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Introduction

WebEx is a video conferencing solution available to HKBU community to communicate with other
parties via a simple web interface. This document is used for the host to initiate the Webex

meeting

Setting up a WebEx meeting (Initiated by HKBU)

Step 1. Login on the Cisco WebEx Service
B Go to the website http://hkbu.webex.com
B Click “Sign In” button

wHERAGADR
HONG KONG BAPTIST UNIVERSITY

Enter the meeting number or the host's Personal Room ID. ()

Join a Meeting

<

/\
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Step 2. Start the Web Conference

Enter your Username and Password to login.

EEgRR
HONG KONG BAPTIST UNIVERSITY

Log in to your account

| already have an account:

Usemame:
Password:
I:f Keep me logged in
Login successfully
HFEBGXR
HONG KONG BAPTIST UNIVERSITY
(@) LIeAY My Personal Room
@ Home
Meetings ||—|
@ Recordings
{C:’} Preferences https://hkbu.webex.com/meet/ito
Ooll Insights Start Meeting | v
@ Support o
/\ More ways to join
J, Download

ITO/IFS last modified on 4/3/2019 Page 3 of 15



WebEx User Guide (Host)

Under “Meeting Center” tab, Click “Start Meeting”.

My Personal Room

IH

https://hkbu webex com/meet/ito

Start Meeting e

A More ways to join

B A plug-in will be downloaded and installed to your device for the first time.

1. Click “Install” to proceed

/ Select Install or Allow to install the Cisco WebEx add-on. Having trouble joining? Go here.

This website wants to install the following add-on: ‘ieatgpcl.cab’ from ‘Cisco WebEx LLC'.  What's the risk?

2. Click “Yes” to allow download and install software.

"

¥ User Account Control [ o]

Do you want to allow the following program to make

changes to this computer?

lE’ Program name:  [1]ieatgpcl[l].cab
Verified publisher: Cisco WebEx LLC
File origin: Downloaded from the Internet

(v) Show details | v JI[ No |

Change when these notifications appear
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¥ User Account Control |

Do you want to allow the following program to make

changes to this computer?

O Program name:  Cisco WebEx Service
Verified publisher: Cisco WebEx LLC

File origin: Hard drive on this computer

( Y ) Show details Yes [ No ]

Change when these notifications appear

3. A conference session will start automatically.
Q
file Edt Share View Audio Participant Meeting Help Connected »
o] v Particpants x
o ITO HKBU
Audio and Video Connection x
s Select Audio Connection (1 Select Video Connection

Connect Audio and Video
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Step 3. Enable video and audio

Video
B Select the video source under “Select Video Connection” pull down menu

Audio and Video Connection b4
R, Select Audio Connection / [k Select Video Connection \
Call Using Computer v Logitech BRIO v

) BSERIBER (2-USB.. Vv

0 BSHERTSSE (2-USB.. v

More options

Preview only

Your video is not showing in the meeting yet. ©
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Audio

B Select audio source under “Select Audio Connection” pull down menu

Audio and Video Connection X

( R, Select Audio Connection \

Call Using Computer v
) EBEHERNTREA(2-USB.. Vv
0 EEERASEE (2-USB.. Vv

More options

. j

[k Select Video Connection

Logitech BRIO v

Preview only

Your video is not showing in the meeting yet. ©

Connect Audio and Video

There are three ways to start the meeting in Webex session (Call using Computer, | Will Call in and

Call Me)

U, Select Audio Connection

Call Using Computer
Call Me

I Wal Call In

Call Using Computer

bl O ~ yoo

ITO/IFS last modified on 4/3/2019

Page 7 of 15



WebEx User Guide (Host)

Optionl: Call using Computer

B Select “Call Using Computer”

R, Select Audio Connection

Call Using Computer

) BETERTASER (2- USB..

0 B HERISSR (2- USB..

More options

B Select Microphone and Speaker

R, Select Audio Connection

Call Using Computer v

) BETERASHER (2-USB.. Vv

0 BOEHERTNSSE (2-USB.. Vv

More options
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B To test the Audio connection, Click “More option”. Press “Test” to hear testing sound

Computer Audio Settings
Audio and Vide )

) EFERADERA (2- USB SRS v Test

R, Select Audio Connection

Call Using Computer v

) EEERABER (- USB.. Vv 0 ESERABEA (2- USB SHREE) v

I
) OZERISBZE(2-USB.. v

Automatically adjust volume

More options
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Option2: Call in Webex Conference

B Select “ | will Call in”

R, Select Audio Connection

I Will Call In v
Call using other application ®
1.Gall

+852-301-86828 (Hong Kong Toll)

All global call-in numbers

2. Enter this access code:

575511124 #

3. Enter your Attendee ID:
13 #

B You can join the audio conference by using Deskphone or mobile to call in

Caf using other application O

1. Call .
+ 85230186828 (Hong Keng Tell , 1. Dial 3018 6828( Hong Kong only) to Webex Conference
Al ghobal call-an numEsers

: ’ 2. Enter the access code of audio connection
2, Enber this access codes
E75 511 124 #

3. Enter your Attendee ITx , 3. Enter your attendee ID to recognize your identity
13#

(If the caller is outside Hong Kong, please find the call-in number for the located country by
clicking “All global call-in numbers”)

B After joined the audio conference with your attendee ID, you will see a headphone icon.

@ ) ITO HKBU (Host, me)
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Option 3: Call Me

B Select “Call Me”, then select the country code and input the phone number

R, Select Audio Connection

Call Me am

| B 4852 v | 34117823 H 3
2

Join the teleconference without pressing
o

Step 5. Connect Audio and Video

After selected Audio and Video connection, click “Connect Audio and Video” to activate.

Connect Audio and Video

ITO/IFS last modified on 4/3/2019 Page 11 of 15



WebEx User Guide (Host)

Step 4. Invite remote guest to join conference

In “More Option”, Click “Invite & Remind”

(3} Notes

Lock Meeting

2 - Invite and Remind

Copy Meeting Link

Audio Connection

Add invitees email address into the textbox and click “Send” and invitation emails are sent to

invitees’ mailbox

Invite & Remind

=) S

Ernail Phone

Invitees:

marco@hkbu.edu.hk 7

carmirnban

Allow attendees to bypass

registration

Invite with your local email

2 i Send I

leokit@hkbu.edu.hk * !— 1

Separate addresses with commas or
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The video conference setup is completed and ready for the invitees to join the meeting.

Invite & Remind kS
= S O]
Ermna: Phone Remind
—
¥ o e

|'r-’ \\'u

| \/ |

\ ;”'

2 invitations were sent.
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Change presenter to guest

Right click “Attendee”. Select “Change Role To” and then select “Presenter™.

Ikb ITO HKBU (Host, me)

Change Role To 2 O Presenter
Pass Keyboard and Mouse Control Host
Note Taker

Allow to Annotate

Closed Captionist

Assign Privileges..,

Mute
Unmute
Mute All
Unmute All

Chat

Expel

The privilege of presenter is passed to the attendee
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Share desktop/application

B Click “More option”. Select the Screen or Application to share with participant

Share content

"

R =
L Spe; W L a5

%u,. - Cptoms

teactampypetompeney @
o Ok the New Dution

3 Snipping Tool

— "’._:

°

& Internet Explorer(2)

'——
h— " - v
—— Rt m
e s
Screen1 Screen 2
© —
T L

@ Microsoft Word [B] Microsoft Outloo...

7 Notepad Sticky Notes

(®] Microsoft Power...

& Rainlendar2(4)

"\

Share Screen or
Application

Share Content

B For example: shared a IE application to Webex conference

You're sharing Internet Explorer(2)

s |

Q\‘{:"“O =

/ [webappng
HHEEERD
HONG KONG BAPTIST UNIVERSITY

@ Mo~
(R Home
Meetings . .

Thanks for using Cisco Webex
(©) Recordings .

Meetings.
{@} Preferences
aall b Cisco Webex Meetings Desktop App

The Webex Meetings desktop app allows you to start and join
@ Support .
\L Download meetings from your desktop or directly from Microsoft
- Outlook.
English

Download

Classic View
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