= Unlisted: The recording is not published—that is, the
recording appears only on the My Event Recordings page.
You must log in to your Event Center Web site to view and
maintain the recordings.

The date and time at which the recording was made

Information about the panelists for the event where the
recording was made

The length of the recording
A description of the recording
The number of people who viewed the recording

Indicates whether a user must provide a password to view the
recording

Indicates whether a survey displays after the recording has
finished playing.

Clicking the link lets you playback the recording directly,
bypassing registration. This option replaces the Download link
option if the Add/Edit Event Recording page has Allow Direct
Recording Access set to Yes.

Clicking the button lets you play the recording (available only for
recording files with the .arf extension that were recorded by
NBR).

If you want to download the recording, you can also click the
link for downloading under Play Recorded an event Now.

Clicking the button opens the Share My Recording window,
which allows you to send an email message to selected
recipients, inviting them to play your recording.

If you want to send the email with your local email client instead,
click the link for using the email client under Share My
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Option Description
Recording.

Clicking the button opens the Edit Event Recording page.
Madify

Allows you to send the recording to up to three vendors and use
source IDs to track attendees who view the recording.

’ Send to Vendor ]

[ Bapk Io List ] gg;gmg the button returns you to the My Event Recordings

Sending an email to share a recording

You can send an email one or more people to share your recording with them.

To send an email to share a recording with others:
1 Go to the My Event Recordings page.
2 Open the Share My Recording window:

= Click the following icon for the recording that you want to share with others.

=]

= Click the linked name of the recording you want to share. On the Recording
Information page, click Send Email.

Send Email

The Share My Recording window appears.
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3 Select recipients for your email:

= Click Select Recipients to select contacts from your Contacts list

= Type email addresses in the Send to list, separated by commas.

4 (Optional) Type a message in the Your message box.

5 Click Send.

Your email message will be sent to the selected recipients, and will include
information about the recording and a link to play it.

Sending an email to vendors and tracking

viewing of recording

You can send an email to up to three vendors and use source IDs to track from which

sources attendees view the recording.

To send an email to share a recording with others:

1 Go to the My Event Recordings page.

2 Open the Send Recording to Vendor window:

= On the My Event Recordings page, click the More button next to the
recording you want to share to display additional options.
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From the More menu, click the Send to VVendor link.

Format Actions =
ir=1 [
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2 [elete
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= On the My Event Recordings page, click the name of the recording you want

to share. On the Recording Information page, click Send to Vendor.

Send to Vendor

The Send Recording to Vendor window appears.
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3 Specify up to three vendors for your email:
= Type the vendor's email address in the Email address # boxes.
= Type the vendor's source ID in the Source 1D box.

4 Click Send.

Your email message will be sent to the specified vendors, and will include
information about the recording and a link to play it.



Using My WebEX

About My WebEXx

My WebEXx is an area on your WebEx service Web site in which you can access your
user account and personal productivity features. The following features are available,
depending on the configuration of your site and user account:

Personal list of meetings: Provides a list of all the online meetings that you are
hosting and attending. You can view the meetings by day, week, or month, or you
can view all meetings.

Productivity Tools Setup: Optional feature. Lets you set up options for instant or
scheduled meetings that you can start from applications on your desktop. If you
install WebEx Productivity Tools, you can start or join meetings, sales meetings,
training sessions, and support sessions instantly from One-Click or from other
applications on your desktop, such as Microsoft Office, Web browsers, Microsoft
Outlook, IBM Lotus Notes, and instant messengers. You can also schedule
meetings, sales meetings, events, and training sessions using Microsoft Outlook or
IBM Lotus Notes without going to your WebEX service site.

Personal Meeting Room: Optional feature. A page on your WebEX service Web
site on which visitors can view a list of meetings that you are hosting and join a
meeting in progress. Visitors can also access and download files that you share.

Access Anywhere: Optional feature. Lets you access and control a remote
computer from anywhere in the world. For more information about Access
Anywhere, refer to the guide Getting Started with Access Anywhere, which is
available on your WebEXx service Web site.

File storage: Lets you store files in personal folders on your WebEXx service Web
site, where you can access them on any computer that has access to the Internet.

281



Chapter 26: Using My WebEx

Also lets you make specific files available on your Personal Meeting Room page,
S0 visitors to your page can access them.

= Recorded events management: Lets you maintain recorded events files and
publish them on your WebEXx service Web site.

= Address book: Lets you keep information about your personal contacts on your
WebEXx service Web site. Using your address book, you can quickly access
contacts when inviting them to a meeting.

= User profile: Lets you maintain your account information, such as your
username, password, and contact information. Also lets you specify another user
who can schedule meetings on your behalf, set options for your Personal Meeting
Room page, and manage scheduling templates.

= Web site preferences: Lets you specify the home page for your WebEX service
Web site—that is, the page that appears first whenever you access your site. If
your site provides multiple languages, you can also choose a language and locale
in which to display text on your site.

= Usage reports: Optional feature. Lets you obtain information about meetings that
you hosted. If you use the Access Anywhere option, you can also obtain
information about computers that you access remotely.

Obtaining a user account
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Once you obtain a user account, you can use My WebEXx features and host s on the
Web.

You can obtain a user account in one of two ways:

= The site administrator for your WebEXx service Web site can create a user account
for you. In this case, you need not sign up for an account on your site, and you can
begin hosting s immediately.

= If your site administrator has made the self-registration feature available, you can
sign up for an account on your WebEXx service Web site at any time.

To obtain a user account using the self-registration feature:

1 Go to your WebEXx service Web site.

2 On the navigation bar, click Set Up > New Account.
The Sign Up page appears.

3 Provide the required information.

4 Click Sign Up Now.
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You receive an email message, confirming that you have signed up for a user
account.

Once your site administrator approves your new user account, you receive another
email message containing your username and password.

Note: Once you obtain a user account, you can edit your user profile to change your password
and provide additional personal information. You can also specify site preferences, such as your
default home page and time zone.

Logging in to and out of the WebEXx service site

To manage your online s maintain your user account, you must log in to your WebEx
service Web site.

To log in to your WebEX service site:

1

2

Go to your WebEXx service Web site.

In the upper-right corner of the page, click Log In.
The Log In page appears.

Enter your username and password.

Passwords are case-sensitive, so you must type your password exactly as you
specified it in your user profile.

Click Log In.

Tip: If you have forgotten your username or password, click Forgot your password. Provide
your email address, type verification characters, and then click Submit. You will receive an email
message containing your username and password.

To log out from your WebEX service site:

In the upper-right corner of the page, click Log Out.

Using your list of meetings
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About your list of meetings

On your WebEXx service Web site, your My Meetings page in My WebEx includes:

= Alist of all the online meetings that you have scheduled, including both listed and
unlisted meetings.

= A list of meetings on your site to which you are invited.
= An option to start a One-Click meeting (not available for Event Center).

= Any Personal Conference meetings that you scheduled (if your site and account
have the Personal Conferencing feature turned on).

Tip: You can specify that your My WebEx meetings page is the home page that appears once you
log in to your WebEXx service Web site.

Opening your meetings list
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You can open your personal list of scheduled meetings on your WebEx service Web
site to:

= Start an event

= Modify an event

= Cancel an event

You can open your personal list of meetings to which you are invited:
= Obtain information about an event

= Join an event in progress

To open your meetings list:
1 Log in to your WebEXx service Web site, and then click My WebEXx.

The My Meetings page appears, showing your list of scheduled meetings.
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My WebEx Meetings Walcome, Alice Helgado
g} Go to My Personal Meeting Room [ Start a One-Click Meeting @
Daily Weekly Menthly All Meetings English : Pacific DT

4dMarch 22, 2007 ¥ j

The meetings you host ¥ | [ Show past meetings

O Time~v Topic Type Q0 O &

0 9:00 am How FipSoft Can Increase ROI Event ] ] ] » Start

[] 10:00 am Solutions with ipsoft Event a0 a0 a0 ® Start

1 11:00 am ZipSoft Case Study: Ryan Corpo... Event ] ] ] W Start
12:00 prn

0 100pm  ZipSoft Demao Event 0 0 0 ‘@ Start

(2] Requests Pending @Requests Approved eRequests Rejected

2 Click one of the tabs to navigate to different views of the My Meetings page:
You can choose Daily, Weekly, Monthly, or All Meetings.
3 Optional. Do either of the following:

= To view the list of meetings to which you are invited, select The meetings
you are invited to from the list.

= Toinclude s in the view that have already occurred, turn on Show past
meetings.

4 (Optional) Select options to control the view:

= To view the list of meetings to which you are invited, select The meetings
you are invited to from the list.

= To include meetings in the view that have already occurred, turn on Show
past meetings.

Tip: You can specify that your My WebEx Meetings page is the home page that appears once you
log in to your WebEX service Web site.
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Maintaining your scheduled meetings list

Once you schedule an event, it appears in your meetings list on your My Meetings
page.

An online event remains on your My Meetings page until you delete it. When
scheduling an event, you can choose to automatically delete the event from your list
of meetings once both of these conditions occur:

= You start and end the event.
= The scheduled time for the event has passed.

However, if you required registration for a scheduled event, the event remains in your
list until you remove it. That way, you can still view information about attendees who
registered for the event at any time after you host the event.

To remove an event from your list of meetings on your My Meetings page, you must
cancel the event by deleting it on this page.

About the My WebEx Meetings page
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How to access this tab

On your WebEXx service Web site, click the My WebEX tab.

What you can do here
Access these features:
= Aink to your personal meeting room

= A list of meetings you are hosting or are invited to for the specified day, week, or
month

= A list of all meetings you are hosting or are invited to
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Options on this page

Use this option... To...

Go To My Personal Go to your Personal Meeting Room page.

Meeting Room Your Personal Meeting Room page lists any events that you

scheduled and any in-progress events that you are currently
hosting.

Users to whom you provide your personal URL can use this
page to join any event that you are hosting. They can also
download files in any folders that you share.

Daily View a list all of the meetings for the specified day.

Weekly View a list all of the meetings for the specified week.
Monthly View a list all of the meetings for the specified month.

All Meetings View a list all meetings, or search for meetings by date, host,

topic, or words in the agenda.

Refresh Refresh the information in the meeting list.

=1

About the My WebEx Meetings page - Daily tab

How to access this tab

On your WebEXx service Web site, click My WebEx > My Meetings > Daily tab.

Options on this tab

Option Description
@ Click the Refresh icon at any time to display the most current
list of events.

Click to open the Preferences page, where you can select the
Language link language setting for your WebEx service Web site.

Click to open the Preferences page, where you can select the

Time zone link time zone setting for your WebEx service Web site.

287



Chapter 26: Using My WebEx
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Option

Date

The meetings you host

The meetings you are
invited to

Show past meetings

Time

Topic

Type

Description

The date for the daily list of events. The default is the current
date.

Click the Previous Day icon to display a list of events for the
previous day.

Click the Next Day icon to display a list of events for the next
day.

Shows a list all of the online events or Personal Conference
meetings that you are hosting.

Shows a list all of the events or Personal Conference meetings
to which you have been invited.

Select to include concluded events in the list of meetings.

The Ascending Sort indicator appears next to a column
heading, and the events are sorted by the column, in
ascending order.

The Descending Sort indicator appears next to a column
heading, and the events are sorted by the column, in
descending order.

The starting time for each scheduled event. Click the box next
to a meeting start time to select that event. Click the box next
to the Time column heading to select or clear all events in the
list.

The topic for an event that you are hosting. Click the topic
name to get information about that event.

Indicates the type of online event that you are hosting.
Available event types depend on the configuration of your
WebEXx service Web site.

Indicates that the live event is in process.
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Description

The status of the event.

= Start: You can start this event that you are hosting at any
time by clicking the link.

= Join | End: (for hosts) For a event in progress that you
are hosting, you can join or end the event. Appears if you
left a event, or you allowed participants to join the event
before its starting time and participants have already
joined the event.

[0 Join: Lets you join the event in progress.
O End: Ends the event.

= Join: (for attendees) The event that you are invited to has
started, and you can now join the event.

= Registration: (for attendees) The event that you are
invited to requires registration. To display a page on which
you can register to attend the event, click the link. (Does
not apply to sales meetings or support sessions.)

Cancels any events that are currently selected in the list. If you
click this link, a message appears, allowing you to confirm that
you want to cancel the event. Another message appears,
allowing you to inform any invited attendees that you canceled
the event. (Does not apply to support sessions.)

About the My WebEx Meetings page - Weekly tab

How to access this tab

On your WebEXx service Web site, click My WebEx > My Meetings > Weekly tab.

Options on this tab

Option
=1

Language link

Time zone link

Description

Click the Refresh icon at any time to display the most current
list of events.

Click to open the Preferences page, where you can select the
language setting for your WebEx service Web site.

Click to open the Preferences page, where you can select the
time zone setting for your WebEXx service Web site.
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Week link

4

B
The meetings you host

The meetings you are
invited to

Show past meetings

Day link
Friday

Time
Topic

Type
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The beginning and ending date for the weekly list of events.

Click the Previous Week icon to display a list of meetings for
the previous week.

Click the Next Week icon to display a list of meetings for the
next week.

Click the Calendar icon to open the Calendar window for the
current month. Click on any date to open its schedule in the
Daily view.

Shows a list all of the online events or Personal Conference
meetings that you are hosting.

Shows a list all of the events or Personal Conference meetings
to which you have been invited.

Select to include concluded events in the list of meetings.

Opens the Daily view, which shows the scheduled events for
the selected day.

The Ascending Sort indicator appears next to a column
heading, and the events are sorted by the column, in
ascending order.

The Descending Sort indicator appears next to a column
heading, and the events are sorted by the column, in
descending order.

The Expand button appears next to a Day link. Click this
button to expand and display the list of events for that day.

The Collapse button appears next to a Day link. Click this
button to collapse and hide the list of events for that day.

The starting time for each scheduled event. Click the box next
to a meeting start time to select that event. Click the box next
to the Time column heading to select or clear all events in the
list.

The topic for an event that you are hosting. Click the topic
name to get information about that event.

Indicates the type of online event that you are hosting.
Available event types depend on the configuration of your
WebEXx service Web site.

Indicates that the live event is in process.
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The status of the event.

= Start: You can start this event that you are hosting at any
time by clicking the link.

= Join | End: (for hosts) For a event in progress that you
are hosting, you can join or end the event. Appears if you
left a event, or you allowed participants to join the event
before its starting time and participants have already
joined the event.

O Join: Lets you join the event in progress.
O End: Ends the event.

= Join: (for attendees) The event that you are invited to has
started, and you can now join the event.

= Registration: (for attendees) The event that you are
invited to requires registration. To display a page on which
you can register to attend the event, click the link. (Does
not apply to sales meetings or support sessions.)

Cancels any events that are currently selected in the list. If you
click this link, a message appears, allowing you to confirm that
you want to cancel the event. Another message appears,
allowing you to inform any invited attendees that you canceled
the event. (Does not apply to support sessions.)

About the My WebEx Meetings page - Monthly tab

How to access this tab

On your WebEXx service Web site, click My WebEx > My Meetings > Monthly tab.

Options on this tab

Option
=1

Language link

Time zone link

Description

Click the Refresh icon at any time to display the most current
list of events.

Click to open the Preferences page, where you can select the
language setting for your WebEXx service Web site.

Click to open the Preferences page, where you can select the
time zone setting for your WebEXx service Web site.
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Option Description

The month for the monthly calendar of events. The default is
Month the current month.

Click the Previous Month icon to display a list of events for
4 the previous month.

p

Click the Next Month icon to display a list of events for the
4 next month.

Click the Calendar icon to open the Calendar window for the

a current month. Click on any date to open its schedule in the

Daily view.

Week Number link | Opens the Weekly view, which shows the scheduled events
for each day of the selected week.

Week
i0
Day link Opens the Daily view, which shows the scheduled events for
the selected day.
=l

Shows a list all of the online events or Personal Conference

The meetings you host meetings that you are hosting.

The meetings you are Shows a list all of the events or Personal Conference meetings
invited to to which you have been invited.
Show past meetings Select to include concluded events in the list of meetings.

_ The topic for an event that you are hosting. Click the topic
Topic name to get information about that event.

Indicates that the live event is in process.

About the My WebEx Meetings page - All Meetings tab

How to access this tab

On your WebEXx service Web site, click My WebEx > My Meetings > All Meetings
tab.
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Option
=1

Language link

Time zone link

Date

4

4

Search for meetings by
date, host, topic, or words
in the agenda

3

The meetings you host

The meetings you are
invited to

Show past meetings

Time

Topic
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Description

Click the Refresh icon at any time to display the most current
list of events.

Click to open the Preferences page, where you can select the
language setting for your WebEx service Web site.

Click to open the Preferences page, where you can select the
time zone setting for your WebEx service Web site.

The date for the daily list of events. The default is the current
date.

Click the Previous Day icon to display a list of events for the
previous day.

Click the Next Day icon to display a list of events for the next
day.

Allows you type or select a date range to search for events, or
allows you to type text to search in host names, topics, or
agendas. Click Search to start the search.

Click the Calendar icon to open the Calendar window. Click on
any date to select that date as part of your search criteria.

Shows a list all of the online events or Personal Conference
meetings that you are hosting.

Shows a list all of the events or Personal Conference meetings
to which you have been invited.

Select to include concluded events in the list of meetings.

The Ascending Sort indicator appears next to a column
heading, and the events are sorted by the column, in
ascending order.

The Descending Sort indicator appears next to a column
heading, and the events are sorted by the column, in
descending order.

The starting time for each scheduled event. Click the box next
to a meeting start time to select that event. Click the box next
to the Time column heading to select or clear all events in the
list.

The topic for an event that you are hosting. Click the topic
name to get information about that event.
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Option Description

Indicates the type of online event that you are hosting.
Type Available event types depend on the configuration of your
WebEX service Web site.

Indicates that the live event is in process.

Status The status of the event.

= Start: You can start this event that you are hosting at any
time by clicking the link.

= Join | End: (for hosts) For a event in progress that you
are hosting, you can join or end the event. Appears if you
left a event, or you allowed participants to join the event
before its starting time and participants have already
joined the event.

[0 Join: Lets you join the event in progress.
O End: Ends the event.

= Join: (for attendees) The event that you are invited to has
started, and you can now join the event.

= Registration: (for attendees) The event that you are
invited to requires registration. To display a page on which
you can register to attend the event, click the link. (Does
not apply to sales meetings or support sessions.)

Delete Cancels any events that are currently selected in the list. If you
click this link, a message appears, allowing you to confirm that
you want to cancel the event. Another message appears,

allowing you to inform any invited attendees that you canceled
the event. (Does not apply to support sessions.)

Maintaining Your Personal Meeting Room Page

About your Personal Meeting Room page

Your user account includes a Personal Event Room page on your WebEXx service Web
site. Users who visit your page can:

= View a list of online events that you are hosting, either scheduled or in progress.

= Join an event in progress.
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= View your personal folders and upload or download files to or from your folders,
depending on the settings you specify for your folders.

You can customize your Personal Meeting Room page by adding images and text to
it.

To provide users with access to your Personal Meeting Room page, you must provide
them with your Personal Meeting Room URL.

Tip: Add your Personal Meeting Room URL to your business cards, your email signature, and so
on.

Viewing your Personal Meeting Room page

You can view your Personal Meeting Room page at any time, by going to the link for
the page. The link for your Personal Meeting Room page is available on your:

= My WebEx Meetings page
= My WebEx Profile page

To view your Personal Meeting Room page:

1 Log in to your WebEX service Web site, and then click My WebEXx.
The My WebEx Meetings page appears.

2 Click the Go to My Personal Meeting Room link.

Alternatively, in My WebEXx, click My Profile, and then click the Personal
Meeting Room URL link in the Personal Meeting Room section.

Your Personal Meeting Room page appears. The following is an example of a
Personal Meeting Room page.

Cindy Rao's Meeting Room (=

wsicome to my mestings pagel Ths pags shows 3 my scheduled mestngs. To Join 3 mestng in prog s
A Join

L
-~

e Waa % X S0 W

=~ Later Today (Not Started)

N S

SRR e S

Tip: Add your Personal Meeting Room URL to your business cards, your email signature, and so
on.
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Setting options for your Personal Meeting Room page

You can add the following to your Personal Meeting Room page:

= Animage (for example, you can add a picture of yourself or your company's
product).

= A custom banner image to the header area of your Personal Meeting Room page,
if your user account has the “branding” option. For example, you can add your
company's logo.

= A welcome message. For example, you can provide a greeting; instructions on
joining an online session; information about yourself, your product, or your
company.

At any time, you can replace or delete images and text that you add.

To add an image to your Personal Meeting Room page:
1 If you have not already done so, log in to your WebEXx service Web site.
2 On the navigation bar at the top of the page, click My WebEXx.
3 Click My Profile.
The My WebEXx Profile page appears.
4 Under Personal Meeting Room, specify options for your page.
5 At the bottom of the My WebEXx Profile page, click Update.

Sharing files on your Personal Meeting Room page

You can share folders on your My WebEXx Files: Folders page so that they appear on
the Files tab on your Personal Meeting Room page. For any folder that you share, you
can specify whether users can download files from or upload files to the folder.

To share files on your Personal Meeting Room page:

1 Open the My WebEXx Files page.

2 Under Name, locate the folder in which you want to share files.

3 If the file or folder is in a closed folder, click the folder to open it.

4 Click the Properties icon for the folder in which you want to share files.
The Edit Folder Properties window appears.
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(= Edil Folder Propertics - Windows Internet Explorer

Edit Folder Properties

Mame: pictures

Description:

Size: 401 KB
Share: MNote the changes apply to all the files in this folder
(& Do not shara this faidar

© Share this folder

Read

(downlaad only. file names are wisibla)

Wnte

{upload caly: file names are nat wisibla)
Read & Wite

{downlead and upload, fle names are waibla)
Allew filag to ba cwprwritien

a Passward protected

Password

Canfirm

§ & Internat FA00% -

5  Specify sharing options for the folder.
6 Click Update.

Maintaining files in your personal folders

About maintaining files in your folders

Your user account includes personal storage space for files on your WebEXx service
Web site.

In your personal storage space, you can:

= Create folders to organize your files.

= Edit information about any file or folder in your personal folders.
= Move or copy a file or folder to a different folder.

= Share a folder so it appears on your Personal Meeting Room page.
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Tip:

= You can use this storage space to access important information when you are away from the
office. For example, if you are on a business trip and want to share a file during an online
session, you can download the file in your personal folders to a computer, and then share the
file with attendees.

= |f you share a folder, visitors to your Personal Meeting Room page can upload files to or
download them from the folder. For example, you can use your personal folders to exchange
documents that you share in your sessions, archive recorded events, and so on.

Opening your personal folders, documents, and files

To store files on your WebEx service Web site, or to access files that you stored, you
must open your personal folders.

To open your personal folders:

1 Log in to your WebEXx service Web site, and then click My WebEx.

2 Click My Files.

The My WebEXx Files page appears, showing your personal folders and files.
Depending on the settings for your WebEx Service Web site, you may see
different categories of folders and files, and you can click on the heading links to
see each category:

= My Documents
= My Recordings
= My Event Recordings (available only in Event Center)

= My Training Recordings (available only in Training Center)

My WebEx Files Welcome, Marie Brooks
My Documents | My Recordings Ii :'_
[Search Capacity: 50000 MB  Used: 729 KB
Description Size Shared
T KB R B
283 KB
2 KB
401 KB
29KB
om 14 KB
D) twcuires passvord i Tengonly Wi Write only  R/W: Read & Write
Salect All | [ Clesrall | [ Detme | [ cCopy.. | [ Mo
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Adding new folders to your personal folders

To organize your files on your WebEXx service Web site, you can create folders in
your personal storage space for files.

To create a new folders:

1 Open the My Documents page.

2 Under Action, click the Create Folder button for the folder in which you want a
new folder.

il
L

The Create Folder window appears.
3 Inthe Folder Name box, type a name for the folder.

4 Optional. In the Description box, type a description to help you to identify the
folder's contents.

5 Click OK.

Uploading files to your personal folders

To store files in your personal folders on your WebEXx service Web site, you must
upload them from your computer or a local server.

You can upload:
= Up to three files at once
= Any file that is less than 5076K

The amount of space available for storing files is determined by your site
administrator. If you require more disk space, contact your site administrator.

To upload files to your personal folders:
1 Open the My Documents page.
2 Locate the folder in which you want to store the file.

3 Under Action for the folder, click the Upload button for the folder in which you
want to store the file.

53
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The Upload File window appears.

Click Browse.

The Choose File dialog box appears.

Select the file that you want to upload to your folder.
Click Open.

The file appears in the File name box.

Optional. In the Description box, type a description to help you to identify the
file.

Optional. Select up to two additional files to upload.
Click Upload.

The files are uploaded to the folder that you selected.

10 Once you are finished uploading files, click Finish.

Moving or copying files or folders in your personal folders

300

You can move one or more files or folders to another folder on your WebEXx service
Web site.

To move or copy a file or folder:

1

2

3

Open the My Documents page.

Locate the file or folder that you want to move.

Select the check box for the file or folder that you want move.

You can select multiple files or folders.

Click Move or Copy.

The Move/Copy File or Folder window appears, showing a list of your folders.

Select the option button for the folder in which you want to move or copy the file
or folder.

Click OK.
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Editing information about files or folders in your personal

folders

You can edit the following information about a file or folder in your personal folders

on your WebEXx service Web site:

Name

Description

You can also specify sharing options for folders that appear on your Personal Event
Room page.

To edit information about a file or folder:

1

2

3

Open the My Documents page.

Locate the file or folder for which you want to edit information.

Click the Properties icon for the file or folder for which you want to edit
information.

The Edit File Properties or Edit Folder Properties window appears.

(= Edil Folder Properties - Windows Iniernet Explorer

Edit Folder Properties

Hame: pictures

Description:

Size: 401 KB
Share: |

- Share this folder

Read

{downlaad only. fikz names are wisibla)
Wiite

{upload onky: file names are nat wisibla)
Read & Wiite

{downlead and upload; file names are wsible)

Allow files to be oveniritien

a Passwaord protected
Password

Canfirm

o & Internet

% 100% -

In the Description box, type a new name for the file or folder.
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= In the Name box, type a new name for the file or folder.

4 Click Update.

Searching for files or folders in your personal folders

In your personal folders on your WebEXx service Web site, you can quickly locate a
file or folder by searching for it. You can search for a file or folder by text that
appears in either its name or description.

To search for a file or folder:

1 Open the My Documents page.

2 Inthe Search For box type all or part of the file's name or description.
3 Click Search.

A list of any files or folders that contain the search text appears.

Downloading files in your personal folders

In your personal folders on your WebEx service Web site, you can download any files
to your computer or a local server.

1 Open the My Documents page.
2 Locate the file that you want to download.

3 Under Action, click the Download button for the file that you want to download.

&)
The File Download dialog box appears.

4 Follow any instructions that your Web browser or operating system provides to
download the file.

Deleting files or folders in your personal folders

You can delete files or folders in your personal folders on your WebEXx service Web
site.

To delete a file or folder:

1 Open the My Documents page.
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2 Under Name, locate the file or folder that you want to delete.

3 Select the check box for the file or folder that you want delete.

You can select multiple files or folders.

4 Click Delete.

About the My WebEx Files > My Documents page

How to access this page

On your WebEXx service Web site, click My WebEx Files > My Documents.

What you can do here

= Store files that you use in your online sessions or that you want to access when
away from your office.

= Specify in which folders that visitors to your Personal Meeting Room can
download or upload files.

Options on this page

Link or option
Capacity

Used

Search for

3

Name

Description
The storage space available for your files, in megabytes (MB).
The amount of storage space that your files occupy, in megabytes

(MB). Once this value exceeds your capacity, you can no longer store
files until you remove existing files from your folders.

Lets you locate a file or folder by searching for it. You can search for a
file or folder by text that appears in either its name or description. To
search for a file or folder, type all or part of its name or description in
the box, and then click Search.

Click this button to refresh the information on the page.

The name of the folder or file. Click a folder or file name to open the
Folder Information page or File Information page. From the

Information page, you can access the properties of a folder or file.

|"_-| Indicates that the item is a folder. Click the image to display
the contents of the folder.

Indicates that the item is a file.

303



Chapter 26: Using My WebEx

Link or option

Path

Size

Actions

Shared

Select All

Clear All
Delete

Copy

304

Description

The folder hierarchy for the folder or file. The Root folder is the top-
most folder in which all other folders and files reside.

The size of the folder or file, in kilobytes (KB).

Click the icons to perform an action on the folder or file that is
associated with it.

ﬁ“:i Upload file: Available only for files. Click this icon to open
- the File Upload page, on which you can select up to three
files at a time to upload to a specified folder.

¥ Download file: Available only for files. Click this icon to
= download the file associated with it.

Edit File Properties or Edit Folder Properties: Click this
icon to open the Edit File Properties page or Edit Folder
Properties page, on which you can edit information about
the file or folder, respectively.

£ Create Folder: Available for folders only. Click this icon to
open the Create Folder page on which you can create a new
folder in your personal storage space.

Specifies the sharing settings for a folder; that is, how others who visit
your Personal Meetings Room can access your folder and its files.

R Read only: Visitors to your Personal Meeting Room can
view the list of files in the folder and download the files.

wW Write only: Visitors to your Personal Meeting Room can
upload files to the folder, but they cannot view the files in it.

R/\W Read and write: Users can view files in the folder,
download files from the folder, and upload files to the folder.

Password Protected: Indicates that the folder is password
protected. Visitors to your Personal Meeting Room must
provide the password you specify to access the folder.

o

Selects the check boxes for all the folders and files that are visible in
the list. You can then click the Copy or Move button or click the
Delete link to perform an action on the selected folders or files.

Clears the check boxes for all the folders and files that are selected in
the list.

Deletes the selected folders and files from the list.

Opens a page on which you can copy the selected folder or file to
another folder.
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Link or option Description

Opens a page on which you can move the selected folder or file to

Move another folder.

About the Edit Folder Properties page

How to access this page

On your WebEXx service Web site, click My WebEx > My Files > Properties icon
for folder.

What you can do here

Specify a name, a description, and sharing options for a folder that you created in

your personal folders.

Options on this page

Use this option... To...

Name Enter the name of the folder.
Description Enter the description of the folder.
Share Specify who can access this folder.

= Do not share this folder: This folder does not appear on your
Personal Meeting Room page. Thus, visitors to your page
cannot view the folder or access any files in it.

= Share this folder: This folder appears on your Personal
Meeting Room.

The drop-down list specifies which users can access the folder,
as follows:

O  With all: All visitors to your Personal Meeting Room can
access this folder.

O With users with host or attendee accounts: Only visitors
to your Personal Meeting Room who have either a host
account or an attendee account on your WebEXx service
Web site can access this folder.

O With users with host accounts only: Only visitors to your
Personal Meeting Room who have a host account on your
WebEXx service Web site can access this folder.
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Use this option... To...
Share as Enter the name for the folder that will appear on your Personal
Meeting Room page.

Read Let visitors to your Personal Meeting Room view the list of files in the
folder and download the files.

Write Let visitors to your Personal Meeting Room upload files to the folder
but does not allow them to view the files in it.

Read & write Let users view files in the folder, download files from the folder, and
upload files to the folder.

Allow files to be Let users upload a file with the same name as an existing file in the
overwritten folder and replace the existing file. If this option is not selected, users
cannot overwrite any files in the folder.

Password protected | Let only visitors to your Personal Meeting Room who know the
password view the list of files in the folder, download files from the
folder, or upload files to the folder, depending on the read/write
settings for the folder.

Password: The password that visitors to your Personal Meeting
Room must provide to access the folder.

Confirm: If you specified a password, type it again to verify that you
typed it correctly.

Update Save any changes that you made to folder's properties, and then
closes the Edit Folder Properties window.

Cancel Close the Edit Folder Properties window, without saving any of the
changes that you made.

Opening the My Recordings Page

To upload or maintain recordings, you must do so from the My Recordings page on
your WebEXx service Web site.

To open the My Recordings page:
1 Log in to your WebEXx service Web site, and then click My WebEx.
2 Click My Files > My Recordings.

The My Recordings page appears, showing your recording files.
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Uploading arecording file

If you recorded an event using the integrated or standalone WebEx Recorder, you can
upload the recording file, with a .wrf extension, from your local computer to the My
Recordings page.

Note: If you recorded an event using the WebEx Network-Based Recorder (NBR), the WebEx
server automatically uploads the recording file, with an .arf extension, to the appropriate tab on
the My Recordings page once you stop the Recorder. You do not need to upload it yourself.

To upload a recording file:

1 Go to the My Recordings page.

2 Click Add Recording.

3 On the Add Recording page, enter information and specify options.

4 Click Save.

Editing information about a recording
You can edit information about a recording at any time.
To edit information about a recording:

1 Go to the My Recordings page.

2 Click the following icon for the recording that you want to edit.

£

The Edit Recording page appears.
3 Make your changes.

4 Click Save.

Sending an email to share arecording

You can send an email one or more people to share your recording with them.

To send an email to share a recording with others:
1 Go to the My Recordings page.
2 Click the appropriate link for your recording type:
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308

4

5

6

= Meetings

= Events

= Sales Meetings

= Training Sessions

= Miscellaneous

Open the Share My Recording window:

= Click the following icon for the recording that you want to share with others.

=)

= Click the linked name of the recording you want to share. On the Recording
Information page, click Send Email.

Send Email

The Share My Recording window appears.

{7 Sheane by Focording - Mictesoll internet Cxplorer provided by... [= (0]
e «
Share My Recording

Send 1o

[ Erct acipah. . )
¥ Sand 8 copy of the emasl 1o me
Woar meesasge

[Optlonal):

The folizwing recondng will b sant 10 (he recipets
$akun inwoting 20080404 2115

June 24, 2008, % 22 am San Frascsco Time
Daratson© ¥ many

Tors i Lrierat e -

Select recipients for your email:

= Click Select Recipients to select contacts from your Contacts list
= Type email addresses in the Send to list, separated by commas.
(Optional) Type a message in the Your message box.

Click Send.
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Your email message will be sent to the selected recipients, and will include
information about the recording and a link to play it.

About the Add/Edit Recording page

How to access this page

If you are adding a recording...

1 Onyour WebEx service Web site, click My WebEx > My Files > My
Recordings.

2 Click Add Recording.

If you are editing information about a recording...

1 On your WebEx service Web site, click My WebEx > My Files > My
Recordings.

2 Click the More button in the row of the recording that you want to edit.

A3
3 Click Modify.
Lt Download

L% Modify
L@ Disable

i3 Be-assign

[ Delete

What you can do here
= Edit general information about a recording, including the topic and description.

= Require a password to play or download the recording.

Options on this page

Use this option.... To....

Topic Specify the topic of the recording.
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Use this option.... To....
Description Provide a description of this recording.
Recording file Click Browse to select the recording file that resides on your

local computer.
Duration Specify the duration of the recording.

File size Displays the size of the recording file. (Available only when
editing recording information.)

Set password Set an optional password that users must provide to view the
recording.

Confirm password Confirm the password that users must provide to view the
recording.

Playback control options

Use this option.... To....

Panel Display Options Determines which panels are displayed in the recording when it
is played back. You can select any of the following panels to be
included the recording playback:

= Chat

= Q&A
= Video
= Polling
= Notes

=  File Transfer
= Participants
= Table of Contents

Panel display options do not modify the panel display in the
actual recording that is stored on the WebEx network.
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Use this option.... To....
Recording Playback Determines how much of the recording is actually played back.
Range You can select either of the following:

=  Full playback: Plays back the full length of the recording.
This option is selected by default.

= Partial playback: Plays back only part of the recording
based on your settings for the following options:

O Start: X min X sec of the recording: Specifies the
time to start playback; for example, you can use this
option if you would like to omit the "dead time" at the
beginning of the recording, or if you would like to show
only a portion of the recording.

O End: X min X sec of the recording: Specifies the
time to end playback; for example, you can use this
option if you would like to omit the "dead time" at the
end of the recording. You can not specify an end time
greater than the length of the actual recording.

The partial playback range you specify does not modify the
actual recording that is stored on the server.

Include NBR player Includes full Network Recording Player controls, such as stop,

controls pause, resume, fast forward, and rewind. This option is selected
by default. If you would like to prevent viewers from skipping
portions of the recording, you can turn off this option to omit
Network Recording Player controls from the playback.

About the Recording Information page

How to access this page

On your WebEXx service Web site, click My WebEx > My Files > My Recordings >
[recording type] > [topic of a recording].

What you can do here

= View information about the recording.

= Play back the recording.

= Send an email to share the recording with others.
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= Download the recording.
= Enable or disable the recording

= Open the Edit Recording page on which you can edit information about a
recording.

Options on this page

Option Description

Topic The name of the recording. You can edit the topic at any time.
Create time The time and date the recording was created.

Duration The length of the recording.

Description A description of the recording.

File size The file size of the recording.

Create time The date and time at which the recording was created.

Status The status of the recording. The possible options are Enable or

Disable.

Indicates whether a user must provide a password to view the
Password

recording.
Clicking the link lets you play the recording (available only for
Stream recording link recording files with the .arf extension that were recorded by

NBR).
Download recording link | Clicking the link lets you download the recording.

Clicking the button lets you play the recording (available only for
recording files with the .arf extension that were recorded by

Play Now NBR).

If you want to download the recording, you can also click the
link for downloading under Play Recorded an event Now.

Clicking the button opens the Share My Recording window,
which allows you to send an email message to selected
recipients, inviting them to play your recording.

Send Email

If you want to send the email with your local email client
instead, click the link for using the email client under Share My
Recording.

Modify Clicking the button opens the Edit Recording page.
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Option Description
Clicking the button deletes the recording.

Clicking the button disables the recording everywhere it is

published on your WebEx Service Web site. (Available only for

enabled recordings.)

Clicking the button enables the recording everywhere it is

published on your WebEx Service Web site. (Available only for

disabled recordings.)

[ Back to List ] Clicking the button returns you to the recording list.

About the My WebEx Files > My Recordings page

How to access this page

Log in to your WebEXx service Web site, and then click My WebEx. From the left
navigation bar, click My Files > My Recordings.

What you can do here

Manage, upload, and maintain your recording files.

Options on this page

View different categories of recordings:
= Meetings

= Events

= Sales Meetings

= Training Sessions

= Miscellaneous
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About the My WebEx Files > My Recordings > Events page
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How to access this page

Log in to your WebEXx service Web site, and then click My WebEx. From the left
navigation bar, click My Files > My Recordings > Events.

What you can do here

Manage, upload, and maintain recording files of events you host.

Options on this page

Option
[S]

Search

Capacity: n MB

Used: n MB

Topic

Panelist

Type

Size

Create Time/Date

Description

Refreshes the information on the page.

Allows you type text to search for within recording names. Click
Search to start the search.

The percentage of available personal storage space on your
WebEXx Service Web site that is being used by your recordings.

The percentage of total available storage space on your WebEx
Service Web site that is being used by all recordings on your
site.

The name of the recording. If you record an event on the server,
the WebEXx server automatically uploads the recording to this
page. In this case, the topic of the recording is the topic of the
event. You can edit the topic at any time.

Information about the panelists in the event where the recording
was made.

The publication status of the event recording:

= Listed: The recording is published—that is, the recording
appears on the Event Recordings page, which is accessible
to all visitors to your Event Center Web site.

= Unlisted: The recording is not published—that is, the
recording appears only on the My Event Recordings page.
You must log in to your Event Center Web site to view and
maintain the recordings.

The size of the recording.

The date and time the recording was created.
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Option Description

Duration The length of the recording.

The format of the recording file.

A recording file can be in WebEx Advanced Recording Format

Format (ARF) or WebEx Recording Format (WRF). You can also store
recording files that are in Windows Media Audio/Video (WMV)
or Shockwave Flash Object (SWF) format.

Lets you play the recording (available only for recording files
with an .arf extension that were recorded by the Network-Based

LJ Recorder).

If playback of the file requires a password, you must provide the
password.

| Lets you send an email to share this recording with others.

Displays a menu with more options for your recording:

Download: Lets you download the recording to your local
computer.

If downloading the file requires a password, you must
provide the password.

¥ Modify: Lets you edit information of the recording.

=1| Send to vendor: Lets you send an email to share this
recording with a vendor.

:ég Delete: Lets you delete the recording from this page.

Lets you upload a new recording.

Add Recording

=) Indicates that a recording is password-protected.

# Indicates that registration is required to view the recording.

315



Chapter 26: Using My WebEx

About the My WebEx Files > My Recordings > Miscellaneous
page

How to access this page

Log in to your WebEXx service Web site, and then click My WebEx. From the left
navigation bar, click My Files > My Recordings > Miscellaneous.

What you can do here

Manage, upload, and maintain recording files of events you host.

Options on this page

Option Description
@ Refreshes the information on the page.
Search Allows you type text to search for within recording names. Click

Search to start the search.

Indicates a disabled recording.

@
The name of the recording. If you record an event on the server,

Tobic the WebEXx server automatically uploads the recording to this

P page. In this case, the topic of the recording is the topic of the

event. You can edit the topic at any time.

Size The size of the recording.

Create Time/Date The date and time the recording was created.

Duration The length of the recording.

The format of the recording file.

A recording file can be in WebEx Advanced Recording Format

Format (ARF) or WebEx Recording Format (WRF). You can also store
recording files that are in Windows Media Audio/Video (WMV)
or Shockwave Flash Object (SWF) format.

Lets you play the recording (available only for recording files
with an .arf extension that were recorded by the Network-Based

LJ Recorder).

If playback of the file requires a password, you must provide the
password.
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Option Description

lJ Lets you send an email to share this recording with others.

Displays a menu with more options for your recording:

= ¥ Download: Lets you download the recording to your
local computer.

If downloading the file requires a password, you must
— provide the password.

= v Modify: Lets you edit information of the recording. <&
Disable: Lets you disable the recording in all locations.

= 4 Delete: Lets you delete the recording from this page.

= Indicates that a recording is password-protected.

Maintaining contact information

About maintaining contact information

You can maintain a personal online address book, in which you can add information
about contacts and create distribution lists. When scheduling a meeting or starting an
instant meeting, you can quickly invite any contacts or distribution lists in your
personal address book. You can also invite contacts in the Company Address Book
for your WebEXx service Web site, if one is available.

You can add contacts to your personal address book in any of the following ways:
= Specify information about contacts one at a time.
= Import contact information from your Microsoft Outlook contacts.

= Import contact information from a comma-separated/comma-delimited values
(CSV) file.

You can also edit or delete the information about any contact or distribution list in
your personal address book.
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Opening your address book

You can open your personal address book on your WebEXx service Web site, to view
or maintain information about your contacts.

To open your address book:
1 Log in to your WebEXx service Web site.
2 On the navigation bar at the top of the page, click My WebEXx.
3 Click My Contacts.
The My WebEXx Contacts page appears.

My WebEx Contacts Welcome, Alice Helgado

View: | Personal Contacts j Export |
Import From: IMichSDﬂ Outlook j Irmpont I
Search for: | Search |

Mate: Search quenes cantact name and email addrass felds anly

Indlex: A BCLDEESZHIJKEKLMHNOPERQESTIUYWE:HRYEZEZA

Name Email Address Phone Number Language
[~ &8 Planning Committee English
[~ &8 Sales Departrnent English
r Christine Huliste christine & asr. com 1-54 3-554-04 31 English
[~ Jeohn Mullen jmullen @z wire. cormn 1-408-123-4567 English
[T Lisa Grantham lisag@zilo.com 1-512-208-0001 English
[l Lisa VWai lisw@Feuss. com 1-515-299-0888 English
| Margel Tillman mitillman @ pretech. ¢om 1-415-282-6544 English
[~ Sallen Chen schen@ micolite. com 1-512-534-1222 English

selectdll | Clearal | Delee | Add Contact | Add Distribution List

4 In the View drop-down list, select one of the following contact lists:

= Personal Contacts: Includes any individual contacts or distribution lists that
you added to your personal address book. If you have a Microsoft Outlook
address book or contacts folder, you can import its contacts to this list of
contacts.

= Company Address Book: Your organization's address book, which includes
any contacts that your site administrator has added to it. If your organization
uses a Microsoft Exchange Global Address List, your site administrator can
import its contacts to this address book.
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Adding a contact to your address book

You can add contacts to your personal address book, one at a time.

To add a contact to your personal address book:
1 Open your personal address book.
2 Inthe View drop-down list, select Personal Contacts.
A list of contacts in your Personal Contacts list appears.
3 Click Add Contact.
The Add Contact page appears.

My WebEx Contacts

MNew Contact

Full name: | {required)
Email address: | (required)
Company: |
Job title: |
URL: | {if known)
Phone number: Country/Reginn Ama oreiy code: Mumber Esxtension:
fi | | |
Phone nurmber for mokile device: CounnpRegion Ams orcity code: Mumber Estanzion:
[ | | |
Fax numkber: Country/Fegion Amea orcity code: Mumber Extansion:
fi | | |
Addressq: |
Address2: |
City: |

StatefProvince:

ZIP/Pastal code: I

Country/Begion: |

User name: | (if knower)

Motes: | =]
[

Add | Cancel

4 Provide information about the contact.
5 Click Add.
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Note:

= You cannot add contacts to your Company Address Book.

= If you want to add multiple contacts, you can them all at once, instead of adding one contact

at a time.

About the New/Edit Contact page

320

How to access this page

On your WebEXx service Web site, click My WebEx > My Contacts > Add Contact

or [check box for contact] > Edit.

What you can do here

Enter information about a new or existing contact for your personal address book.

Options on this page

Use this option...

Full name
Email address

Language

Company

Job title

URL

Phone number/Phone
number for mobile

device/Fax number

Country Code

To...

Enter the contact's first and last name.
Enter the contact's email address.

Set the language in which any email messages that you send to
the contact using your WebEXx service site appear.

Available only if your WebEx service Web site can be displayed in
two or more languages.
Enter the company or organization for which the contact works.

Enter the contact's position in a company or organization.

Enter the URL, or Web address, for the contact's company or
organization.

Enter the contact's phone numbers. For each number, you can
specify the following:

Specify the number that you must dial if the contact resides in
another country. To select a different country code, click the link to
display the display the Country Code window. From the drop-
down list, select the country in which the contact resides.



Use this option...

Area or city code
Number
Extension
Address 1
Address 2
State/Province
ZIP/Postal code
Country

Username

Notes
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To...

Enter the area or city code for the contact's phone number.
Enter the phone number.

Enter the extension for the phone number, if any.

Enter the contact's street address.

Enter additional address information, if necessary.

Enter the contact's state or province.

Enter the contact's ZIP or postal code.

Enter the country in which the contact resides.

Enter the username with which the user logs in to your WebEx
service Web site, if the contact has a user account.

Enter any additional information about the contact.

Importing contact information in a file to your address book

You can add information about multiple contacts simultaneously to your personal
address book, by importing a comma-separated values (CSV) file. A CSV file has the
.csv file extension; you can export information from many spreadsheet and email
programs in CSV format.

To create a CSV file:

1 Open your address book.

2 Inthe View drop-down list, ensure that Personal Address Book is selected.

3 Click Export.

4 Save the .csv file to your computer.

5 Open the .csv file that you saved in a spreadsheet program, such as Microsoft

Excel.

6 Optional. If contact information exists in the file, you can delete it.

7 Specify information about the new contacts in the .csv file.

Important: If you add a new contact, ensure that the UID field is blank.

8 Save the .csv file. Ensure that you save it as a .csv file.
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To import a CSV file containing new contact information:

1 Open your address book.

2 Inthe View drop-down list, ensure that Personal Contacts is selected.
3 Inthe Import From drop-down list, select Comma Delimited Files.
4 Click Import.

5 Select the .csv file in which you added new contact information.

6 Click Open.

7 Click Upload File.

The View Personal Contacts page appears, allowing you to review the contact
information you are importing.

8 Click Submit.
A confirmation message appears.
9 Click Yes.

Note: If an error exists in any new or updated contact information, a message appears, informing
you that no contact information was imported.

About the Contact Information CSV template

How to access this template

On your WebEXx service Web site, click My WebEx > My Contacts > View >
Personal Address Book > Export.

What you can do here

Specify information about multiple contacts, which you can then import to your

personal address book.

Fields in this template

Option Description

UuID A number that your WebEX service site creates to identify the contact. If
you add a new contact to the CSV file, you must leave this field blank.

Name Required. The contact's first and last name.
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Email

Company
JobTitle
URL

OffCntry

OffArea
OffLoc
OffExt

CellCntry

CellArea
CellLoc

CellExt

FaxCntry

FaxArea
FaxLoc
FaxExt
Address 1
Address 2
State/Province
ZIP/Postal
Country

Username

Notes
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Description

Required. The contact's email address. The email address must be in
the following format:

name@company.com

The company or organization for which the contact works.

The contact's position in a company or organization.

The URL, or Web address, for the contact's company or organization.

The country code for the contact's office phone-that is, the number that
you must dial if the contact resides in another country.

The area or city code for the contact's office phone number.
The contact's office phone number.
The extension for the contact's office phone number, if any.

The country code for the contact's cellular or mobile phone-that is, the
number that you must dial if the contact resides in another country.

The area or city code for the contact's cellular or mobile phone number.
The contact's cellular or mobile phone number.

Thee extension for the contact's cellular or mobile phone number, if
any.

The country code for the contact's fax number-that is, the number that
you must dial if the contact resides in another country.

The area or city code for the contact's fax number.
The contact's fax number.

The extension for the contact's fax machine, if any.
The contact's street address.

The additional address information, if necessary.
The contact's state or province.

The contact's ZIP or postal code.

The country in which the contact resides.

The user name with which the user logs in to your WebEXx service Web
site, if the contact has a user account.

Any additional information about the contact.
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Importing contact information from Outlook to your address

book

If you use Microsoft Outlook, you can import the contacts that you maintain in your
Microsoft Outlook address book or folder to your personal address book on your
WebEX service Web site.

To import contacts from Outlook to your personal address book:

1

2

3

Open your address book.

In the View drop-down list, select Personal Contacts.

In the Import from drop-down list, select Microsoft Outlook.
Click Import.

The Choose Profile dialog box appears.

In the Profile Name drop-down list, select the Outlook user profile that includes
the contact information that you want to import.

Click OK.

Note:

When you import contacts in Outlook, your WebEX service Web site retrieves contact
information from the Outlook address book or folder in which you have chosen to keep
personal addresses. For information about keeping personal addresses in Outlook, refer to
Microsoft Outlook Help.

If your personal address book already includes a contact who is also in your Outlook contacts
list, the contact is not imported. However, if you change the contact's email address in your
personal address book, importing the contact from Outlook creates a new contact in your
personal address book.

Viewing and editing contact information in your address

book
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In your personal address book, you can view and edit information about individual
contacts in your Personal Contacts list. You can view, but not edit, information about
contacts in your Company Address Book.

To view or edit contact information:

1

Open your address book.
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In the View drop-down list, select one of the following:

= Personal Contacts

= Company Address Book

A list of contacts appears.

Locate the contact whose information you want to view or edit.

Under Name, select the contact whose information you want to view or edit.
Do one of the following:

= If the contact is in your Personal Contacts list, click Edit.

= If the contact is in your Company Address Book, click View Info.
Information about the contact appears.

Optional. If the contact is in your Personal Contacts list, edit the information that
you want to change on the Edit Contact's Information page.

Click OK.

Finding a contact in your personal address book

You can quickly locate a contact in your personal address book, using one of several
methods.

To search for a contact in your address book:

1

2

3

Open your address book.
In the View drop-down list, select a contacts list.
Do any of the following:

= Inthe Index, click a letter of the alphabet to display a list of contacts whose
names begin with that letter. For example, the name Susan Jones appears
under S.

= To search for a contact in the list you are currently viewing, type text that
appears in either the contact's name or email address in the Search for box,
and then click Search.

= If the entire list of contacts does not fit on a single page, view another page by
clicking the links for the page numbers.

= Sort your personal contacts or company address book by name, email address,
or phone number by clicking the column headings.
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Creating a distribution list in your address book

You can create distribution lists for your personal address book. A distribution list
includes two or more contacts for which you provide a common name and appears in
your Personal Contacts list. For example, you can create a distribution list named
Sales Department, which includes contacts who are members of your Sales
Department. If you want to invite members of the department to an event, you can
select the group rather than each member individually.

To create a distribution list:
1 Open your address book.
2 Click Add Distribution List.
The Add Distribution List page appears.

Add Distribution List

=]
D R | |
Hembera
Piet S0l (0iviacis Trbperteed Gopriets
Index: &
Al
tRaméro]
Add Coslng

] o]

3 In the Name box, type the name of the group.
4 Optional. In the Description box, type descriptive information about the group.

5 Under Members, locate the contacts that you want to add to the distribution list,
by doing any of the following:

= Search for a contact, by typing all or part of the contact's first or last name in
the Search box.

= Click the letter that corresponds to the first letter of the contact's first name.
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= Click All to list all contacts in your Personal Contacts list.

Optional. To add a new contact to your Personal Contacts list, under Members,
click Add Contact.

In the box on the left, select the contacts that you want to add to the distribution
list.

Click Add to move contacts you selected to the box on the right.

After you finish adding contacts to the distribution list, click Add to create the
list.

In your Personal Contacts list, the Distribution List indicator appears to the left
of the new distribution list:

|_ Planning Committ ee

Editing a distribution list in your address book

You can add or remove contacts from any distribution list that you have created for
your personal address book. You can also change a group's name or descriptive
information.

To edit a distribution list:

1

2

Open your address book.
In the View drop-down list, select Personal Contacts.

A list of the contacts in your Personal Contacts list appears, including any
distribution lists that you have created. The Distribution List indicator appears to
the left of a distribution list:

I- Flanning Gornrnitt ee

Under Name, select the name of the distribution list. The Edit Distribution List
page appears.

327



Chapter 26: Using My WebEx

Edit Distribution List

Distribution List Information:

Marne: |Distributors [(Required)
.o |SuperGizmo distributors d
Desoription: for Western Region. LI
Members
Search: GUl
Personal contacts Selected contacts
Index: 2. B C D E E
G HIJELMHINES John bullen
PQRBST UV W Lisa Wai

Use Ctrl to select multiple
users

Christine Huliste
Liza Grantham
kdarcel Tillman &I
Sallen Chen

<Femove |
Add Contact |

3 Edit information about the distribution list.

4 Click Update.

About the Add/Edit Distribution List page
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How to access this page

Cancell

On your WebEXx service Web site, click My WebEx > My Contacts > Add
Distribution List. Or, select distribution list in Personal Contacts list.

What you can do here

Add contacts to your distribution list or remove contacts from your distribution list.
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Options on this page

Use this option...

Name

Description

Search

Index

Add>
<Remove

Add Contact

Add

Update

To...

Enter the name of the distribution list. For example, if you want to
add a distribution list that includes members of your company's
sales department, you might name the list Sales Department.

Optionally enter descriptive information about the distribution list,
to help you identify it later.

Find a contact, by typing all or part of the contact's first or last
name.

Find a contact, by clicking the letter that corresponds to the first
letter of the contact's first name. To list contacts for which you

identified with a number, click #. To list all contacts in your
Personal Contacts list, click All.

Add a one or more selected contacts to your distribution list.
Remove one or more selected contacts from your distribution list.

Add a new contact to your Personal Contacts list and add the
contact to your distribution list.

Add a new distribution list to your Personal Contacts list.

Update an existing distribution list that you have edited.

Deleting contact information in your address book

You can delete any contact or distribution lists that you have added to your personal

address book.

To delete a contact or contact group:

1 Open your address book.

2 Inthe View drop-down list, select Personal Contacts.

3 Inthe list that appears, select the check box for the contact or distribution list that

you want to delete.
4 Click Delete.

A message appears, asking you to confirm the deletion.
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5 Click OK.

Maintaining your user profile

About maintaining your user profile

Once you obtain a user account, you can edit your user profile at any time to do the
following:

= Maintain personal information, including your
= Full name
= Username (if your site administrator provides this option)
= Password

= Contact information (including your street address, email address, and phone
numbers)

= Tracking codes that your organization uses to keep records of your events
(such as project, department, and division numbers)

= Specify whether to display links to your company's partner sites in the My WebEx
navigation bar, if your site administrator set up partner links

= Manage any scheduling templates that you saved

= Set options for your Personal Event Room options, including the images and
welcome message that appear on the page

= Set default options for your online sessions, including

= The default session type that you want to use, if your account includes
multiple session types

= Whether your scheduled events are automatically removed from your list of
events once the event ends

= Whether the Quick Start page appears in the content viewer once you start an
event

= The users who can schedule events on your behalf
= Set Web site preferences, including:

= The home page that appears when you access your WebEXx service Web site
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= The time zone in which event times appear

= The language in which your Web site displays text, if your site includes
multiple languages

= The locale (the format in which your Web site displays dates, times, currency
values, and numbers)

About the My WebEx Profile page

How to access this template

On your WebEXx service Web site, click My WebEx > My Profile.

What you can do here

Manage the following:

Account information

Personal information

Partner integration options

Scheduling templates (does not apply to Support Center)
Personal Meeting Room information

Event options

Web page preferences, including your home page and language

Support Center CSR Dashboard options (Support Center only)

Personal Information options

Use this option... To...

Username Specify the username for your account. You can change this

name only if the administrator for your WebEx service Web site
provides this option.

Tip: If you need to change your username, but cannot edit it on
this page, ask your site administrator to change your username
or create a new account for you.
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Use this option... To...
Change Password = Old password: Type the old password for your account.

= New password: Specify the new password for your
account. A password:

[0 Must contain at least four characters
[0 Can consist of a maximum of 32 characters

O Caninclude any letters, numbers, or special
characters, but not spaces

O Is case sensitive
= Retype New password: Verify that you typed your
password correctly in the New password box.

Other personal Enter any personal information that you want to maintain in your
information options profile.

Partner integration options

Your site administrator can set up custom links to the Web sites of your company's
partners, and then display the links on the My WebEx navigation bar. For example, if
your company uses another company's Web site to provide a service, your site
administrator can provide a link to that company's site in your My WebEXx navigation
bar. You can then show or hide that link.

Use this option.... To....

Display partner links in Shows or hides partner site links in the My WebEx navigation
My WebEx bar.

Calendar Work Hours options

Use these options to specify working hours to use with scheduling calendars.

Use this option... To...
Start time Select the start time for your daily work calendar.
End time Select the end time for your daily work calendar.
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Scheduling template options

Use these options to manage scheduling templates that you set up using the
scheduling options on your site.

Use this option...
Get Info

Edit

Delete

Select All

To...

Shows the settings you set for the selected template.

Opens the scheduling options on your site for the selected
template.

Removes the selected template from your profile.

Selects all the scheduling templates, allowing you to delete
them all at once.

Personal Meeting Room options

Use this option...

Personal Meeting Room
URL

Welcome Message

To...

Go to your Personal Meeting Room page. You can click the
URL from the My Profile page to preview your current Personal
Meeting Room page.

Your Personal Meeting Room page shows online sessions that
you scheduled and any in-progress sessions that you are
currently hosting.

Users to whom you provide your personal URL can use this
page to join any meeting that you are hosting. They can also
download files in any folders that you share.

Enter the message that appears on your Personal Meeting
Room page. A message can be a maximum of 128 characters,
including spaces and punctuation.

To specify a message, type it in the box, and then click Update.
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Use this option...
Upload Image

Customize branding of
header area

To...

Upload an image file from your computer or another computer
on your network to your Personal Meeting Room page. For
example, you can upload a picture of yourself, your company's
logo, or a picture of your company's product. Visitors to your
page can see the image that you upload.

The image can be an maximum of 160 pixels wide. If you
upload a larger image, its width is automatically reduced to 160
pixels. However, the image's aspect ratio is maintained.

Browse: Lets you locate an image.
Upload: Uploads the image that you selected.

Current Image: Displays the image that currently appears on
your Personal Meeting Room page.

Delete: Removes the current image from your Personal
Meeting Room page. This button is available only if you have
uploaded an image for the page.

Upload a banner image to the non-scrolling header area for
your Personal Meeting Room page. For example, you can
upload your company's logo or an advertisement. Visitors to
your page can see the image that you upload. Available only if
your site administrator has turned on this option for your
account.

The image can be an maximum of 75 pixels high. If you upload
a larger image, its height is automatically reduced to 75 pixels.
However, the image's aspect ratio is maintained.

Browse: Lets you locate a banner image.
Upload: Uploads the banner image that you selected.

Current Image: Displays the banner image that currently
appears on your Personal Meeting Room page.

Delete: Removes the current banner image from your Personal
Meeting Room page. This button is available only if you have
uploaded an image for the page.

Productivity Tools Options

Use this option....

Automatically download
Productivity Tools when
logging in to the WebEx
service site
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To....

Specify that WebEx Productivity Tools should be downloaded
automatically when you log in to the WebEXx service site. If this
option is turned off, you can still download Productivity Tools
manually.



Session Options

Use this option...

Default session type

Quick Start

Chapter 26: Using My WebEXx

To...

Specify the default session type that you host, if your user
account lets you host different types of online sessions.

For more information about session types, ask the site
administrator for your WebEx service.

You can change this default setting when scheduling a meeting.

Specify whether the Quick Start page appears in the content
viewer once you start a meeting. The Quick Start lets you start
sharing activities quickly, as an alternative to starting them from
a menu or toolbar.

=  Show Quick Start to host and presenter: The Quick Start
appears in the content viewer for the host and presenter.

= Show Quick Start to attendees: The Quick Start appears
in the content viewer for attendees. Select this option only if
you intend to let attendees share information during your
meetings.

You can change this default setting when scheduling a meeting.

Web page preferences options

Use this option...

Home page

Time zone

To...

Set the first page that appears when you access your WebEXx service
Web site.

Set the time zone in which you reside.

If you select a time zone for which daylight saving time (DST) is in
effect, your WebEx service Web site automatically adjusts its clock for
daylight saving time

Note: The selected time zone appears:

Only on your view of your WebEXx service Web site, not other
users' views

In all meeting invitations that you send using your WebEX service
Web site
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Use this option... To...

Language Set the language in which your WebEXx service Web site displays text.

Note: The languages that appear in this list are limited to the languages
that have been set up for your Web site.

Locale Set the format in which your Web site displays dates, times, currency

values, and numbers.

Editing your user profile

Once you obtain a user account, you can edit your user profile at any time to change
account login information, contact information, and other options available for your
account.

To edit your user profile:

1

2

3

4

5

Log in to your WebEXx service Web site.
On the navigation bar, click My WebEXx.
Click My Profile.

Edit the information on the page.

When you are finished editing your user profile, click Update.

Managing scheduling templates

About managing scheduling templates
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Scheduling templates let you save the options you set for an event for later use. Once
you save a scheduling template, you can use it to quickly schedule another event,
instead of setting the same options again. If you saved a scheduling template using the
Save As Template option when scheduling an event, you can manage the template, as
follows:

View the options you set in the template.
Edit the options you set in the template.

Delete the template.
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Managing scheduling templates

You can view, edit, or delete any scheduling templates that you saved.

To manage scheduling templates:

1

2

3

Log in to your WebEXx service Web site.
On the navigation bar, click My WebEXx.
Click My Profile.

The My Profile page appears.

Under Scheduling Templates, select a template in the list.

Scheduling Templates

(Usze Cirl to zelect multiple tamplates)

EC: Company Events Getlnfo | :
EC: ZipSoft Demaos

Selectall

Click one of the following buttons to perform an action on the template:
= Get Info: Shows the options you set in the template.
= Edit: Opens the scheduling options on your site.

= Delete: Removes the template from your profile.

Generating Reports

About generating reports

If your user account includes the reports option, you can view the following reports:
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Note:

= For some reports, if you click on the report link within 15 minutes after the event ends,
you will see a preliminary version of that report. The preliminary report provides quick
access to data before the final, more accurate data is available. The preliminary report
contains only a subset of the information that is available in the final report.

= When the final, more accurate data is available, which is usually 24 hours after the
event ends, the preliminary report is replaced by the final report.

= You can download both preliminary reports and final reports as comma-separated
values (CSV) files.

General Event Usage reports

These reports contain information about each online session that you host. You can
view the following reports:

Summary Usage report: Contains summary information about each event
including topic, date, start and end time, duration, number of attendees you
invited, number of invited attendees who attended, and type of voice conference
you used.

Note: Initially, this report appears as a Preliminary Usage Summary Report, but after the
final, more accurate usage data is available, it is replaced by the Final Usage Summary
Report.

Summary Usage report CSV (comma-separated values) file: Contains
additional details about each event, including the minutes that all participants
were connected to the event and tracking codes.

Session Detail report: Contains detailed information about each participant in an
event, including the time the participant joined and left the event, the attentiveness
during the event, and any information that the attendee provided.

Note: Initially, this report appears as a Preliminary Session Detail Report, but after the
final, more accurate session detail data is available, it is replaced by the Final Session Detail
Report.

Event Center reports

These reports contain detailed information about the events that you host. You can
view the following types of Event Center reports:

Registration Report: Contains registration information for an event that you
hosted, including the name, date, and time of the event, and the numbers of
participants who were invited, who registered, who attended, or who were absent.
It also allows you to send reminder emails before the event.
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Attendance Report: Contains detailed information about attendees and absentees
for an event that you hosted. The report includes the event ID, key, name, start
and end time, duration, number of attendees, the host name, and the minutes that
all attendees spent in the event. The report also includes each attendee’s
username, email address, IP address, the time the attendee joined, and the time the
attendee left the event, and the attendee attentiveness during the event, . You can
also use the attendance report to send follow-up emails after the event.

Note: Initially, this report appears as a Preliminary Attendance Report, but after the final,
more accurate attendance data is available, it is replaced by the Final Attendance Report.

In-Event Activity Report: Contains the event name, date, and time, information
about the number of attendees, the number of questions asked and the response
rate for the questions, and the number of polls and the response rate for the polls.

Note: This report is available only for events recorded on the server.

Attendee History Report: Contains a list of all events that an attendee has joined
on your Event Center Web site.

Event Recording Report: Contains access and registration information about
people who have downloaded a recording for a specific event from your Event
Center Web site.

Generating reports

You can generate usage reports that provide information about each online event that
you have hosted on your site.

You can export or download the data to a comma-separated values (CSV) file which
you can then open in a spreadsheet program such as Microsoft Excel. You can also
print reports in a printer-friendly format.

To generate a report:

1

2

Log in to your WebEXx service Web site, and then click My WebEXx.
Click My Reports.
The My Reports page appears.

Choose the type of report you want to generate.
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Specify your search criteria, such as a date range for which you want to view
report data.

Click Display Report.
To change the order in which report data is sorted, click the column headings.

The report data is sorted by the column that has an arrow next to the column
heading. To reverse the sort order, click the column heading. To sort using
another column, click that column's heading.

Do one of the following, as appropriate:

= If you are viewing a general event usage report and want to display the report
in a format that is suitable for printing, click Printer-Friendly Format.

= If you are viewing the usage report for an event and want to view the content
in the report, click the link for the event name.

= If you are viewing an WebEXx Service Registration Report, you can click the
number in the Registered column to send an email reminder to the registered
attendees for that event. An email editor opens and allows you to edit the
default email template.

= If you are viewing an WebEXx Service Registration Report or an Event Center
Attendance Report, you can click the event name in the Event Name column
to view a detailed report of the registered users for that event, which provides
additional options for sending email reminders to registered attendees.

= |If you are viewing an WebEx Service Attendance Report, you can click the
number in the Attended column to send an email message to the attendees for
that event, or you can also click the number in the Absent column to send an
email message to the absentees for that event. An email editor opens and
allows you to edit the default email template; for example, you could add a
link to the edited event recording.

= If you are viewing an Event Center Attendance Report, you can click the
event name in the Event Name column to view a detailed report of the
attendees for that event, which provides additional options for sending email
messages to attendees for the event.

To export the report data in comma-separated values (CSV) format, click Export
Report or Export.

If available, click links on the report to display more details.



Viewing Recorded Events

About viewing a recorded event

If an event host publishes a recorded event on your Event Center Web site, you can
view the recording. A host may require that you do one or both of the following to
view a recorded event:

= Register to view a recorded event. In this case, you must provide your name,
email address, and any other information that the host requires.

= Provide a password. In this case, you must obtain the password from the host.

To view a recorded event, you must use WebEXx Player. Your Event Center Web site
automatically downloads WebEXx Player to your computer the first time you view a
recorded event.

If you have a user account, you can also download WebEx Player from the Support
page on your Event Center Web site.

Viewing a recorded event

You can stream or download a recording file, depending on which option the host
specifies.

When you play a recording for the first time, your Event Center Web site
automatically downloads WebEx Player to your computer.
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To play or download a recorded event:

1

If the host requires that you have a user account to view a recording, log in to your
Event Center Web site.

On the navigation bar, click Attend an Event > List of Events.
At the upper-right corner of the page, click View Event Recordings.

Do one of the following, as appropriate:
= Click * Jfor the recording you want to play.

= Click _{5‘Jfor the recording you want to download.

If playing or downloading the recording requires a password, type the password
that the host gave to you in the Password box.

Click Playback or Download, as appropriate.

If viewing the recording requires registration, provide the required information on
the form that appears, and then click Submit.





