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Setting up and Preparing for
a Training Session

If you want to... See...

set up Training Center for Windows

make sure your system can handle Universal
Communications Format (UCF) media files

get prepared for a training session

Setting up Training Center for Windows (on
page 2)

Checking your system for UCF Compatibility
(on page 3)

Preparing for a training session (on page 3)

Setting up Training Center

To participate in a training session, you must set up Training Center on your
computer. Once you schedule, start, or join a training session for the first time, your
training session service Web site starts the setup process. However, to save time,
you can set up the application at any time before scheduling, starting, or joining a
training session.

If you want to... See...

System requirements for Training Center for
Windows (on page 2)

get an overview of system requirements

Setting up Training Center for Windows (on
page 2)

set up Training Center for Windows

check your system for UCF compatibility Checking your system for UCF Compatibility
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If you want to... See...
(on page 3)

System requirements for Training Center for Windows

You can find the system requirements and other information about compatible
browsers and operating systems on the User Guides page for your service:

1 Log in to your WebEx Training Center site.
2 On the WebEXx Training Center navigation bar, click Support > User Guides.

3 On the right side of the page, under Release Notes and FAQSs, click the link for
release notes.

Setting up Training Center for Windows

Before installing Training Center, ensure that your computer meets the minimum
system requirements. For details, see System requirements for Training Center for
Windows (on page 2).

If you are not using the Windows operating system, please refer to our FAQ, which
includes information about setting up Training Center on other operating systems.

To go to the list of FAQs:

4 Onyour Training Center Web site, on the left navigation bar, click Support >
User Guides.

5 Onthe User Guides page, under Release Notes and FAQs, click the link for
FAQs (Frequently Asked Questions).

A list of questions displays, arranged by topic. Look for your information about
your operating system under Minimum System Requirements.

To set up Training Center for Windows:

1 On the navigation bar, expand Set Up, and then click Training Manager.
The Set Up page appears.

2 Click Set Up.

3 If a security dialog box appears, click Yes.
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Setup continues. A progress message box appears, indicating the progress of
setup.

4 On the Setup Complete page, click OK.

You can now start, schedule, or join a training session.

Note:

= Alternatively, you can download the Training Manager for Windows
Installer from the Support page on your Training Center Web site, and
then install Training Manager on your Web browser. This option is useful
if your system does not allow you to install Training Manager directly from
the Set Up page.

= |f you or another attendee plans to share Universal Communications
Format (UCF) media files during a training session, you can verify that
the required components are installed on your system to play the media
files. For details, see Checking your system for UCF Compatibility (on
page 3).

Preparing for a training session

To take advantage of the many features available in a training session, check your
system and then install some tools to extend training session capabilities.

= Check your system for UCF compatibility (if you have presentations with
animations, save them as .ucf so training session attendees can view these
effects) More... (on page 3)

= Set up and install Cisco WebEx Connect More... (on page 4)

= Share a remote computer, if this feature is available More... (on page 4)

Checking your system for UCF Compatibility

If you intend to play or view Universal Communications Format (UCF) media files
during the training session, either as a presenter or an attendee, you can verify that
the following components are installed on your computer:

= Flash Player, for playing a Flash movie or interactive Flash files
= Windows Media Player for playing audio or video files

Checking your system is useful if you or another presenter plans to share a UCF
multimedia presentation or standalone UCF media files.
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To check your system for UCF compatibility:

1

On the navigation bar, do one of the following:
= |If you are a new training session service user, click New User?.

= If you are already a training session service user, expand Set Up, then click
Training Manager.

Click Verify your rich media players.

Click the links to verify that the required players are installed on your computer.

Note: The option to check your system for required rich media players is
available only if your Training Center Web site includes the UCF option.

About WebEx Connect

Use WebEx Connect, the instant messenger for business users to send secure
instant messages, invite or remind participants, and manage a training session.
Connect integrates with Microsoft Outlook corporate directories and calendars,
encrypts messages and scans them for viruses, and offers quick access to business
conferencing services from WebEX.

To download WebEx Connect:

1

2

3

4

Log in to your Training Center Web site.
On the Training Center navigation bar, click Support > Downloads.
Scroll down to the section of the page describing WebEx Connect.

Click the link to learn more about this product and download it.

About sharing a remote computer

Use remote computer sharing to show all training session participants a remote
computer. Depending on how you set up the remote computer, you can show the
entire desktop or just specific applications. Use remote computer sharing to show
attendees an application or file that is available only on a remote computer.

Attendees can view your remote computer, including all your mouse movements, in a
sharing window on their screens.

You can share a remote computer during a training session for which you are the
presenter, if:
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= You have installed the Access Anywhere Agent on the remote computer

= You logged in to your Training Center Web site before joining the training
session, if you are not the original training session host

For information about setting up a computer so you can access it remotely, refer to
the Access Anywhere User's Guide.






Joining a Training Session

If you want to...

See...

get an overview of joining a training session

About Joining a Training Session (on page 7)

register for a training session

Registering for a Training Session (on page 8)

add a training session to your calendar

Adding a scheduled training session to your
calendar program (on page 11)

download course material before the training
session

Downloading Course Material Before the Training
Session (on page 12)

join a listed training session

Joining a Listed Training Session (on page 14)

join an unlisted training session

Joining an Unlisted Training Session (on page 16)

join an in-process training session

Joining an in-process training session (on page
17)

obtain information about a scheduled training
session

Obtaining Information About a Scheduled Training
Session (on page 19)

Note: The training session host may choose to record the training session.

About Joining a Training Session

You can join the following types of training sessions:

= Listed training session—A training session that appears on the list of training
sessions page.
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= Unlisted training session—A training session that does not appear on the list of
training sessions page.

= In-process training session—A training session that is in process, from which
the host invites you by email, instant message, or text message (SMS)

If a training session host either invites you to a training session or approves your
registration request for a training session, you receive an email message that
includes instructions and a link that you can click to join the training session. The
email message contains the training session password, unless the host has specified
that passwords do not appear in email messages.

If you did not receive an email invitation or registration confirmation, you can join a
training session that is currently in progress. You need not be an authorized user or
log in to your Training Center Web site to join a training session, unless the host has
specified that all training session attendees must have a user account.

Note: If you have not yet set up Training Manager on your computer, you can
do so before joining a training session to avoid a delay. Otherwise, once you
join a training session, your Training Center Web site automatically sets up
Training Manager on your computer.

Registering for a Training Session

If a training session host invites you to register for a training session, you receive an
invitation email message. The email message contains a link that you can click to
register for the training session.

If you did not receive an email invitation to register for a training session, you can
register for the session on the Live Sessions page on the Training Center Web site:

If registering for a training session requires a password, you must provide the
password that the training session host gave to you.

When scheduling a training session, the host may set a limit to the number of session
attendees, as well as determine if there will be a waiting list for the session. If so, you
may be allowed to register for a waiting list.

Note: If registration is required for a Recurring single-session class or a
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Multiple session course, you will be required to register for only one
session. If you register again in a subsequent session, the previous
registration will be canceled.

Important: The IM feature is not available for training sessions that require registration.

Registering for a Training Session from an Invitation Email
Message

To register for a training session from an email invitation that you received, follow
these steps:

1 Open your email invitation, then click the link.

2 On the Session Information page that appears, click Register.

3 On the Register for [Topic] page that appears, provide the required information.
4  Click Register.

Once the host approves your registration, you receive a registration confirmation
email message. You can then join the training session from the email once it
starts.

If the training session is already in progress, and the host has chosen to approve
all registration requests automatically, click Join Now to join the training session
immediately.

Registering for a Training Session from the Live Sessions
Page

To register for a training session from the list of sessions on your Training Center
Web site, follow these steps:

1 On the navigation bar, expand Attend a Session to view a list of links.
2 Click Live Sessions.
The Live Sessions page appears.

3 Inthe list of sessions, locate the training session for which you want to register.
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Note: You can register for only those training sessions with a status of
Register or Waitlist, in which case you would be registering to be
put on a waiting list for the session.

To locate a training session quickly, you can

= sort the list of sessions by clicking the column headings. For details, see
Sorting the Live Sessions Page (on page 22).

= search for a training session. For details, see Searching for a Training
Session (on page 21).

Tip: If the session you are looking for requires registration, select the Show only
sessions that require registration check box.

4  Click Register (or Waitlist) next to the name of the training session for which you
want to register.

5 On the Register for: [Topic] page that appears, provide the required information.

6 If necessary, select the session date for which you are registering.

Note: If you are registering again for this training session, your previous
registration will be lost.

7 Click Register.

Once the host approves your registration, you receive a registration confirmation
email message. You can then join the training session from the email once it
starts.

If the training session is already in progress, and the host has chosen to approve
all registration requests automatically, click Join Now to join the training session
immediately.

Tip:
= You can obtain detailed information about a selected training session or
its agenda before registering for it. For details, see Obtaining Information

10
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About a Scheduled Training Session (on page 19).

= You can display all training session times in another time zone. For
details, see Selecting a Time Zone on the Live Sessions Page (on page
23).

= You can refresh the training calendar to ensure that you are viewing the
most recent information. For details, see Refreshing the Live Sessions
Page (on page 23).

Adding a scheduled training session to your
calendar program

When you receive a training session invitation via email, or are directed to a Web site
by the host, there may be an option for you to add the training session to a calendar
program, such as Microsoft Outlook or Lotus Notes. This option is applicable only if:

11

this feature was enabled on the host's site when the training session was
scheduled

this feature is enabled on the host's Training Center Web site when directed to
find the training session information there

your calendar program supports the iCalendar standard, a common format for
exchanging calendaring and scheduling information across the Internet

To add a scheduled training session to your calendar from an email:

1

In the email invitation that you receive, click the link to add the training session to
your calendar.

If necessary, add the appropriate session and click OK.
In the File Download dialog box, click Open.

Select the option to accept the training session request. For example, in Outlook,
click Accept to add the training session to your calendar.

To add a scheduled training session to your calendar from a Training Center
site:

1

2

Go to the Training Center Web site as directed by the host.

Find the training session name on the Live Sessions page and click the topic
name.

The Session Information page appears.
Click Add to My Calendar.
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If necessary, add the appropriate session and click OK.

In the File Download dialog box, click Open.

Select the option to accept the training session request. For example, in Outlook,
click Accept to add the training session to your calendar.

Note: If you receive an email message that the host has canceled the training
session, you can remove it from your calendar program by clicking the link
within the email, and then following similar steps that you used for adding the
training session.

Downloading Course Material Before the Training
Session

If your training instructor uploads course material to the Training Center Web site,
you can download it before the training session.

To download course material:

1

2

On the navigation bar, expand Attend a Session to view a list of links.

To view a single list of all training sessions, click Live Sessions.

The Live Sessions page appears.

On the Live Sessions page, locate the training session for which you want to
download course material.

To locate a training session quickly, you can do the following:

sort the list of training sessions by clicking the column headings.
display the calendar for another date by clicking the calendar icon.

view the scheduled sessions for the current day, future sessions, daily,
weekly, or monthly recurring sessions by clicking the tabs: Today, Upcoming,
Daily, Weekly, and Monthly. The recurring sessions tabs appear only if
recurring sessions have been scheduled.

search for a training session by its host or presenter name, session topic, or
any text in the description or agenda.

12
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Under Topic, click the name of the training session for which you want to
download course material.

The Session Information page appears.

Optional. If the training session requires registration and you have not yet
registered, do the following:

a) Click Register.

b) Enter any required information, and then click Register.
The Registration Confirmed page appears.

c) Click OK.

If no registration is required, or if you have already registered, click View Session
Details.

Enter the session password and click OK to see the complete session
information.

Next to Course Material, click the link for the file.

The File Download dialog box appears.

Click Save.

The Save As dialog box appears.

Choose a location at which to save the file. Click Save.
The file downloads to your selected location.

If applicable, download additional files.

Once you finish downloading files, click Close.

Click Go Back.

Note: If the host has published a file in the Universal Communications Format
(UCF), which has a .ucf extension, a security warning dialog box appears,
asking you if you want to install WebEx software that caches, or stores, the
file on your computer. Click Yes or OK to install the software. Once you
download the UCF file, the software also downloads the UCF file to the
C:\My WebEx Documents\Cache\[SessionNumber] folder on your
computer, in addition to any other location that you specify. Once the session
starts, the UCF file that you downloaded automatically opens in your Session
window. During the session, you can view the file's content much more
quickly than if you did not previously download the file.
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Joining a Listed Training Session

If you received either an invitation or registration confirmation email message for a
training session, you can join the session from the email message. Or, you can join a
listed training session by locating it on training calendar on the Live Sessions page.

If the training session requires a password, you must provide the password that the
training session host gave to you.

Joining a Listed Training Session from an Email Message

To join a listed training session from an invitation email message, follow these steps:

1 Open your invitation or registration confirmation email message, then click the
link.

The Session Information page appears.

Note: If the training session requires registration, a Register button
appears on the page. If you have not yet registered for the training
session, you must do so before you can join it. For registration
information, see Registering for a Training Session from an Invitation
Email Message (on page 9).

2 On the Session Information page, enter any required information and click Join
Now.

The Session window appears.

If the training session includes an integrated audio conference, the Audio
Conference dialog box appears. Follow the instructions in the dialog box to start
the audio conference.

14
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Joining a Listed Training Session from the Live Sessions
Page

To join a listed training session from the Live Sessions page on your Training Center
Web site, follow these steps:

1 On the navigation bar, expand Attend a Session to view a list of links.
2 Click Live Sessions.
The Live Sessions page appears.

3 Click Join for the training session that you want to attend.

Note: If the training session requires registration, a Register link appears
next to the training session listing. If you have not yet registered for the
training session, you must do so before you can join it. For registration
information, see Registering for a Training Session from the Live
Sessions Page (on page 9).

4 Enter any required information, and then click Join Now.

The Session window appears.

If the training session includes an integrated audio conference, the Audio
Conference dialog box appears. Follow the instructions in the dialog box to start
the audio conference.

Tip:

= You can obtain detailed information about a selected
training session or its agenda before registering for it. For
details, see Obtaining Information About a Scheduled
Training Session (on page 19).

= You can display all training session times in another time
zone. For details, see Selecting a Time Zone on the Live
Sessions Page (on page 23).
= You can refresh the training calendar to ensure that you are viewing the
most recent information. For details, see Refreshing the Live Sessions
Page (on page 23).

15
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Joining an Unlisted Training Session

To join an unlisted training session—that is, a training session that does not appear
on the Live Sessions page—yYyou must provide the training session number that the
training session host gave to you.

If you received either an invitation or registration confirmation email message for a
training session, you can join the session from the email message. You can also join
the training session from your Training Center Web site.

Joining an Unlisted Training Session from an Email Message

To join an unlisted training session from an invitation email message that you
received, follow these steps:

1 Open your invitation email message, then click the link.

The Session Information page appears.

Note: If the training session requires registration, a Register button
appears on the page. If you have not yet registered for the training
session, you must do so before you can join it. For registration
information, see Registering for a Training Session from an Invitation
Email Message (on page 9).

2 On the Session Information [Topic] page, click Join Now.

The Session window appears.

If the training session includes an integrated audio conference, the Audio
Conference dialog box appears. Follow the instructions in the dialog box to start
the audio conference.

Joining an Unlisted Training Session from Your Training
Center Web Site

To join an unlisted training session from your Training Center Web site, follow these
steps:

1 On the navigation bar, expand Attend a Session to view a list of links.

16
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2 Click Unlisted Session.
The Join an Unlisted Training Session page appears.
3 Type the session number that the host gave to you in the Session number box.

4 Click Join Now.

Note: If the training session requires registration, a Register button
appears on the page. If you have not yet registered for the training
session, you must do so before you can join it. For registration
information, see Registering for a Training Session from the Live
Sessions Page (on page 9).

5 Enter any required information, and then click Join Now.

The Session window appears.

If the training session includes an integrated audio conference, the Audio
Conference dialog box appears. Follow the instructions in the dialog box to start
the audio conference.

Joining an in-process training session

During a training session, a host may invite you to join. The invitation may arrive via
email, via instant message program, or via text message (SMS).

Joining an in-process training session from an email
message
To join an in-process training session from an email message, follow these steps:
1 Open your email message, and then click the link to join the training session.

The Session Information page appears.

Note: If the training session requires registration, a Register button
appears on the page. If you have not yet registered for the training
session, you must do so before you can join it. For registration
information, see Registering for a Training Session from an Invitation

17
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Email Message (on page 9).

2 On the Session Information [Topic] page, enter any required information and click
Join Now.

The Session window appears.

If the training session includes an integrated audio conference, the Audio
Conference dialog box appears. Follow the instructions in the dialog box to start
the audio conference.

Joining an in-process training session from an instant
message
To join an in-process training session from an instant message, follow these steps:
1 Open your instant message, and then click the link.
The Session Information page appears.

2 On the Session Information [Topic] page, enter any required information and click
Join Now.

Note: If the training session requires a password, contact the training
session host if the password is not provided.

3 Click Join Now.

The Session window appears.

If the training session includes an integrated audio conference, the Audio
Conference dialog box appears. Follow the instructions in the dialog box to start
the audio conference.

Joining an in-process training session from a text message
(SMS)

If a training session host invites you to a session via text meassage, you will receive
the following on your mobile device:

o A number you can call to join the training session

18
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The account code
Training Session topic
Training Session start time
The host name

A reply code to receive a call from the meeting.

To join an in-process triaining session from a text meassage (SMS), follow these

steps:

1

2

3

Open the text message on your mobile device.

Enter your information as necessary.

To have this information saved for this page, select the Remember me check
box.

Select Call me back to receive a call back.

Obtaining Information About a Scheduled
Training Session

Before joining or registering for a training session, you can obtain information about
it—such as its description, host, and other details; or its agenda.

19

To obtain information about a training session:

1

2

On the navigation bar, expand Attend a Session to view a list of links.

Do one of the following:

To view all listed training sessions, click Live Sessions.

The Live Sessions page appears, displaying all the scheduled sessions and
times.

To view the unlisted sessions that require a password, click Unlisted
Sessions. Type the session number that the host gave to you in the Session
number box.

The Unlisted Sessions page appears, displaying information for the unlisted
session.

If necessary, click the time zone link to select the time zone in which you are
currently located.
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4

On the Live Sessions page, locate the training session for which you want to
obtain information.

To locate a training session quickly, you can
= sort the list of training sessions by clicking the column headings.
= display the calendar for another date by clicking the calendar icon.

= view the scheduled sessions in another calendar view by clicking the tabs:
Today, Upcoming, Daily, Weekly, and Monthly.

= search for a training session by its host or presenter name, session topic, or
any text in the description or agenda.

Tip: If the session you are looking for requires registration, select the Show only
sessions that require registration check box.

Under Topic, click the name of the training session for you which want to
obtain information.

The Session Information page appears.

Click View Session Details.

Type the password that the training session host gave to you and click OK.

If you received an invitation email message, the invitation contains the password.

The Session Information page now shows complete information.

Finding a Training Session

If you want to... See...

get an overview of using the Live Sessions About Using the Live Sessions Page (on

page page 21)

search for a training session Searching for a Training Session (on page
21)

sort the Live Sessions page Sorting the Live Sessions Page (on page 22)

refresh the Live Sessions page Refreshing the Live Sessions Page (on page
23)

20



Chapter 2: Joining a Training Session

About Using the Live Sessions Page

The Live Sessions page on your Training Center Web site provides information about
all listed training sessions that are either scheduled or in progress. However, the Live
Sessions page does not provide information about unlisted training sessions.

You can navigate the list of sessions to quickly find a listed training session. You can
also sort the list of training sessions that appear on the page that you are viewing,
and refresh the list at any time.

The Live Sessions page provides a list of all scheduled training sessions.

On this page, you can

search for a training session by its host or presenter name, session topic, or any
text in the description or agenda

view the scheduled sessions for the current day, future sessions, daily, weekly, or
monthly recurring sessions by clicking the tabs: Today, Upcoming, Daily,
Weekly, and Monthly

sort the list of training sessions by clicking the column headings
show a list of training sessions that occurred in the past
show a list of only training sessions that require registration

view the calendar and select another date on the calendar, using the Calendar
pop-up window

navigate forward and backward in the calendar, using the Next Day and
Previous Day arrow buttons

join a training session in progress
obtain general information about a training session or a training session's agenda
register for a training session that requires registration

register for a training session's waiting list (if available)

Searching for a Training Session

On the Live Sessions page, you can locate a training session by searching for its
host or presenter name, session topic, or any text in the description or agenda. You
cannot search for a session number.

21
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To search for a training session:

1

2

3

If you have not already done so, open the list of sessions.
Type the text for which you want to search in the Search for box.
Click Search.

The Search Results page appears, listing all training sessions that contain the
search text.

On the Search Results page, you can do the following:

Sort the Live Sessions page. For details, see Sorting the Live Sessions Page (on
page 22).

Join a listed training session. For details, see Joining a Listed Training Session
(on page 14).

Obtain information about a training session. For details, see Obtaining
Information About a Scheduled Training Session (on page 19).

Sorting the Live Sessions Page

By default, the Live Sessions page is sorted by hours, in ascending order. However,
you can sort the list of sessions by any column, as follows:

Date & Time—Sorts the list of sessions by hours, in ascending or descending
order.

Topic—Sorts the list of sessions alphabetically by topic, in ascending or
descending order.

Fee—Sorts the list of sessions by cost. This column appears only if eCommerce
is enabled for your Training Center Web site.

Presenter—Sorts the list of sessions alphabetically by presenter—that is, host—
name, in ascending or descending order.

Duration—Sorts the list of sessions by duration, in ascending or descending
order.

To sort the list of sessions by ascending or descending order:

1

2

If you have not already done so, open the Live Sessions page.
Click the column heading by which you want to sort the list of sessions.

The Ascending Sort indicator appears, and the list of sessions is sorted by the
column, in ascending order.
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3 Optional. To sort the list of sessions in descending order, click the column
heading again.

The Descending Sort indicator appears, and the list of sessions is sorted by the
column, in descending order.

Refreshing the Live Sessions Page

Information about training sessions on the Live Sessions page can change at any
time. Thus, to ensure that you are viewing the most current training session
information, you can refresh the list of sessions.

To refresh the public list of sessions:
1 If you have not already done so, open the Live Sessions page.
2 Click the Refresh button.

()

Selecting a Time Zone on the Live Sessions Page

On the Live Sessions page, you can access your Preferences page to select the time
zone in which you want to view training session times. Your site administrator
specifies the default time zone that appears on the list of sessions. You may need to
change the time zone, for example, if you are travelling and temporarily in another
time zone.

To select a time zone on the Live Sessions:
1 If you have not already done so, open the Live Sessions page.
2 Click the time zone link.
The Preferences page appears.
3 Inthe Time zone drop-down list, select another time zone.
4  Click OK.
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Using the Calendar

If you want to... See...

get an overview of using the calendar About the training session calendar (on page
25)

view the training session calendar Viewing the training session calendar (on
page 26)

select a date on the training session Selecting a date on the training session

calendar calendar (on page 27)

search for a Training Session on the training = Searching for a training session on the training

session calendar session calendar (on page 29)

sort the training session calendar Sorting the training session calendar (on page
29)

refresh the training session calendar Refreshing the training session calendar (on
page 30)

select a language and time zone on the Selecting a language and time zone on the

training session calendar training session calendar (on page 30)

About the training session calendar

The public training session calendar on your Training Center Web site provides
information about each listed training session that is either scheduled or in progress.
However, the training session calendar does not provide information about any
unlisted training session.
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You can navigate the training session calendar to quickly find a listed training session
- either on the current date or any date - using one of several calendar views. For
example, you can view a training session list for today's date only or for an entire
month.

When viewing a training session list, you can sort the list and refresh it at any time.

You can view a list of training sessions that require registration.

Viewing the training session calendar

You can open one of the following calendar views of all listed training sessions:

Today Contains a list of training sessions occurring on the current date,
including all training sessions currently in progress and all
scheduled training sessions that are not yet in progress.

Daily Contains a single list of all training sessions occurring on the
current date, or on another date to which you have navigated.

Weekly Contains a list of scheduled training sessions for each day of the
selected week.

Monthly Indicates on which dates training sessions are scheduled for the
selected month.

Upcoming Contains a list of all upcoming scheduled training sessions. This list
includes only those training sessions whose starting time has not
yet been reached.

To open a calendar view of all scheduled training sessions:
1 On the navigation bar, expand Attend a training session to view a list of links.
2 Click Live Sessions.
The training session calendar appears.
3 Click the tabs to navigate to different views of the training session calendar.

You can also view a list that includes past training sessions.

You can view a list of training sessions that require registration.
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To include past training sessions in your list of training sessions:
1 Select the Today or Daily tab.
2 Select the Show past training sessions check box.

The list of training sessions displays accordingly for the tab.

To display a list of only training sessions that requires registration:
1 Select the Today, Upcoming, Daily, or Weekly tab.
2 Select the Show only training sessions that require registration check box.

The list of training sessions that require registration displays accordingly for the
tab.

Selecting a date on the training session calendar

You can view a list of scheduled training sessions for any date on the training
session calendar.

To display a list of scheduled training sessions for the previous or next day:

1 If you have not already done so, open the training session calendar. For details,
see Viewing the training session calendar (on page 26).

2 On the Daily view of the calendar page, click the forward or backward arrow to
navigate to the list of training sessions for the next or previous day.

4 Friday, December 3, 2010 b

For details about the options on the Daily view, see About the Daily view (on page
36).

To display a list of training sessions for a specific date:

1 If you have not already done so, open the training session calendar. For detalils,
see Viewing the training session calendar (on page 26).

On the Today, Upcoming, Daily, or Weekly tab on the calendar page, click the
Calendar icon.

The Calendar window appears, showing the calendar for the current month.
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2 Optional. Do any of the following:
= To view the calendar for the previous month, click the forward arrow.
= To view the calendar for the next month, click the backward arrow.

= To view the calendar for a specific month, in the drop-down list, select a
month.

= To view the calendar for a specific year, in the drop-down list, select a year.

S| October < [fl2010 ~ |8
Su Mo TuWe Th Fr Sa
3 Click the date for which you want to view a list of training sessions.
The Daily view for the date that you selected appears.
For details about the options on the view tabs, see the following:

= About the Upcoming view (on page 34)

To display a list of training sessions for a specific date using the Monthly view:

1 If you have not already done so, open the training session calendar. For details,
see Viewing the training session calendar (on page 26).

2 Click the Monthly tab.

3 Click the forward or backward arrow to navigate to the list of training sessions for
the next or previous month.

4 December 2010 b

4  Click a date for which you want to view a list of scheduled training sessions.

The Daily view appears for the date that you selected.

Note: Only dates on which an icon appears have at least one scheduled
training session.

For details about the options on the Monthly view, see About the Monthly view (on
page 40).
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Searching for a training session on the training
session calendar

On the training session calendar, you can locate a training session by searching for
text in the name of the host or presenter, training session topic, or training session
agenda. You cannot search for a training session number.

To search for a training session:

1 If you have not already done so, open the training session calendar. For detalils,
see Viewing the training session calendar (on page 26).

2 Type the text for which you want to search in the Search for box.
3 Click Search.

The Search Results page appears, listing all training sessions that contain the
search text.

Sorting the training session calendar

29

By default, training session lists on the training session calendar are sorted by hours,
in ascending order. However, you can sort the training session lists by any column:

Time Sorts the training session list by hours, in ascending or descending
order.
Topic Sorts the training session list alphabetically by topic, in ascending or

descending order.

Fee Sorts the training session list by cost, in ascending or descending
order.
Host or Presenter Sorts the training session list alphabetically by host or presenter

name, in ascending or descending order.
Duration Sorts the training session list by duration, in ascending or
descending order.
To sort the public training session calendar:

1 If you have not already done so, open the training session calendar. For details,
see Viewing the training session calendar.
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2 In alist of training sessions on the Today, Upcoming, Daily, or Weekly tab on
the calendar page, click the column heading by which you want to sort the
training sessions.

An ascending or descending sort indicator appears and the training sessions are
sorted accordingly.

Refreshing the training session calendar

Information about training sessions on the public Training Center calendar can
change at any time. Thus, to ensure that you are viewing the most current Training
Center information, you can refresh the Training Center calendar at any time.

To refresh the public Training Center calendar:

1 If you have not already done so, open the training session calendar. For details,
see Viewing the training session calendar (on page 26).

2 Click the Refresh button.

()

Selecting a language and time zone on the
training session calendar

On the training session calendar, you can access your Preferences page to select
the language and time zone in which you want to view training session times. Your
site administrator specifies the default language and time zone that appears on the
training session calendar. You may need to change the time zone, for example, if you
are travelling and temporarily in another time zone.

To select a language on the public training session calendar:

1 If you have not already done so, open the training session calendar. For details,
see Viewing the training session calendar (on page 26).

2 Click the language link on the right side of the page.

The Preferences page appears.
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3 Inthe Language drop-down list, select another language.
4  Click OK.

Note:

= Your time zone selection affects only your view of your Training
Center Web site, not other users' views.

= |f you have a user account, all training session invitations that you
send automatically specify the training session starting time in the
time zone that you selected.

= If you select a time zone for which daylight saving time (DST) is in
effect, your Training Center Web site automatically adjusts its clock
for daylight saving time.

To select atime zone on the public training session calendar:

1 If you have not already done so, open the training session calendar. For detalils,
see Viewing the training session calendar (on page 26).

2 Click the time zone link on the right side of the page.
The Preferences page appears.
3 Inthe Time zone drop-down list, select another time zone.

4 Click OK.

About the Today view

How to access this page

On your Training Center Web site, click Attend a Session > Live Sessions > Today
tab.
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What you can do here

The Today view lists the live training sessions and on-demand hands-on lab sessions
that are scheduled for the present day, including those in process, those concluded,
and those that have not yet begun.

The training session information displayed in the list can be sorted by clicking the
column headings. For details, see Sorting the training session calendar (on page 29).

Options on this page

Option
Language link

Time zone link

Show past sessions

Show only sessions that
require registration check
box

Time

Topic

Description

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

Click to open the Preferences page, where you can select the
language setting for your Training Center Web site.
Click to open the Preferences page, where you can select the time

zone setting for your Training Center Web site.

Select to include concluded training sessions in the list of training
sessions.

Select to display only those training sessions that require
registration in the list of training sessions.

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

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

Lists the starting time for each scheduled training session.

Lists the scheduled training sessions by name. Click the topic
name to get training session information.
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Sorts the training session list by cost, in ascending or
descending order.

Lists the host or presenter for the training session.

Lists the scheduled length of the training session.

Indicates that the live training session is in process.

Appears next to the Time column to indicate that more training
session dates are available. Click to get training session
information, including the additional dates.

Appears next to the Time column to indicate that this is a multi-
session course.

Click the link to join the Training Center from the Session
Information page.

Click to open the Register for page, where you can enter the
required information to register for the training session.

Click to open the Register for page, where you can enter the
required information to register for the waitlist for the training
session.

Indicates that the training session is full.

Indicates that this is a Personal Conference training session.

(Host only) Click to start your training session.

(Host only) Click to end your training session.
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About the Upcoming view

How to access this page

On your Training Center Web site, click Attend a Session > Live Sessions >

Upcoming tab.

What you can do here

The Upcoming view lists scheduled live training sessions and on-demand hands-on
lab sessions. This list includes only future scheduled sessions - that is, sessions
where the starting time has not been reached.

The training session information displayed in the list can be sorted by clicking the
column headings. For details, see Sorting the training session calendar (on page 29).

Options on this page

Option
Language link

Time zone link

Show only sessions that
require registration check
box

Date & Time

Description

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

Click to open the Preferences page, where you can select the
language setting for your Training Center Web site.
Click to open the Preferences page, where you can select the time

zone setting for your Training Center Web site.

Select to display only those training sessions that require
registration in the list of training sessions.

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

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

Lists the date(s) and starting time of the training session or
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on-demand hands-on lab session.

Lists the scheduled training sessions by name. Click the topic
name to get training session information.

Lists the training session cost.

Lists the host or presenter for the training session.

Lists the scheduled length of the training session.

Appears next to the Time column to indicate that more training
session dates are available. Click to get training session
information, including the additional dates.

Appears next to the Time column to indicate that this is a multi-
session course.

Click to open the Register for page, where you can enter the
required information to register for the training session.

Click to open the Register for page, where you can enter the
required information to register for the waitlist for the training
session.

Indicates that the training session is full.

Indicates that this is a Personal Conference training session.

(Host only) Click to start your training session.

(Host only) Click to end your training session.
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About the Daily view

How to access this page

On your Training Center Web site, click Attend a Session > Live Sessions > Daily

tab.

What you can do here

The Daily view lists the live training sessions and on-demand hands-on lab sessions
that are scheduled for the present day. From the Daily view you can navigate to the
previous or next day, or use the calendar to view the schedule for another day.

The training session information displayed in the list can be sorted by clicking the
column headings. For details, see Sorting the training session calendar (on page 29).

Options on this page

Option

(S

Language link

Time zone link

|

Show past sessions

Description

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

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

language setting for your Training Center Web site.

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

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

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

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

Select to include concluded training sessions in the list of training
sessions.
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Select to display only those training sessions that require
registration in the list of training sessions.

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

The Descending Sort indicator appears next to a column

heading, and the training sessions are sorted by the column, in
descending order.

Lists the starting time for each scheduled training session.

Lists the scheduled training sessions by name. Click the topic
name to get training session information.

Lists the training session cost.

Lists the host or presenter for the training session.

Lists the scheduled length of the training session.

Indicates that the live training session is in process.

Click the link to join the Training Center from the Session
Information page.

Click to open the Register for page, where you can enter the
required information to register for the training session.

Click to open the Register for page, where you can enter the
required information to register for the waitlist for the training
session.

Indicates that the training session is full.

Indicates that this is a Personal Conference training session.
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Start link (Host only) Click to start your training session.
"

End link (Host only) Click to end your training session.
]

About the Weekly view

How to access this page

On your Training Center Web site, click Attend a Session > Live Sessions >
Weekly tab.

What you can do here

The Weekly view lists the live training sessions and on-demand hands-on lab
sessions that are scheduled, but not ended for the selected week.

The training session information displayed in the list can be sorted by clicking the
column headings. For details, see Sorting the training session calendar (on page 29).

Options on this page

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

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

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

Time zone link zone setting for your Training Center Web site.

Click the Previous Week icon to display a list of training

4 sessions for the previous week.
’ Click the Next Week icon to display a list of training sessions
for the next week.
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Click the Calendar icon to open the Calendar window for the
current month. Click on any date to open its schedule.

Select to display only those training sessions that require
registration in the list of training sessions.

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

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

The Descending Sort indicator appears next to a column

heading, and the training sessions are sorted by the column, in
descending order.

Lists the starting time for each scheduled training session.

Lists the scheduled training sessions by name. Click the topic
name to get training session information.

Lists the training session cost.

Lists the host or presenter for the training session.

Lists the scheduled length of the training session.

Indicates that the live training session is in process.

Click the link to join the Training Center from the Session
Information page.

Click to open the Register for page, where you can enter the
required information to register for the training session.
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Waitlist link

"
i

Full link

.
Lii]

Start link
L3

End link
5]

Click to open the Register for page, where you can enter the
required information to register for the waitlist for the training
session.

Indicates that the training session is full.

Indicates that this is a Personal Conference training session.

(Host only) Click to start your training session.

(Host only) Click to end your training session.

About the Monthly view

How to access this page

On your Training Center Web site, click Attend a Session > Live Sessions >

Monthly tab.

What you can do here

The Monthly view shows when the live training sessions and on-demand hands-on
lab sessions are scheduled in a monthly calendar view. You can navigate to a
specific day or week within the current month, or navigate to the previous or next

month.

Options on this page

Option

Description

Click the Previous Month icon to display a list of training
sessions for the previous month.

Click the Next Month icon to display a list of training sessions
for the next month.
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Click the Refresh icon at any time to display the most current list of
training sessions.

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

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

Opens the Weekly view, which shows the scheduled training
sessions for each day of the selected week.

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

Appears on the calendar to indicate that one or more training
sessions are scheduled on that day.

Appears on the calendar to indicate that one or more on-
demand hands-on lab training sessions are scheduled on that
day.

About the Search Results page

41

What you can do here

= Find a training session on your Training Center Web site.

= Display past training sessions.

= Sort the search results.

= Select a language for your Training Center Web site.

= Select a time zone for your Training Center Web site.

= Display training sessions that require registration.

The training session information displayed in the list can be sorted by clicking the
column headings. For details, see Sorting the training session calendar (on page 29).
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Options on this page

Option

Search for...

text box

(S

Language link

Time zone link

Show past sessions

Show only sessions that
require registration check
box

Navigation links

Date & Time

Topic

Fee

Description

Enter a host name, training session topic, or any text that may
appear in the agenda, and click Search.

Note: You cannot search for a training session number.

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

Click to open the Preferences page, where you can select the
language setting for your Training Center Web site.
Click to open the Preferences page, where you can select the time

zone setting for your Training Center Web site.

Select to include concluded training sessions in the list of training
sessions.

Select to display only those training sessions that require
registration in the list of training sessions.

Click the page numbers or next to navigate through the search
results.

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

The Descending Sort indicator appears next to a column

heading, and the training sessions are sorted by the column, in
descending order.

Lists the date and starting time of the training session.

Lists the scheduled training sessions by name. Click the topic
name to get training session information.

Lists the training session cost.
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Lists the host or presenter for the training session.

Lists the scheduled length of the training session.

Indicates that the live training session is in process.

Appears next to the Time column to indicate that more training
session dates are available. Click to get training session
information, including the additional dates.

Appears next to the Time column to indicate that this is a multi-
session course.

Click the link to join the Training Center from the Session
Information page.

Click to open the Register for page, where you can enter the
required information to register for the training session.

Click to open the Register for page, where you can enter the
required information to register for the waitlist for the training
session.

Indicates that the training session is full.

Indicates that this is a Personal Conference training session.

(Host only) Click to start your training session.

(Host only) Click to end your training session.
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If you want to...

See...

get an overview of scheduling a training
session

About scheduling a training session (on page
46)

set up a scheduled training session

Setting up a scheduled training session (on
page 47)

allow another host to schedule training
sessions for you

Allowing another host to schedule your
training session (on page 108)

start an instant training session

Starting an instant training session (on page
137)

start a scheduled training session

Starting a scheduled training session (on
page 139)

modify a scheduled training session

Modifying a scheduled training session (on
page 141)

cancel a scheduled training session

Canceling a scheduled training session (on
page 143)
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About scheduling a training session

When scheduling a training session you can accept the default settings that your
Training Center Web site provides, or you can specify several options for your
training session. These options allow you to customize your training session for your
specific needs. Once you schedule a training session, you can modify its options.
You can also cancel a scheduled training session at any time.

If another user has granted scheduling permission to you in his or her user profile,
you can schedule a training session on behalf of that user. For details about granting
scheduling permission to another user, see Allowing another host to schedule your
training session (on page 108).

Choosing a level of security for a training
session

You provide security for your training session by doing any of the following:

= Require a password—Most Training Center Web sites require that you specify a
password for any session that you host. Attendees must provide this password to
join the session.

= Specify an unlisted training session—When scheduling a training session, you
can specify that the session is unlisted. An unlisted training session does not
appear on the training session calendar. To join an unlisted training session,
attendees must provide a unique session number. For more information about
specifying an unlisted session, see About listed and unlisted training sessions.

= Exclude the session password from email invitations—When scheduling a
training session, you can prevent the password from appearing in the email
invitations that your Training Center Web site automatically sends to attendees.
For details, see Excluding the session password from email invitations.

= Require attendees to log in—When scheduling a training session, you can
require that attendees have a user account on your Training Center Web site.
Thus, attendees must log in to your site before they can attend the session. For
more information, see Requiring attendees to log in to your Training Center Web
site.

= Require attendees to register for the training session—When scheduling aa
training session, you can require each attendee to fill out a registration request
that includes his or her name, email address, and other information that require,
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and then send the request to you. You can then accept or reject each registration
request. For more information, see Requiring registration for a scheduled training
session (on page 72).

Restrict access to the training session—Once all attendees have joined a
training session, you can prevent additional attendees from joining it by restricting
access to the training session.

Tip: Choose a level of security based on the training session's purpose. For example, if
you schedule a session to discuss your company pichic, you probably need to specify
only a password for the session. On the other hand, if you schedule a session in which
you will discuss sensitive financial data, you may want to specify that the session is
unlisted. You may also choose to restrict access to the session once all attendees have
joined it.

Setting up a scheduled training session

When scheduling a training session, you must specify a training session topic, date
and time, and password. You can also specify several options to provide security for
and customize your training session.

a7

Open the Schedule Training Session page:

1

2

3

Log in to your Training Center Web site.
On the navigation bar, expand Host a Session to view a list of links.
Click Schedule Training.

The Schedule Training Session page appears.

Set up session and access information:

1

Specify a topic and a password for the training session. For details, see Setting
up session and access information (on page 51).

Specify whether the training session is listed or unlisted. For details, see About
listed and unlisted training sessions (on page 52).

Specify whether the training session can support over 500 attendees. For details,
see Supporting over 500 attendees (on page 53).

Specify whether to remove a completed training sessions from the training
session calendar. For details, see Deleting sessions automatically (on page 54).
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5 Specify whether you will receive a copy of the attendee email invitation. For
details, see Receiving a copy of the attendee email invitation.

Specify tracking codes:

Required for some organizations. Specify tracking information associated with the
training session. This option only appears if your site administrator has set it up. For
details, see Specifying tracking codes for a scheduled session.

Specify audio conferencing options:

Under Audio Conference Settings, select whether you want a WebEx audio
conference, VolP-only conference, no conference, or other teleconferencing service.
For details, see Setting up an audio conference for a scheduled session (on page 58)
or Setting up a VolP-only audio conference for a scheduled training session (on page
60).

Schedule the date, time, and occurrence:

1 Specify the date and time at which the training session starts, its occurrence, and
its duration. For details, see Scheduling a training session time, occurrence, and
duration (on page 66).

2 Optional. Specify a recurrence pattern for the training session by selecting an
option next to Occurrence.

Set up Hands-on Lab:

This option appears on the Schedule Training page only if your site administrator has
set up Hands-on Lab.

1 Reserve computers from a specific Hands-on Lab. For details, see Reserving
computers for Hands (on page 69)-on Lab.

2 Check availability of computers and status of your reservation. For details, see
Viewing the Hands-on Lab schedule (on page 70).

Specify registration options:

1 Optional. Specify whether to require attendees to register for the training session.
For details, see Requiring registration for a scheduled training session (on page
72).

2 Optional. Customize your registration form by adding option buttons and
specifying required information to register. For details, see Customizing a
registration form (on page 75).
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Invite attendees:

Optional. Send email invitations to attendees. For details, see Inviting attendees to a
scheduled training session (on page 78).

Invite presenters:

Optional. Send email invitations to presenters. For details, see Inviting presenters to
a scheduled training session (on page 80).

Specify training session options:

1

Optional. Specify which session options you want to be available to all
participants during the training session. For details, see Specifying training
session options (on page 83).

Optional. Specify which privileges attendees have during the training session. For
details, see Specifying options available to participants during a training session.

Specify a destination Web page. For details, see Specifying a destination Web
page after the session ends (on page 86)

Optional. Choose an alert to play once a participant either joins or leaves the
teleconference. For details, see Playing alerts when participants join or leave a
teleconference.

Create a message or greeting that appears when attendees join the training
session. For details, see Creating a message or greeting for a scheduled training
session (on page 87).

Specify breakout session assignment settings:

1

Select whether to enable breakout session assignments prior to the start of the
session.

If selected, specify whether to assign the attendees automatically or manually.

For details, see Setting up breakout sessions (on page 91).

Select email messages to be automatically sent:

1

Select invitation email messages. For details, see Sending an invitation to a
training session (on page 94).

Select email messages to be sent when any schedule updates occur. For details,
see Sending an update to a scheduled training session (on page 95).

Send a registration notification to the host or to attendees. For details, see
Sending a registration notification to a scheduled training session (on page 95).
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4 Send training session reminders to attendees and presenters. For details, see
Sending a reminder for a scheduled training session (on page 96).

Specify session information:

1 Specify an agenda and description for the training session, which attendees can
view before the training session starts. For details, see Setting your agenda (on
page 101).

2 Optional. Add a picture to the Session Information page, which attendees can
view before the training session starts. For details, see Adding a picture to the
Session Information page (on page 101).

Add course material:

Upload course material to the Session Information page for attendees to download
before the training session. For details, see Publishing course material for a
scheduled training session (on page 104).

Add tests:

You can add tests to the training session during scheduling. For details, see Using
tests in training sessions (on page 106).

Add, select, or delete scheduling session templates:

You can save the Schedule Training Session settings as a template to be used when
scheduling future sessions. For details, see Using the scheduling templates (on page
107).

Schedule or start the training session:
Do one of the following:

= If the training session's starting time is the current time, click Start Session to
start the training session.

= |f the training session's starting time is after the current time, click Schedule.

The Session Scheduled page appears, confirming that the session is scheduled.
You also receive a confirmation email message that includes information about
the scheduled session.

Note: For details about starting a training session, see Starting a
scheduled training session on page 119.
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If you invite an attendee to a training session when scheduling it, the
attendee receives an invitation email message that includes information
about the training session, including the training session password,
unless you specify that passwords do not appear in email invitations.

If you invite an attendee to a training session when scheduling it, and
require that attendees register to attend the session, the attendee
receives an invitation-to-register email message. This message includes
information about the training session, including a link that the attendee
can click to register for the session.

Add a scheduled session to your calendar:

You can add a scheduled training session to a calendar program, such as Microsoft
Outlook or Lotus Notes. For details, see Adding a scheduled training session to your

calendar program (on page 110).

Setting up session and access information

If you want to...

See...

set a topic name and password for your
training session

Setting up a topic name and password (on
page 51)

get an overview of listed and unlisted training
sessions

About listed and unlisted training sessions
(on page 52)

specify whether a training session is listed or
unlisted

Specifying whether a training session is listed
or unlisted (on page 53)

Setting up a topic name and password

51

When scheduling a training session, you set up the topic name and password. You
can edit the topic name and password on the Edit Scheduled Training Session page.
For details, see Modifying a scheduled training session (on page 141).

1 On the Schedule Training Session or Edit Scheduled Training Session page,
scroll to Session and Access Information.
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2 Optional. If scheduling the training session on behalf of someone else, select the
person from the Schedule for drop-down list. For details, see Scheduling a
training session for another host (on page 109).

3 Specify a topic for the training session in the Topic box.
4 Optional. Type a password in the Set Session password box.
5 Type the password again in the Confirm password box.

6 If you have completed specifying options, click Schedule or Update.

Note:

A training session topic cannot contain any of the following
characters:\ " "/ & <>=]].

A training session password should contain a minimum of 4
characters, and can contain a maximum of 16 characters. A password
cannot contain any of the following characters: \ " "/ & <> =[], and cannot
be your username, the host's name, the topic name, or the site name.

About listed and unlisted training sessions

When scheduling a training session or starting an instant session, you can specify
whether the session is one of the following:

Listed for all—The training session appears on both the list of sessions and the
training session calendar to anyone who visits your Training Center Web site.

Listed for authorized users only—The training session appears on both the list of
sessions and the training session calendar to only users who have user accounts
and have logged in to your Training Center Web site.

Unlisted—The training session does not appear on either the list of sessions or the
training session calendar. An unlisted training session prevents anyone from viewing
information about the session, such as its host, topic, and starting time; and helps to
prevent unauthorized access to the session. To join an unlisted training session, an
attendee must provide a unique session number.
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If you invite an attendee to an unlisted training session, the attendee receives an
invitation email message that includes complete instructions for joining the training
session—including the training session number—and a URL that links directly to a
Web page on which the attendee can join the training session.

Specifying whether a training session is listed or unlisted

To specify whether a training session is listed or unlisted:

1 On the Schedule Training Session or Edit Scheduled Training Session page,
scroll to Session and Access Information.

2 Below This training session is, select one of the following options:

Listed for all
Listed for authorized users only

If you select this option, the training session appears on either the list of sesor
the training sessions page for only authorized users who have an account on
your Training Center Web site.

Unlisted

3 Click Schedule or Update.

Supporting over 500 attendees
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You can set up your training session to allow over 500 attendees. However, if you
choose this option, some Training Center features may be limited and others will not
be supported. These include:

The multipoint video, private chat, and active talker visual cue features will not
be available.

Attendees will not be able to view the names of other attendees.

Each Breakout session and Hands-On Lab computer will support a maximum
of 100 attendees.

Note: You will not be able to change this option within the session.
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To specify whether to support over 500 attendees in a training session:

1 Onthe Schedule Training Session or Edit Scheduled Training Session page,
scroll to Session and Access Information.

2 Select the This session will have over 500 attendees check box.
A message box appears, describing the limitations of this option.
3 Click OK.

4 If you have completed specifying options, click Schedule or Update.

Deleting sessions automatically

You can choose to have your training session automatically deleted from the Training
Center calendar upon your session's completion.

Important: Any tests that you associate with this training session will be lost if you select
this option. All associated test will be deleted along with the training session.

To specify whether to automatically delete a training session after it ends:

1. On the Schedule Training Session or Edit Scheduled Training Session page,
scroll to Session and Access Information.

2. Select the Automatically delete session after it ends check box.

3. If you have completed specifying options, click Schedule or Update.

Copying session information from another session

You can copy specific session information from other live sessions that you have
scheduled, or from those that have been scheduled on your behalf. Some scheduling

information will vary from session to session, and therefore cannot be copied into the
scheduler, including:

= Date, time, and recurrence (except duration, time zone, and join-before-host
options)

= Invited attendees and presenters lists (except estimated number of attendees and
presenters)

= Registration data of registered attendees
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Hands-on lab information and reservation
Course material and tests

Tests

To copy information from another session:

1

2

3

4

On the Schedule Training Session or Edit Scheduled Training Session page,
scroll to Session and Access Information.

Click Copy from.

The Select a Session window appears.

Select the session from which to copy session information.
Click OK.

Specifying tracking codes for a scheduled session

Your site administrator can specify that tracking code options that appear on the
Schedule Training page. Tracking codes may identify your department, project, or
other information that your organization wants to associate with your training
sessions. Tracking codes can be optional or required, depending on how your site
administrator set them up.
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To specify tracking codes for a scheduled training session:

1

On the Schedule Training Session or Edit Scheduled Training Session page,
scroll to Tracking codes, and then select a code label in the box on the left.

If your site administrator requires you to select a code from a predefined list, a list
of codes appears.

Do one of the following:

= If alist of codes appears in the box on the right, select a code from the list.
= Type a code in the box on the right.

Repeat for each tracking code label.

Click Schedule or Update.

Tip: If your site administrator has also specified that the same tracking code options
appear in your user profile, you can edit your user profile to specify the tracking codes.
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The codes then appear automatically on the Schedule Training Session page.

Setting up E-commerce (fee or pay-per-use

training)

If you want to...

See...

get an overview of using ecommerce in
Training Center

About E-commerce for Training Center (on
page 56)

set up fee-based training

Setting up fee-based training (on page 56)

get an overview about using coupons

About using coupons (on page 57)

set up pay-per-use training

Setting up pay-per-use training (on page 57)

About E-commerce for Training Center

Note: E-commerce is an optional feature. If provisioned for your site, it must
first be enabled and set up by your site administrator.

Training Center allows customers to pay for training conveniently by using credit
cards, debit cards, VeriSign Payflow Pro, or PayPal Website Payments Pro (US or
UK). Training Center E-commerce includes the following two features:

= fee-based training (for attendees)—attendees pay a fee for attending your
sessions. For details, see Setting up fee-based training (on page 56).

= pay-per-use training (for hosts)—requires hosts to pay before they can start
each training session. For details, see Setting up pay-per-use training (on page

57).

Setting up fee-based training

When you use fee-based training, attendees pay a fee for attending your sessions.
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A fee-based training session requires attendee registration, and attendees must
provide their payment information when registering.

To require a session fee for a training session, type an amount in the Session Fee
text box on the Schedule Training Session page.

To turn on this E-commerce feature, contact your WebEx account manager.

About using coupons

Your organization can create discount coupons and send them to attendees. For
example, you can have attendees pay in advance for a series of training sessions
conducted on your organization's Training Center Web site. In return, your
organization gives them coupons that they can use for each session in the series.
You could also send coupons to prospective attendees as an incentive.

Attendees type the coupon code on the Payment Information page to receive
discounts for a training session.

To activate the Coupons feature and distribute coupons, contact your site
administrator.

Setting up pay-per-use training
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Pay-per-use requires hosts to pay before they can start each training session. Pay-
per-use is designed for organizations that do not want to handle billing for every
training session conducted on their Training Center Web sites.

For example, an organization that allocated a training budget for each division can
now ask individual divisions to cover their own expenses for conducting training on
the organization's Training Center Web site. Then the organization can reimburse the
Ccosts.

To turn on this E-commerce feature, contact your WebEx account manager.

To set up a pay-per-use training session:
1 Click Start Session or Schedule on the Schedule Training Session page after
you finish specifying options on the same page.

The Estimated Session Cost page appears. This page displays the estimated
cost of the session based on the number of people minutes, teleconferencing
minutes, and the rate per minute.
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The number of people minutes is the training session duration multiplied by the
number of computers connected in the session. The number of teleconferencing
minutes is the session duration multiplied by the number of computers connected
in the teleconference.

2 Optional. To modify session settings, click Change.
3 Toreturn to the Estimated Session Cost page, click Start Session or Schedule.

4  Enter your payment information.

Specifying audio conferencing options

If you want to... See...

set up a teleconference Setting up a teleconference for a scheduled
session (on page 58)

set up an Integrated VolP conference Setting up an Integrated VolP conference for
a scheduled training session (on page 60)

review system requirements for Integrated System requirements for Integrated VolP (on
VolP page 61)

Setting up an audio conference for a scheduled session

Audio conferencing options may differ, depending on which options your organization
uses.

To set up an audio conference:

1 On the Schedule Training Session or Edit Scheduled Training Session page,
scroll to Audio Conference Settings.

2 Select one of the following options:

] Display toll-free number—If your Training Center site provides toll-free
call-in audio conferencing, both a toll-free number and a toll number are
available. For toll-free call-in teleconferencing, your organization assumes
the charges for the calls; otherwise, participants assume the charges for
their calls.

[l Show toll-free dialing restrictions link—Click to show a list of calling
restrictions by country (www.webex.com/pdf/tollfree_restrictions.pdf).
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[1 Display global call-in-numbers—This option provides a list of
numbers—such as toll-free or local numbers—that attendees in other
countries can call to join the audio conference.

[0 Enable teleconference CLI authentication when participants call in—
CLI (caller line identification) is a form of caller ID, a telephony intelligent
service that transmits a caller's telephone number before the call is
answered. Any dial-in caller with a host site account can be authenticated
and placed into the correct teleconference without needing to enter a
training session number. For more information on CLI, see Using caller
authentication to start or join a dial-in teleconference on page 164.

[0 Mute attendees upon entry—Select if want the attendees' audio to be
muted when they enter the training session. This may prevent disruption,
especially if the training session is in process.

[0 Entry & exit tone—Select the sound alert or announcement, if any, that
you would like all participants to hear when an attendee joins or leaves the
session.

Note: WebEx Audio conferencing supports up to 125 callers.

Other teleconference service

[ Specifies that the session includes a teleconference that another service
provides.

[0 Enter instructions for joining the teleconference. These will appear on the
Session Information page, in email invitations, and in the training session.

Cisco Unified MeetingPlace Audio Conferencing

For Cisco Unified MeetingPlace audio conferencing, select one of the
following:

[0 Attendees call in—Attendees call a phone number to join the
teleconference and assume the charges for their calls.

[] Attendees receive a call back—Attendees provide their phone numbers
once they join the session, and then receive call-backs at the phone
numbers they provide. You or your organization assumes the charges for
the calls. Recorded instructions guide the attendee through the process of
connecting to the teleconference.

Use VoIP only—See Setting up a VolP-only audio conference for a
scheduled training session (on page 60) for more information.
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3

None—Specifies that no audio conference is necessary for the session.
Click Schedule or Update.

Note: Once you schedule the training session, instructions for joining the
teleconference automatically appear

on the Session Information page on your site, which participants
can view before you start the training session

in invitation email messages, if you invite participants using the
Schedule Training page options

on the Info tab, which appears in the content viewer in the Training
Session window

in the Join Teleconference dialog box, which appears in
participants' Session windows once they join the session

You can also set up an Integrated VolP (voice over IP (VOIP)) conference, in addition to or
instead of a teleconference. For more information about using Integrated VolP, see Setting
up an Integrated VolP conference for a scheduled training session.

Setting up a VolP-only audio conference for a scheduled
training session

You can use integrated VolIP for the audio in your training session. In a VolP-only
conference, participants use computers with audio capability to communicate over
the Internet rather than the telephone system. You can assign a microphone to up to
seven participants in an integrated VolP conference.

To set up a VolP-only audio conference:

1

On the Schedule Training Session or Edit Scheduled Training Session page,
scroll to Audio Conference Settings.

Select the Use VolP only option.

Select the Mute attendees upon entry check box if want the attendees' audio to
be muted when they enter the training session. This may prevent disruption,
especially if the training session is in process.

Click Schedule or Update.
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Note:

= If you set up an integrated VolP conference, you must start the
conference after you start the training session.

= Only participants whose computers meet the system requirements for
Integrated VolIP can participate in the conference. For details, see
System requirements for Integrated VolP (on page 61).

= |If you use WebEx Recorder to record the training session and want to
capture audio in the recording, you must ensure that the correct audio
compression scheme is selected. For details, refer to the WebEx
Recorder and Player User's Guide.

System requirements for Integrated VolP

To patrticipate in an Integrated VolP conference, you must ensure that your computer
meets the following system requirements:

a supported sound card

For a list of supported sound cards, refer to the Frequently Asked Questions page
on your Training Center Web site. You can access this page from your site's
Support page.

speakers or headphones

microphone, if you want to speak during the conference

Tip: For better audio quality and greater convenience, use a computer headset with a
high-quality microphone.

Specifying date and time options

61

If you want to... See...

get an overview of scheduling a training About scheduling a training session time,
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If you want to... See...
session time, occurrence, and duration occurrence, and duration (on page 62)

schedule a training session time, occurrence, | Scheduling a training session time,
and duration occurrence, and duration (on page 66)

About scheduling a training session time, occurrence, and
duration

You can specify the date and time at which a scheduled training session starts, its
occurrence, and its estimated duration. You can also determine whether, and how
many minutes in advance, to allow attendees to join the training session and audio
conference prior to the start time.

About the Date and Time options

How to access this page

On the navigation bar, click Host a Session > Schedule Training > Date and Time.

What you can do here

Specify the date and time for the training session.

Specify the number of minutes before the training session's starting time during
which attendees can join the training session.

If attendees are allowed to join the training session before the starting time,
specify whether they can also join the audio conference early.

Specify an occurrence pattern for the training session.
Specify the time zone for the training session.

Specify the duration for the training session.
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Option

Description

Starting time

Select the date and time that you want the training session to occur.

Attendees can join
minutes before
the start time

Allow attendees to join the training session within a set number of
minutes before the training session's starting time.

Note If you clear this check box, you must start the
training session before attendees can join it.

Attendees can also
connect to WebEx

Allow attendees to also join the audio conference before the training
session's starting time.

audio
Note This option will only be available if you allow
attendees to join the training session before its
starting time.

Occurrence
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Option

Description

Single-session
class

A class that comprises a single training session and occurs only
once—that is, it does not have a recurrence pattern.

Recurring
single-session class

A class that comprises a single training session and recurs on a
regular basis.

Note Attendees register for only one session.

The Recurrence options include:

Daily—A class that repeats on a daily basis according to the
following conditions:

Every __ Days—Select to schedule a training session to occur
every specified number of days.

Every weekday—Select to schedule training sessions for each
Monday through Friday.

Weekly—Select the check box for the day(s) of the week on which
the training session will occur each week.

Monthly—A class that repeats on a monthly basis according to the
following conditions:

Day __ of every ___ month(s)—Specify the day of the month and
the number of months for the training session to occur.

[which] [day] of every __ month(s)—Choose the day of the month
and specify the number of months for the training session to occur.

The Ending options include:
Ending—Choose the date for the last training session.

After—Specify the number of training sessions, after which no
additional training sessions will occur.
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Option

Description

Multiple session
course

A course that comprises multiple training sessions—that is, a series
of sessions that span over days, weeks, months, and so on.

Note Attendees register once for an entire sequence
of sessions.

The Recurrence options include:

Daily—A class that repeats on a daily basis according to the
following conditions:

Every __ Days—Select to schedule a training session to occur
every specified number of days.

Every weekday—Select to schedule training sessions for each
Monday through Friday.

Weekly—Select the check box for the day(s) of the week on which
the training session will occur each week.

Monthly—A class that repeats on a monthly basis according to the
following conditions:

Day __ of every __ month(s)—Specify the day of the month and
the number of months for the training session to occur.

[which] [day] of every ___ month(s)—Choose the day of the month
and specify the number of months for the training session to occur.

The Ending options include:
Ending—Choose the date for the last training session.

After—Specify the number of training sessions, after which no
additional training sessions will occur.

Schedule irregular
sessions

A single-session course that that is offered on multiple dates on an
irregular basis.

Note Attendees register for only one session. Each
session may be edited independently.

Irregularly—A class that repeats on an irregular basis
according to the following conditions:

Session 1—Choose the date and time for the first training
session to occur.

Add another session—Click the link and then choose the
date and time for additional training sessions to occur.

Plan session time
zones

Select the time zone in which the training session time will appear in
the list of sessions and on the training calendar.
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Option Description

Estimated duration Select the length of time that you estimate that the training session
will last.

Note The estimated duration is provided for planning
purposes. The training session does not end
automatically once the specified duration elapses.

Note:

= If you invite an attendee to a training session, the attendee receives an
invitation email message that includes the training session's starting time and
estimated duration.

= [If you invite attendees to a training session, their invitation email messages
specify the training session's starting time in the time zone that you specified.
However, if attendees reside in a different time zone, they can view the
starting time in their time zones, in the list of sessions on the Live Sessions

page.

Scheduling a training session time, occurrence, and duration

1

On the Schedule Training Session or Edit Scheduled Training Session page,
scroll to Date and Time.

In the Starting time drop-down lists, select the month, day, year, hour, and
minute at which you want the training session to start.

Select whether to allow attendees to join the training session before the
scheduled start time. If so, select the number of minutes from the drop-down list.

If attendees are allowed to join the training session before the scheduled start
time, select whether attendees can also join the audio conference early.

Under Occurrence, select one of the following options:
= Single-session class

= Recurring single-session class

= Multiple session course

= Scheduleirregular sessions

If you are scheduling a Recurring single-session class, do the following:

66



67

10

11

Chapter 4: Setting up and Scheduling a Training Session

a Select one of the following Recurrence patterns:

O

O

O

Daily—Select the session to occur either every specified number of days,
or every weekday.

Weekly—Select the check box for the day(s) of the week on which the
session will occur.

Monthly—Select the session to occur either on a certain date (for

example, the 5th of each month), or a certain day (for example, the
second Tuesday of each month), as well as the monthly recurrence
pattern (for example, 1 = every month, 2 = every other month, etc.).

b Select the Ending date to occur either on a selected date, or after a specified
number of sessions.

If you are scheduling a Multiple session course, do the following:

a Select one of the following Recurrence patterns:

O

O

O

Daily—Select the session to occur either every specified number of days,
or every weekday.

Weekly—Select the check box for the day(s) of the week on which the
session will occur.

Monthly—Select the session to occur either on a certain date (for

example, the 5th of each month), or a certain day (for example, the
second Tuesday of each month), as well as the monthly recurrence
pattern (for example, 1 = every month, 2 = every other month, etc.).

b Select the Ending date to occur either on a selected date, or after a specified
number of sessions.

If you are scheduling a Schedule irregular sessions course, do the following:

a Select the date for the first session.

b Click Add another session, select the date for the second session, and repeat
for any additional sessions.

Optional. In the Time zone drop-down list, select a different time zone.

In the Time zone drop-down list, the time zone that you specified in your user
profile is selected by default.

In the Estimated duration drop down lists, select the hours and minutes for
which you estimate the training session will continue.

If you have completed specifying options on the Schedule a Training Session
page or Edit a Scheduled Training Session page, click Schedule or Update,
respectively.
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Setting up Hands-on Lab

If you want to... See...

get an overview of Hands-on Lab About Hands-on Lab (on page 68)

reserve computers for Hands-on Lab Reserving computers for Hands-on Lab (on
page 69)

view the Hands-on Lab schedule Viewing the Hands-on Lab schedule (on page
70)

About Hands-on Lab

Hands-on Lab sessions allow instructors to prepare lessons or exercises that
students can complete on remote computers on which training software is installed.
Students can use these remote computers during a training session for hands-on
learning and practice. Because instructors can control Hands-on Lab sessions, they
can maintain an optimized lab environment that is effective, familiar, and consistent.

You can schedule the following two types of Hands-on Lab sessions:

= In-session Hands-on Lab. For details, see Setting up in-session Hands-on Lab
(on page 343).

= On-Demand Hands-on Lab. For details, see Setting up on-demand Hands-on Lab
(on page 347).

About the Hands-on Lab page

To access the Hands-on Lab page, log in to your Training Center Web site. On the
navigation bar, expand Host a Session, and then click Hands-on Lab.

You can do the following from this page:

Hands-on Labs tab

= View a list of the Hands-on Lab computers set up by your Hands-on Lab
administrator.

= View the schedule for each of the labs.
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Reserve computers for on-demand sessions.

My Reservations tab

View the sessions you have scheduled for in-session or on-demand Hands-on
Lab.

Change your reservations, such as inviting attendees and canceling reservations.

Reserving computers for Hands-on Lab

69

When scheduling a training session, you can set up a Hands-on Lab session and
reserve computers for that session. For information on Hands-on Lab sessions, see
About Hands-on Lab (on page 68).

To reserve computers for a Hands-on Lab session:

1

On the Schedule Training Session or Edit Scheduled Training Session page,
scroll to Hands-on Lab.

Select Reserve computers from lab.

For instructions of viewing the Hands-on Lab schedule, see Viewing the Hands-
on Lab schedule (on page 70).

Choose a lab from the drop-down list. Hands-on Labs are set up by your site
administrator.

To view the lab description or number of computers set up in a selected lab, click
Lab Info.

In the Number of computers box, type the number of computers that you want
to reserve.

To check availability of the computers and lab, click Check Availability.

The Computers Available dialog box appears indicating how many computers are
available for the time and lab that you specified.

Your reservation status appears in the Reservation status box. The reservation
status refreshes each time you click Check Availability.

To pre-assign computers to registered attendees, select Require attendee
registration in the Registration section of the Schedule Training Session page.

Requiring attendee registration allows you to assign computers to attendees as
they register. To assign computers to attendees as they register, see Assigning
Hands-on Lab computers to registered attendees on page 305.



Chapter 4: Setting up and Scheduling a Training Session

8

9

When you are finished scheduling your training session and Hands-On Lab, click
Schedule at the bottom of the Schedule Training Session page.

If the computers are available for your scheduled Hands-on Lab, the Session
Scheduled page appears with your reservation confirmation.

If the computers are not available, the Computers Not Available page appears.

Click Close, and select a new reservation time or number of computers on the

Schedule Training Session page.
Click OK.

Viewing the Hands-on Lab schedule

You can view the Hands-on Lab schedule from your Training Center Web site.

To view the Hands-on Lab schedule:

1

2

3

Log in to your Training Center Web site.

On the navigation bar, expand Host a Session to view a list of links.

Click Hands-On Lab.

The Hands-on Lab page appears.

For the lab in which you are interested, under Lab Schedule, click View

Schedule.
The Lab Schedule page appears.

Point to a time slot to view details of the lab schedule.

When finished, click Close.

Specifying registration options

If you want to...

See...

get an overview of requiring registration for a
scheduled training session

About requiring registration for a scheduled
training session (on page 71)

require registration for a scheduled training
session

Requiring registration for a scheduled training
session (on page 72)
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If you want to... See...

get an overview of customizing a registration | About customizing a registration form (on
form page 73)

customize a registration form Customizing a registration form (on page 75)

About requiring registration for a scheduled training session

You can require training session attendees to register for a training session before
they can join it. Requiring registration allows you to view a list of attendees to

71

determine

whether they have registered for the training session, obtain attendees'

names, email addresses, and optionally additional personal information before they
can join the training session, and accept or reject individual registration requests. If
you invite an attendee to a training session that requires registration, the attendee
receives an invitation email message that includes information about the training
session, including the registration password if you specify one, and a link that the
attendee can click to register for the training session.

Imp

ortant:

If you accept registration requests automatically for a training session that
requires a password and an attendee registers after the training session has
already started, the attendee can join the training session immediately,
without providing the password. Therefore, to secure a training session from
unauthorized access, you must clear the Automatically approve all
registration requests box, and manually accept or reject all registration
requests.

If you do not accept registration requests automatically for a training session
that requires a password and an attendee registers after the training session
has already started, the attendee cannot join the training session until he or
she receives a registration confirmation email message and can provide the
training session password.

If you do not check for registration requests in your email program during
the training session, and accept the attendee's request, the attendee cannot
join the training session.

If you require registration for a training session that has reached its
maximum attendee registrants, you can allow attendees to register for a
waiting list.
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Requiring registration for a scheduled training session

To require registration for a scheduled training session:

1

On the Schedule Training Session or Edit Scheduled Training Session page,
scroll to Registration.

Next to Attendee Registration, select the Require attendee registration check
box.

Optional. To customize the registration form to obtain additional information about
each attendee, click Customize form. For details about customizing a
registration form, see Customizing a registration form (on page 75).

Do one of the following:

= To accept or reject each registration request, clear the Automatically
approve all registration requests check box.

= To accept registration requests automatically without accepting or rejecting
them individually select the Automatically approve all registration requests
check box.

Optional. Specify a password that registrants must provide to register for the
session, by typing it in the Set registration password and Confirm registration
password boxes.

Specify a registration password only if you want to limit registrants to those whom
you invite to register. If you invite attendees to register, each invitee receives an
invitation email message, which contains the registration password.

Specify a date or time on which you will no longer accept registration requests, as
follows:

= Select None if there is no registration close date.

= From the drop-down lists, select the days, hours, and minutes before the
session starts.

Specify a maximum number of registration requests, by typing a number in the
Maximum registrations allowed box. Leave the box blank for unlimited
registrations.

If you specified a maximum number of registrations, select whether to allow
attendees to register for a waiting list. If so, select whether to:

= Automatically register the first attendee in the waitlist.

= Manually register from the waitlist.
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9 Specify whether an attendee can cancel registration, as follows:
= Select Not allowed if you will not allow attendees to cancel registration.

= From the drop-down lists, select the days, hours, and minutes before the
session starts that an attendee can cancel registration.

10 Click Schedule or Update.

About customizing a registration form

73

If you require attendees to register for a live or recorded training session, you can
customize the registration form on which attendees must provide information.

When customizing the form, you can choose which standard options you want to
appear on the form and create any of the following options:

= Text Box—Opens the Add Text Box window, on which you can specify text
boxes that appear on the registration form. For detailed information about
specifying a text box, see About the Add Text Box window (on page 73).

= Check Boxes—Opens the Add Check Boxes window, on which you can specify
check boxes that appear on the registration form. For detailed information about
specifying a check box, see About the Add Check Boxes window (on page 74).

= Radio Buttons—Opens the Add Radio Buttons window, on which you can
specify radio buttons that appear on the registration form. For detailed information
about specifying radio buttons, see About the Add Radio Button window (on page
74).

= Drop-Down List—Opens the Add Drop-Down List window, on which you can
specify a drop-down list that appears on the registration form. For detailed
information about specifying a drop-down list box, see About the Add Drop-Down
List window (on page 75).

For each option that you add to the form, you can specify whether the information is
required that is, whether attendees must provide the information to register for the
live or recorded training session.

About the Add Text Box window

The Add Text Box window allows you to specify a text box that appears on the
registration form. A text box allows an enrollee to type information on the registration
form. The detailed reports that you can obtain for live or recorded training sessions
indicate which text boxes each registrant selected when registering for a live or
recorded training session.
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Textbox name—Specifies the text that appears to the left of the text box. A text box
label can contain a maximum of 256 characters.

Type—Specifies whether the text box contains a single line or multiple lines on which
an enrollee can type. If you select Multi-line, specify a number of lines in the Height
box.

Width—Specifies the width of the text box, in characters. The number that you
specify determines how the text box appears on the registration form, but does not
affect the number of characters that an enrollee can type in the text box. Any text box
that you add can contain a maximum of 256 characters.

Height—Specifies the number of lines that the text box contains. To specify a
number of lines, you must first select Multi-line under Type. If you do not specify a
number of lines, Training Center uses the default height, which is one line.

About the Add Check Boxes window

The Add Check Boxes window allows you to specify one or more check boxes that
appear on the registration form. The detailed reports that you can obtain for live or
recorded training sessions indicate which check boxes each registrant selected when
registering for a live or recorded training session.

Check box group name—Specifies the text that appears to the left of a group of
check boxes that you add to a registration form. To specify a group label, type it in
the box. If you are adding only one check box and do not want a group label, leave
this box blank.

Check box 1 to 9—Specifies the text label that appears to the right of the check box,
and whether the check box is selected or cleared by default on the registration form.
To add a check box to the registration form, type its label in the box, then choose
Checked or Unchecked in the drop-down list.

About the Add Radio Button window

The Add Radio Button window allows you to specify radio buttons that appear on the
registration form. Radio buttons allow an enrollee to select only one choice from a
group of choices. The detailed reports that you can obtain for live or recorded training
sessions indicate which radio buttons each registrant selected when registering for a
live or recorded training session.

Radio button group name—Specifies the text that appears to the left of a group of
radio buttons that you add to a registration form. To specify a group label, type it in
the box.
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Default choice—Specifies which radio button is selected by default on the
registration form. To specify a default choice, first ensure that you have specified the
labels for the radio buttons, then select the number for the button in the drop-down
list.

choice 1 to 9—Specifies the text label that appears to the right of the radio button.
To add a radio button to the registration form, type its label in the box.

About the Add Drop-Down List window

The Add Drop-Down List window allows you to specify a drop-down list box that
appears on the registration form. A drop-down list box allows a registrant to select a
single option from a list. The detailed reports that you can obtain for live or recorded
training sessions indicate which choices each registrant selected when registering for
a live or recorded training session.

Drop-down name—Specifies the text that appears to the left of the drop-down list
that you add to a registration form. To specify a label, type it in the box.

Default choice—Specifies which choice is selected by default in the drop-down list
on the registration form. To specify a default choice, first ensure that you have
specified the choices in the list, then select the number for the choice in the drop-
down list. If you do not want a choice to be selected by default, select None in the
drop-down list.

choice 1 to 9—Specifies the text that appears for the choice in the drop-down list. To
add a choice to the list, type its text in the box.

Customizing a registration form

75

To customize a registration form:

1 On the Schedule Training Session or Edit Scheduled Training Session page,
scroll to Registration.

2 Select Customize form.

The Customize Registration Form page appears. Under Standard Options, the
following options appear:

= first and last name (always appears on the Registration page)
= email address (always appears on the Registration page)

= phone number
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= fax number
= company
= title
= address information
3 Optional. Under Standard Options, do the following:

= For each option that you want to appear on the registration form, select the
check box under.

= For each option for which you want to require attendees to provide
information, select the check box under.

4 Optional. Add custom options to the form by clicking one of the following:
= Text Box
= Check Boxes
= Radio Buttons
= Drop-Down List

For more information about specifying custom options, see About customizing a
registration form (on page 73).

5 To save the customized registration form so you can use it for future scheduled
sessions, click Save As.

The Save Registration Form page appears. You can save up to five customized
forms on this page. Type a name for your form in the Form Description box.
Click Save.

6 Click OK to save your changes and close the Customize Registration Form page.
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Inviting attendees and presenters

If you want to... See...

get an overview about inviting attendees and | About inviting attendees and presenters to a
presenters to a scheduled training session scheduled training session (on page 77)
invite attendees to a scheduled training Inviting attendees to a scheduled training
session session (on page 78)

invite a new attendee to a scheduled training | Inviting a new attendee to a scheduled

session training session (on page 79)
invite presenters to a scheduled training Inviting presenters to a scheduled training
session session (on page 80)

invite a new presenter to a scheduled training | Inviting a new presenter to a scheduled

session training session (on page 80)
invite contacts in your address book to a Inviting contacts in your address book to a
scheduled training session scheduled training session (on page 82)

About inviting attendees and presenters to a scheduled
training session

77

To invite attendees and presenters to a scheduled training session, you can
= specify their email addresses
= select contacts in your personal address book

= specify information about new contacts in your personal address book, and then
select them for inclusion in your list of attendees

When inviting attendees and presenters to a scheduled training session, you can
select contacts in the following lists:

= Personal contacts—Includes any individual contacts that you have added to
your personal address book. If you use Microsoft Outlook, you can import the
personal contacts that you keep in an Outlook address book or folder to this list of
contacts.

= My groups—Includes any contact groups that you have created for your personal
address book.
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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.

Each invitee receives an invitation email message that includes the following:

a link that the attendee or presenter can click to join the training session or obtain
more information about it

the training session password, if you specified one

teleconferencing information, if your training session includes an integrated
teleconference

the session number, which the attendee must provide if your training session is
unlisted

Note: Once you start a scheduled training session, you can invite additional
attendees.

Inviting attendees to a scheduled training session

To invite attendees to a scheduled training session:

1

On the Schedule Training Session or Edit Scheduled Training Session page,
scroll to Attendees, and then click Invite Attendees.

The Invite Attendees page appears.
Add any of the following to the list of invited attendees:

= individual contacts and contact groups already in your personal address list,
and individual contacts in your company address book. For details, see
Inviting contacts in your address book to a scheduled training session.

= new individual attendees who are not already contacts in one of your address
lists. For details, see Inviting a new attendee to a scheduled training session
(on page 79).

Click Schedule or Update.

78



Chapter 4: Setting up and Scheduling a Training Session

Inviting a new attendee to a scheduled training session

79

When inviting attendees to a scheduled training session, you can add a new
attendee to your list of attendees—that is, an attendee that is not already a contact in
one of your address books. Once you specify information about a new attendee, you
can add the attendee's information to your personal address book.

To invite a new attendee to a scheduled training session:

1

If you have not already done so, open the Invite Attendees page. For detalils,
see Inviting attendees to a scheduled training session (on page 78).

On the Invite Attendees page, under New Attendee, provide information about
the attendee, as follows:

a Type the attendee's full name in the Full name box.
b Type the attendee's email address in the Email address box.

¢ Optional. Type the contact's phone number in the Phone number boxes and
select the time zone, language, and locale.

Note: If you do not know the attendee's country code, click
Country/region. In the window that appears, select the attendee's
country from the drop-down list, and then click Close. The country code
appears in the Country/Region box.

Optional. To add the new attendee's information to your personal address book,
select the Add new attendee in my address book check box.

Optional. To make this attendee an alternate host—one who can start this training
session and act as the host—select the Invite as alternate host check box.

Note: An alternate host must have a user account on your Training
Center Web site.

Click Add Attendee.
The contact appears under Attendees to Invite on the Invite Attendees page.

Optional. To remove the new attendee from your list of attendees, select the
check box for the attendee, then click Delete.
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7 To add the attendee to your list of invited attendees, click OK.

The contact appears in the Invited attendees box on the Schedule Training
Session page.

Note: If you later modify the training session to remove an attendee from
your participant list, you can optionally send the attendee an automatic
email message that informs the attendee that the training session was
canceled.

Inviting presenters to a scheduled training session

To invite presenters to a scheduled training session:

1 On the Schedule Training Session or Edit Scheduled Training Session page,
scroll to Presenters, and then click Invite Presenters.

The Invite Presenters page appears.
2 Add any of the following to the list of invited presenters:

= individual contacts and contact groups already in your personal address list,
and individual contacts in your company address book. For details, see
Inviting contacts in your address book to a scheduled training session (on
page 82).

= new individual presenters who are not already contacts in one of your address
lists. For details, see Inviting a new presenter to a scheduled training session

(on page 80).
3 Click Schedule or Update.

Inviting a new presenter to a scheduled training session

When inviting presenters to a scheduled training session, you can add a new

presenter to your list of presenters—that is, a presenter who is not already a contact

in one of your address books. Once you specify information about a new presenter,
you can add the presenter's information to your personal address book.
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To invite a new presenter to a scheduled training session:

1 Onthe Invite Presenters page, under New Presenter, provide information about
the presenter, as follows:

a Type the presenter's full name in the Full name box.
b Type the presenter's email address in the Email address box.

¢ Optional. Type the presenter's phone number in the Phone Number boxes
and select the time zone, language, and locale.

d Optional. To add the new presenter's information to your personal address
book, select the Add presenter as attendee in my address book check box.

e Optional. To make this presenter an alternate host—one who can start this
training session and act as the host—select the Invite as alternate host
check box.

Note: An alternate host must have a user account on your Training
Center Web site.

2 Click Add Presenter.
The contact appears under Presenters to Invite.

3 Optional. To remove the new presenter from your list of presenters, select the
check box for the presenter, then click Delete.

4 To add the presenter to your list of invited presenters, click OK.

Note: If you later modify the training session to remove a presenter from
your participant list, you can optionally send the presenter an automatic
email message that informs the presenter that the training session was
canceled.
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Inviting contacts in your address book to a scheduled
training session

To invite a contact in your address book to a scheduled training session:

1

If you have not already done so, open the Invite Attendees page. For details, see
Inviting attendees to a scheduled training session (on page 78).

On the Invite Attendees page, click Select Contacts.

The Select Contacts page appears.

Next to View, in the drop-down list, select one of the following contact lists:
= Personal Contacts

= Company Address Book

= My Groups

A list of all contacts in the list that you selected appears.

Select the check box for each individual contact or contact group that you want to
add to your list of attendees.

When selecting contacts, you can do the following:

= In the 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 that you are currently viewing, type text that
appears in either the contact's name or email address in the Search for box,
then click Search.

= [f the entire list of contacts does not fit on a single page, view another page by
clicking the Next Page button or the Previous Page button.

= To select all contacts that currently appear in the list, click Select All.

= To clear all selections in the current list, click Clear All.
Tip: To change information about a contact, click the contact's name. On the page
that appears, specify new information, then click OK.

To add all selections to your list of attendees, click Add Attendees.
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The Select Contacts page closes and the Invite Attendees page reappears. The
contacts that you selected appear under Attendees to Invite.

Optional. To add this contact as an alternate host—one who can start this training
session and act as the host, select the check box for the contact, then click Add

as Alternate Host.

Note: An alternate host must have a user account on your Training

Center Web site.

Optional. To remove the contact from your list of attendees, select the check box

for the contact, then click Delete.

To add the contacts to your list of invited attendees, click Invite.

Note: If you later modify the training session to remove an attendee from
your participant list, you can optionally send the attendee an automatic
email message that informs the attendee that the training session was

canceled.

Specifying training session options

83

If you want to...

See...

specify options available to participants
during a training session

Specifying options available to participants
during a training session (on page 84)

specify security options for a training session

Specifying security options for a training
session (on page 85)

allow attendees to share UCF media files

Allowing attendees to share UCF media files
(on page 86)

specify a destination Web page after the
session ends

Specifying a destination Web page after the
session ends (on page 86)

create a message or greeting for participants
to view when they join a training session

Creating a message or greeting for a
scheduled training session (on page 87)
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Specifying options available to participants during a training
session

When scheduling a training session, you can specify options or privileges available to
participants during a session. The privileges that you select determine the default
privileges that attendees have once you start the training session.

To specify attendee privileges when scheduling a training session:

1

On the Schedule Training Session or Edit Scheduled Training Session page,
scroll to Session Options.

Click Edit Options.

The Session Options page appears.

Under Attendee Privileges, specify attendee privileges as follows:
= To grant a privilege to all attendees, select its check box.

= To remove a privilege from all attendees, clear its check box.

For descriptions of the privileges on the Session Options page, see the topic
About the Session Options page (on page 88).

Click Save to close the Session Options page.
Click Schedule or Update.

Note: A presenter can grant the following privileges to or remove them from
attendees during a training session, whether or not you select them on the Session
Options page:

=  Save
=  Print
=  Annotate

= Attendee list

= Thumbnails

= Video

= Next or previous pages
= Chat
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= File transfer

= Recording

If you do not select the following privileges, their associated features are not available
during a training session: Video, Chat, File transfer, and Recording.

Specifying security options for a training session

85

When scheduling a training session, you can specify security options to prevent
unauthorized attendees from joining.

Excluding the session password from email invitations

If you invite attendees to a training session, you can prevent the password from
appearing in the email invitations that your Training Center Web site automatically
sends to attendees.

To exclude the session password from email invitations:

1 On the Schedule Training Session or Edit Scheduled Training Session page,
scroll to Session Options.

2 Click Edit Options.
The Session Options page appears.

3 Under Security, select the Exclude password from emails sent to attendees
check box.

4 Click Save.

Requiring attendees to log in to your Training Center Web site

You can require attendees to have a user account on your Training Center Web site
to join the training session. Thus, attendees must log in to your site before they can
attend the training session.

To require attendees to log in to your Training Center Web site:

1 On the Schedule Training Session or Edit Scheduled Training Session page,
scroll to Session Options.

2 Click Edit Options.

The Session Options page appears.
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Under Security, select the Attendees must have an account on this service to
attend session check box.

Click Save.

Allowing attendees to share UCF media files

When scheduling a training session, you can allow attendees to share Universal
Communications Format (UCF) media files during the session, either in a UCF
multimedia presentation or as standalone UCF media files. You can also prevent
attendees from sharing UCF media files during a session. If you do so, only you, the
session host, can share UCF media files when also acting as the presenter.

You may want to prevent attendees from sharing UCF media files, for example, if you
intend to allow attendees to share presentations or documents but want to prevent an
attendee from inadvertently sharing a very large media file.

To allow attendees to or prevent them from sharing UCF media files:

1

On the Schedule Training Session or Edit Scheduled Training Session page,
scroll to Session Options, and then click Edit Options.

Under Universal Communications Format (UCF), do one of the following:

= To allow attendees to share UCF media files, select the Allow attendees to
share UCF objects check box.

= To prevent attendees from sharing UCF media files, clear the Allow
attendees to share UCF objects check box.

Click Save to close the Session Options page.
Click Schedule or Update.

Note: If you allow attendees to share UCF media files, the presenter must
also grant them the Share documents privilege during the session.

Specifying a destination Web page after the session ends

While scheduling a training session, you can specify a destination Web page or Web
site that attendees view automatically after the training session ends.
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To specify a destination URL.:

1 On the Schedule Training page or Edit Scheduled Training Session page, scroll
to Session Options.

2 Type a destination Web site address (URL) in the Destination address (URL)
after session box.

3 Click Schedule or Update.

Creating a message or greeting for a scheduled training
session

87

You can create a message or greeting that optionally appears in an attendee's
Session window when the attendee joins a scheduled training session. For example,
you can welcome the attendee to the training session, provide important information
about the training session, or provide special instructions. Attendees can view the
greeting or message at any time during the training session.

To create a message or greeting for a scheduled training session:

1 On the Schedule Training page or Edit Scheduled Training Session page, scroll
to Session Options.

2 Next to Greeting message, click Customize greeting message when attendee
joins.
The Create an Attendee Greeting page appears.

3 Optional. Select the Display this message when attendees join the session
check box.

4 Type a message or greeting in the Message box.

A message or greeting can contain a maximum of 4000 characters.
5 Click OK.
6 Click Schedule or Update.

Note: Attendees can view the message or greeting at any time during a
training session, by choosing Welcome Message on the Session menu.
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About the Session Options page

From the Session Options page, you can specify which options are available to
attendees during the session. If an option is not selected, it is unavailable during the
session.

How to access this page

On the navigation bar, click Host a Session > Schedule Training. Scroll to Session
Options and then click Edit Options.

What you can do here

= Specify which options are available during the training session.

= Specify attendee privileges.

= Specify security options.

= Specify whether attendees can share UCF rich media files.

Note: A presenter can turn any option on or off during the training session.

Options on this page

Option Description

Training session options
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Option

Description

Chat—If selected, specifies that chat is available during a training
session—that is, chat options appear on the Participants panel in the
Session window. If you clear this option, chat options do not appear on the
Participants panel.

File transfer—If selected, specifies that the presenter can transfer
files to attendees during a training session. If you clear this option, the
Transfer option does not appear on the File menu in the Session window,
and the presenter cannot transfer files to attendees during a training
session.

Video—If selected, specifies that video is available during a training
session—that is, the Video tab appears in the Session window. If you
clear this option, the Video tab does not appear in the Session window.

Enable high-quality video: Video can be as high as 360p
resolution (640x360). However, the quality of the video that participants
can send and receive depends on each participant's webcam and
computer capability, and network speed.

Attendee Privileges

Sessions

Recording—If selected, specifies that the attendee can start
recording the training session.

Send Video—If selected, specifies that attendees can send video
during a training session—that is, the Video icon appears next to the
participant's name in the Participant's panel. If you clear this option,
sending video is not available for participants.

Number of attendees—If selected, specifies that the attendees can
view the number of attendees in the training session.

Attendee list—If selected, specifies that all attendees can view
the participant list on the Participants panel. A presenter can grant this
privilege to or remove it from attendees during a training session, whether
or not you select it here.
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Option

Description

Documents

Save—If selected, specifies that all attendees can save any shared
documents, presentations, or whiteboards that appear in their content
viewers. A presenter can grant this privilege to or remove it from
attendees during a training session, whether or not you select it here.

Print—If selected, specifies that all attendees can print any shared
documents, presentations, or whiteboards that appear in their content
viewers. A presenter can grant this privilege to or remove it from
attendees during a training session, whether or not you select it here.

Annotate—If selected, specifies that all attendees can annotate any
shared documents or presentations, or write and draw on shared
whiteboards, that appear in their content viewers, using the toolbar that
appears below the viewer. A presenter can grant this privilege to or
remove it from attendees during a training session, whether or not you
select it here.

Thumbnails—If selected, specifies that all attendees can display
miniatures of any pages, slides, or whiteboards that appear in their
content viewers. This privilege allows attendees to view miniatures at any
time, regardless of the content that appears in the presenter's content
viewer. However, attendees with this privilege cannot display a miniature
at full size unless they also have the View any page privilege. A presenter
can grant this privilege to or remove it from attendees during a training
session, whether or not you select it here.

Next or previous page—If selected, specifies that all attendees can
view any pages, slides, or whiteboards that appear in their content
viewers. This privilege allows attendees to navigate independently through
pages, slides, or whiteboards. A presenter can grant this privilege to or
remove it from attendees during a training session, whether or not you
select it here.

Security

Exclude password
from emails sent to
attendees

If selected, prevents the training session password from appearing in the
email invitations, to help increase the security for your training session. If
you exclude the password in email invitations, however, you must provide
the password to attendees using another method for example, by phone.

Attendees must have
an account on this
service to attend
session

Specifies that all attendees must have an account and log in to your
Training Center Web site to attend the training session.

Universal Communications Format (UCF)

Allow attendees to
share UCF objects

Allows attendees to share Universal Communications Format (UCF)
media files during the training session, either in a UCF multimedia
presentation or as standalone UCF media files. A host who is also the
presenter can always share UCF media files, whether or not you select
this check box.
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Setting up breakout sessions

If your user account privileges allow you to host breakout sessions, you can set
breakout session assignments within the Training Center scheduler. You can pre-
assign attendees to breakout sessions here, or make these settings later from within
a training session.

For more information on breakout sessions, see Using Breakout Sessions (on page
373).

Pre-assigning breakout session participants

91

When scheduling a training session, you can enable pre-assignment of attendees to
breakout sessions prior to your training session.

From the Breakout Session Assignments Settings section of the scheduler, you can
do the following:

Enable the option to assign attendees to breakout sessions prior to your training
session

Choose to have Training Center make the breakout session assignments for you
Set the number of breakout sessions for your training session
Set the number of attendees per breakout session

Choose to manually assign attendees to breakout sessions as you manage your
registrations

Note:

You must enable registration to manually assign attendees to
breakout sessions prior to your training session.
The number of breakout sessions must be between 1 and 100.

The number of attendees allowed in a breakout session must be
between 1 and 100.
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To assign attendees to breakout sessions automatically:

1

On the Schedule Training Session or Edit Scheduled Training Session page,
scroll to Breakout Session Assignments Settings.

Select Enable Pre-Session Assignment.
Select Automatically assign attendees during the session.

Select the option to set either the number of breakout sessions or the number of
attendees per breakout session.

Enter the number accordingly for your selection.

To assign attendees to breakout sessions manually:

1

On the Schedule Training Session or Edit Scheduled Training Session page, set
registration requirements in the Registration section of the scheduler.

Scroll to Breakout Session Assignments Settings.
Select Enable Pre-Session Assignment.
Select Manually assign registered attendees to breakout sessions.

Once you have finished scheduling your training session, you will be able to
manually assign attendees as you manage registrations. See Assigning
registered attendees to breakout sessions (on page 92) for more information.

Assigning registered attendees to breakout sessions

If you enabled pre-session assignments to breakout sessions when scheduling your
training session, you must manually assign attendees when you manage
registrations.

To manage breakout session assignments prior to your training session:

1

2

3

Log in to your Training Center Web site.
On the navigation bar, expand Attend a Session to view a list of links.
Click Live Sessions.
Click on your session topic.
The Session Information page appears.

Click Manage Registrations.
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The Registered Attendees page appears.
Click Pre-assign attendees to breakout sessions.

On the Pre-assign attendees to breakout sessions page, change the session
name, if necessary.

Highlight one or more names from the Not Assigned column and add them to the
session by clicking the add icon.

The first added attendee will be assigned as the presenter. To change this
designation, highlight an assigned attendee and click the assign presenter icon.

@

If you want to remove an attendee, highlight the assigned attendee and click the
remove icon.

Click Add Breakout Session if you want to add more breakout sessions.
Click OK.

Selecting email messages to be sent

93

If you want to... See...

get an overview of sending default email About sending default email messages (on page
messages 94)

send an invitation to a training session Sending an invitation to a training session (on page
automatically 94)
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If you want to... See...
send an update to a scheduled training Sending an update to a scheduled training session
session (on page 95)

send registration naotifications to the host or Sending a registration notification to a scheduled

attendees training session (on page 95)

send a reminder for a scheduled training Sending a reminder for a scheduled training
session session (on page 96)

get an overview of customizing email About customizing email messages (on page 97)
messages

customize an email message Customizing an email message (on page 98)

About sending default email messages

While you are scheduling your training session, you can select the default email
messages that you send to attendees. You can also customize the Training Center
email message templates by editing, rearranging, or deleting the text and variables—
code text that Training Center recognizes and substitutes with your specific training
session information.

= Under Reminder, you can choose to receive an email when an attendee joins a
training session.

= Notification to Host Upon Attendee Joining a Session

Sending an invitation to a training session

When you are scheduling a training session, you can choose to have your Training
Center automatically send invitation email messages to attendees. When you select
an email message to send, you can send the default email message or choose to
customize the message. For details, see About customizing email messages (on
page 97).

To send an automatic invitation to a training session:

1 On the Schedule Training Session page or the Edit Scheduled Training Session
page, scroll to Email options.

2 Click Edit Email Options.

3 Under Invitations, select the check box next to any of the following:
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= Invitation to Join a Training Session

= Invitation to a Training Session in Progress

= Invitation to Register for a Training Session
4 Click Schedule or Update.

Sending an update to a scheduled training session

When you are scheduling a training session, you can choose to have your Training
Center automatically send email messages to attendees whenever you update your
scheduled training session. When you select an email message to send, you can
send the default email message or choose to customize the message. For detalils,
see About customizing email messages (on page 97).

To send automatic updates to attendees:

5 On the Schedule Training Session page or the Edit Scheduled Training Session
page, scroll to Email options.

6 Click Edit Email Options.

7 Under Updates, select the check box next to any of the following:
= Training Session Rescheduled
= Updated Information to Join a Training Session
= Updated Information to Register for a Training Session
= Training Session Cancelled

g8 Click Schedule or Update.

Sending a registration notification to a scheduled training
session

95

When you are scheduling a training session, you can choose to have your Training
Center automatically send email messages to you whenever an attendee registers
and automatically send email messages to attendees when their registration status
changes. When you select an email message to send, you can send the default
email message or choose to customize the message. For details, see About
customizing email messages (on page 97).

To send automatic updates to attendees:
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On the Schedule Training Session page or the Edit Scheduled Training Session
page, scroll to Email options.

Click Edit Email Options.
Under Registrations, select the check box next to any of the following:
= Registration Notification to Host
You cannot change this default email message.
= Attendee Registration Pending
= Attendee Registration Confirmed
= Attendee Registration Rejected
Click Schedule or Update.

Sending areminder for a scheduled training session

You can send training session reminders to attendees and presenters and to yourself
from 15 minutes to 2 weeks before a scheduled training session. When you select an
email message to send, you can send the default email message or choose to
customize the message. For details, see About customizing email messages (on
page 97).

To send reminders for a scheduled training session:

1

On the Schedule Training Session page or the Edit Scheduled Training Session
page, scroll to Email options.

Click Edit Email Options.

Under Reminder, select the check box next to Training Session Reminder to
Attendees.

Select the time before a training session that you want reminders to be sent.

To include additional email reminders, click Add another reminder email, and
then select the time before a training session that you want this reminder sent.

Note: You can add up to three reminder emails.

Next to Presenters, in the drop-down list, select the time before a training
session that you want reminders sent to presenters.
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7 Next to Host, in the drop-down list, select the time before a training session that
you want a reminder sent to you.

8 After via email address, type the email address to which you want your Training
Center to send you a reminder, in the following format:

name@domain.com

Important: Do not type multiple email addresses in the box. If you do, your Training
Center will not send the reminder.

9 Click Schedule or Update.

Receiving a notification when an attendee joins a session

When you are scheduling a training session, you can choose to have your Training
Center automatically send an email message to you whenever an attendee joins your
training session. For details, see About customizing email messages (on page 97).
To send an automatic invitation to a training session:

1 On the Schedule Training Session page or the Edit Scheduled Training Session
page, scroll to Email options.

2 Click Edit Email Options.

3 Under Reminder, select the Notification to Host Upon Attendee Joining a
Session check box.

4 Click Schedule or Update.

About customizing email messages

97

You can customize the default email messages for your preferences. You can delete
variables, but do not change the text within the percentage signs (example,
%ParticipantName%).

If you change these, Training Manager will not substitute the correct text from your
profile or registration information. For descriptions of variables, see Email message
variables.

You can edit the following options in the Edit Email message window.
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Email Subject—Specifies the text that appears in the subject line of the email
message.

To specify a new subject, type it into the box.

Content—Specifies the content of the email message. The default content
contains variables, which Training Center replaces with your training session
information. You can rearrange, delete, or replace variables and text with specific
information. Do not change the text within a variable.

Customizing an email message

To customize an email message:

1

On the Schedule Training Session page or Edit Scheduled Training Session
page, under Email options, click Edit Email Options.

Click the email message that you want to customize.
The Edit Email window appears.

Edit the email message. Be sure not to change the text within a variable. For
descriptions of variables, see Email message variables (on page 98).

To save your edited email message, click Update.

Optional. To return the email message to the default message, click Reset to
Default. If you click OK, the default email message replaces any edits that you
have made.

Email message variables

Each variable used in Training Center Email Messages is replaced by corresponding
information you provide when scheduling a training session. The following table
includes many of these variables and their meanings.

For use in these Email

This variable... is replaced by... Messages...
%EmailFooter% A Web site's email signature. All
%HostEmail% The email address that you All

specified your user profile.
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This variable...

is replaced by...

For use in these Email
Messages...

%HostName%

The first and last name that you
specified in your user profile.

All

%ParticipantName%

First and last names that the
participants specified when either
enrolling for or joining a training
session.

All

%PhoneContactinfo%

If you specified a phone number in
your user profile, the following
text:

call %HostPhone% , where
%HostPhone% is replaced by the
phone number that you specified
in your user profile.

Attendee Registration
Confirmed

Training Session
Reminder to Attendees

%RegistrationlD%

The enrollment ID for the
attendee. OnStage automatically
creates this ID for an attendee
after you approve his or her
enroliment request. If you do not
require enrollment for the training
session, this variable is replaced
by following text:

(This training session does not
require an enrollment ID.)

Attendee Registration
Confirmed

Training Session
Reminder to Attendees

%SessionDateOrRecurrenc
e%

If the session is a single session,
then display:

[SessionDate]

If the session is a recurring
session or multiple-session
course, display:

[SessionRecurrence]

Attendee Registration
Confirmed

Training Session
Reminder to Attendees

%SessioninfoURL%

The Web address, or URL, for the
Training Information page for the
training session. Training
Manager automatically creates the
URL once you schedule a training
session.

All

%SessionNumber%

The number of your session
specified by Training Manager.

All
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This variable...

is replaced by...

For use in these Email
Messages...

%SessionPassword%

The password for the training
session that you specified when
scheduling the training.

If you do not require a password,
this variable is replaced by the
following text:

(This training session does not
require a password.)

Attendee Registration
Confirmed

Training Session
Reminder to Attendees

%SessionTime%

The time that you specified when
scheduling the training session in
the following format:

HH:MM [am/pm]. For example:
12:30 pm

All

%Teleconferencelnfo%

The following text:

To join the teleconference, call
%CallinNumber% and enter the
training session number.

Where %CalllnNumber% is
replaced by the number(s) that
you specified in the Phone
numbers box when scheduling the
training.

All

%TimeZone%

The time zone that you specified
when scheduling the training.

All

%Topic%

The training session topic that you
specified when scheduling the
training.

All

Specifying session information

If you want to...

See...

add an agenda and training session
description to the Session Information page

Setting your agenda (on page 101)
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If you want to... See...

add a picture to the Session Information page | Adding a picture to the Session Information page
(on page 101)

Setting your agenda

You can specify an agenda for a scheduled training session. The agenda appears on
the Agenda page on your Training Center Web site, which attendees can view before
the training session starts.

If you invite an attendee to the training session, the attendee receives an invitation
email message that includes a link that the user can click to view the training
session's agenda.

To set your training session agenda:

1.

On the Schedule Training Session page or Edit Scheduled Training Session
page, scroll to Session Information.

Next to Agenda, select Plain text or HTML.

For plain text, type the training session's agenda in the Agenda box. For HTML
input, type or paste HTML text in the Agenda box.

a. Important Click the Help icon to check for supported HTML tags and
attributes.

Next to Description, select Plain text or HTML .

For plain text, type a description of the training session in the Description box.
For HTML input, type or paste HTML text in the Description box.

a. Important Click the Help icon to check for supported HTML tags and
attributes.

b. The agenda and description appear on the Session Information page
available for training session participants to view.

Click Schedule or Update.

Adding a picture to the Session Information page

You can add a picture to a training session description. The picture appears on the
Session Information page, which attendees can view before the training session
starts.
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The picture that you add must be

a graphics file that is in the GIF or JPEG format

less than 100K in size

Note: Large images will be adjusted down to approximately 460 x 300
pixels.

To add a picture to a training session description:

1

On the Schedule Training Session page or Edit Scheduled Training Session
page, scroll to Session Information.

Click Import Picture.

The Upload Your Picture page appears.

Click Browse.

Select the file that you want to add to your training session description.
Click Import.

Training Manager imports your picture and adds it to the Session Information
page for the training session.

Optional. To remove your picture from the Session Information page, click
Remove Picture.

Click Schedule or Update.

About Quick Start

The Quick Start page allows the host, presenters, panelists, and attendees to quickly

display a document, application or other item they want to share during a training

session. The host can also remind or invite participants to a training session via
email, phone, text message, or instant message.

If the Display Quick Start option is selected by the host in the Session Information
section of the Schedule Training Session page, the Quick Start will appear for the

host, presenters, panelists, and attendees when a training session or breakout
session begins.
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Note: To allow the Quick Start to show to your attendees, you must select the
Show QuickStart to Attendees check box in the Session Options section of
the My Profile page in My WebEXx.

Adding course material

If you want to... See...

get an overview of publishing course material | About publishing course material for a

for your training session scheduled training session (on page 103)
publish course material to the Session Publishing course material for a scheduled
Information page training session (on page 104)

About publishing course material for a scheduled training
session
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When scheduling a training session, you can publish files and course material on
your Training Center Web site. This option lets participants download course material
for review, preparation, testing, and so on before the session starts. To publish
course material, you can either select files already in your personal folders in My
Folders, or upload new files to My Folders first and then select them for publication
on your site.

Once you publish course material, participants can download it from the Session
Information page on your Training Center Web site. Once you approve participants'
registrations, they receive a confirmation email message that contains a link to the
Session Information page.

Any file that you publish that is in the Universal Communications Format (UCF),
which has a .ucf extension, automatically opens in your content viewer once you start
the session. If participants have downloaded a published UCF file before the session
starts, it automatically opens in their content viewers as well once you start the
session. Up to 10 published UCF files will automatically open in the content viewer.
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To download UCF files that you publish, participants must install software that
automatically caches, or stores, the file on their computers. Once a participant
accesses the Session Information page on which you have published a UCF file, a
security warning message box appears, in which the participant must click Yes to
install the caching software.

Without the software, a participant cannot download the UCF file, and it will not open
automatically in the participant's content viewer once you start the session.

Tip: For more information about UCF files and how to create UCF multimedia
presentations, refer to the guide Getting Started with WebEx Universal Communications
Toolkit, which is available on your Training Center Web site.

Publishing course material for a scheduled training session

You can publish course material for participants to download before you start a
session.

To publish course material on your Training Center site:

1 On the Schedule Training Session page or Edit Scheduled Training Session
page, scroll to Course Material.

2 Click Add Course Material.
The Add Course Material page appears.
3 Do the following:

= To upload the course material files to My Folders, enter the file name or click
Browse to locate the file. Click Upload.

= To publish files already in My Folders, select the check box next to the name
of the file or files that you want to publish, then click Add.

The file or files appear on the Schedule Training Session page, under Course
Material.

4 Optional. To remove a file, click Remove next to the file name.
5 Click Schedule or Update.
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Tip:

You can customize the registration confirmation email message to
instruct participants to download course material before the session starts. If you
publish a UCF file, you can also instruct participants to click Yes when the Java
security message appears on the Session Information page, which allows them
to download the UCF file. For details about customizing a registration
confirmation email message, see Customizing an email message (on page 98).

If you provide a description of a file in your personal folders, the
description appears under the file name on the Session Information page. This
description can help participants to identify the course material. You can provide
a description when either initially storing the file in your personal folders, or at
any time by editing the file's description.

If you specify a password for your training session, participants must
provide the password on the Session Information page to download the course
material.

You can update or remove course material that you published at any
time, by editing the scheduled training session. To remove a file, click Remove
next to the file name. To update a file, remove it first, and then publish the
updated file.

About the Add Course Material page
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What you can do here

Select files already in your personal folders in My Folders to publish to your
Training Center Web site.

Upload new files to My Folders and then publish them to your Training Center
Web site.

Participants can download course material for review, preparation, or testing before
the session starts.

Options on this page

Option Description

File name box Enter the name of the file to upload to your folder.
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Option

Description

Browse button

Click to select a UCF presentation or document that resides in your
personal folders.

Upload button

Click to upload the specified file to your folder.

Select

Select the check box of the file to be added to the training session.

Name

Indicates the names of the files residing in your folder.

Description

Describes the folder or file.

Size

Indicates the size of the folder or file in kilobytes.

Add button

Click to publish the specified file on your Training Session Web site,
making it available to participants prior to the session start time.

Using tests in training sessions

You can add tests to your training session during the scheduling process, or after it
has been scheduled. For information on adding tests to an already scheduled training
session, see Testing and Grading (on page 407).

Adding a test while scheduling a training session

To test attendees, you must add tests to the training session that they will be

attending.

Note: During the training session scheduling process, you can only add a test
that you have already created and saved to the Test Library.

Important:During scheduling, if you selected the option to automatically delete the

training session from your Training Center Web site after it ends, a message box will

appear. If you do not turn off this option, you will lose all tests associated with this

session.
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To add atest while scheduling a training session:

1

On the Schedule Training Session or Edit Scheduled Training Session page,
scroll to Tests.

Click Add Test.

The Select from Test Library page appears.

Select a test on which to base your new test, and then click Next.

Type a name for your new test, select test delivery options, and then click Save.

For details, see Specifying test delivery options for a scheduled training session
(on page 417).

Repeat these instructions to add multiple tests to your training session.
Click Schedule or Update.

Using the scheduling templates

When scheduling a training session, you can save scheduling option settings as a
template for future use. Some scheduling information will vary from session to
session, and therefore cannot be imported into a template. The following scheduling
options are not passed on to the template:
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Date, time, and recurrence (except duration, time zone, and join-before-host
options)

Invited attendees and presenters lists (except estimated number of attendees and
presenters)

Registration data of registered attendees
Hands-on lab information and reservation

Course material and tests

When you choose a template, the scheduler's option fields are populated with the
values for the chosen template. Each template can be updated or saved as a new
template on your Training Center Web site.

To save scheduling options as a template:

1

2

On the Schedule Training Session page or Edit Scheduled Training Session
page, enter data into the scheduling option fields or change settings.

Click Save As Template, located at the bottom of the page.
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4

The Save As Template window appears.

Fill in the Template name field, or change the name if modifying an existing
template.

Click Save.

To select and use a template:

1

2

3

At the top of the Schedule Training Session page or Edit Scheduled Training
Session page, select a template from the Set options using template drop-down
list.

Enter data into the remaining scheduling option fields.
Click Schedule or Update.

To delete a template:

1

2

On the navigation bar, click My WebEX.

Click My Profile.

The My WebEXx Profile page appears.

Under Scheduling Templates, select the template.
Click Delete.

Click Update.

Allowing another host to schedule your training
session

For users with an account only

You can set up the option for other hosts in your organization to schedule a training
session for you. If another host schedules a training session in your name, you are
the only host who can start the session.

To allow another user to schedule training sessions for you:

1

2

3

If you have not already done so, log in to your Training Center Web site.
On the navigation bar, click My WebEXx.

Click My Profile.

The My Profile page appears.
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4 Under Session Options, do either or both of the following:

= Inthe Scheduling permission box, type the email addresses of the users to
whom you want to grant scheduling permission. Ensure that you separate
multiple addresses with either a comma or semicolon.

= Click Select From Host List to select users from a list of all users who have
accounts on your Training Center Web site.

5 Click Update.

Note: A user to whom you grant permission to schedule training sessions
must have an account on your Training Center Web site.

Scheduling a training session for another host

If another host set up your name to schedule training sessions on behalf of him or
her, you can schedule a training session for the host using the Schedule Training
Session page.

If you schedule a training session for another host, only the other host will be able to
start the training session. Both you and the other host can modify the training session
on the Edit Session page.

To schedule a training session for another host:
1 Log in to your Training Center Web site.
2 On the navigation bar, expand Host a Session to view a list of links.
3 Click Schedule Training.
The Schedule Training Session page appears.

4 - Under Session and Access Information, in the drop-down list next to Schedule
for, select the host's name for whom you are scheduling the session.

5 Finish completing the Schedule Training Session page. For details, see Setting
up a scheduled training session (on page 47).

6 If you have completed specifying options on the Schedule Training Session page
or Edit Scheduled Training Session page, click Schedule or Update,
respectively.
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Adding a scheduled training session to your
calendar program

Once you schedule a training session, you can add it to a calendar program, such as
Microsoft Outlook or Lotus Notes, if the feature is enabled on your site. This option is
applicable only if your calendar program supports the iCalendar standard, a common
format for exchanging calendaring and scheduling information across the Internet.

For information on adding a Personal Conference session to your calendar, see
Adding a scheduled Personal Conference training session to your calendar program
(on page 113).

To add a scheduled training session to your calendar:
1 Choose either method:

= On the Session Scheduled or Session Information page for the training
session, click Add to My Calendar.

= In the confirmation email message that you receive once you schedule or edit
a training session, click the link to add the training session to your calendar.

2 In the File Download dialog box, click Open.

3 Select the option to accept the training session request. For example, in Outlook,
click Accept to add the training session to your calendar.

Note:

If you cancel a training session, the Session Deleted page and the
confirmation email message that you receive contains an option that lets you
remove the training session from your calendar program, following similar steps
that you used for adding the training session.

If you invite attendees to a training session, the invitation email message
that they receive contains an option to add the training session to their calendar
programs.
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If you want to...

Get an overview of MeetingPlace
Personal Conference meetings

Set up a MeetingPlace Personal
Conference meeting

Add a MeetingPlace Personal
Conference meeting to your
calendar

Make changes to the
MeetingPlace Personal
Conference meeting you have
scheduled

Start your MeetingPlace Personal
Conference meeting

Cancel your MeetingPlace
Personal Conference meeting

See...

About MeetingPlace Personal Conference meetings (on
page 112)

Setting up a Personal Conference meeting or
MeetingPlace Personal Conference meeting (on page
112)

Adding a scheduled Personal Conference meeting or
MeetingPlace Personal Conference meeting to your
calendar program (on page 113)

Editing a Personal Conference meeting or MeetingPlace
Personal Conference meeting (on page 114)

Starting a MeetingPlace Personal Conference meeting
(on page 116)

Canceling a Personal Conference Meeting or
MeetingPlace Personal Conference meeting (on page
116)
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About MeetingPlace Personal Conference
meetings

A MeetingPlace Personal Conference meeting uses your Cisco Unified MeetingPlace
audio conferencing account for the audio conference, and does not have an online
portion for the meeting. MeetingPlace Personal Conference meetings are only
available if your site supports Cisco Unified MeetingPlace audio conferencing and
MeetingPlace Personal Conferencing.

Setting up a Personal Conference meeting or MeetingPlace
Personal Conference meeting

To set up a Personal Conference meeting or MeetingPlace Personal
Conference meeting:

1

2

3

Log in to your Training Center website.

On the left navigation bar, select Schedule a Training Session.
Select Advanced Scheduler.

The Advanced Scheduler displays.

On the Required Information page, for Meeting type, select Personal
Conference or MeetingPlace Personal Conference.

Enter the requested information.

Note: If you are scheduling a Personal Conference meeting, you do not
need to specify a password. By default, the password is the attendee
access code in your Personal Conference number account that is
specified for this meeting. If you are scheduling a MeetingPlace Personal
Conference, you do need to specify a password

For an overview of this page and the information requested, select the Help
button in the upper-right corner of the page.
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Required Information

2]
¥ Raequired Feld R

equired Information
Meeating type: Persanal Conference b .

Date & Tirm
Meeting topic: Status Meeting

IIIII Audio Conference
Mesting password: 20042311 @
nvile Allendeas

6 Schedule your training session now, or add more details.

= To schedule your training session with these details, select Schedule
Training Session

= To add more options, select Next or select another page in the scheduler.
After you have added the details you need, select Schedule Training
Session.

Adding a scheduled Personal Conference meeting or
MeetingPlace Personal Conference meeting to your calendar
program
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Once you schedule a Personal Conference meeting or MeetingPlace Personal
Conference meeting, you can add the Personal Conference meeting or MeetingPlace
Personal Conference meeting to your calendar program, such as Microsoft Outlook.
This option is applicable only if your calendar program supports the iCalendar
standard, a common format for exchanging calendaring and scheduling information
across the Internet.

To add a scheduled Personal Conference meeting or MeetingPlace Personal
Conference meeting to your calendar

1 Choose either method:

= On the Personal Conference Meeting Scheduled page or the Personal
Conference Meeting Information page, select Add to My Calendar.

= In the confirmation email message that you receive once you schedule or edit
a Personal Conference meeting or MeetingPlace Personal Conference
meeting, click the link to add the meeting to your calendar.
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A meeting opens in your calendar program.

2 Select the option to accept the meeting request. For example, in Outlook, select
Accept to add the Personal Conference training session item to your calendar.

Note:

= |f you cancel a Personal Conference meeting or MeetingPlace Personal
Conference meeting, the Personal Conference Meeting Deleted
confirmation page and the confirmation email message that you receive
contains an option that lets you remove the meeting from your calendar
program.

= If you invite participants to a Personal Conference meeting or
MeetingPlace Personal Conference meeting, the invitation email
message that they receive also contains an option to add the meeting to
their calendar programs.

Editing a Personal Conference meeting or MeetingPlace
Personal Conference meeting

Once you a schedule a Personal Conference meeting or MeetingPlace Personal
Conference meeting, you can make changes to it at any time before you start it—
including its starting time, topic, agenda, attendee list, and so on.

If you update any information about the Personal Conference meeting or
MeetingPlace Personal Conference meeting, including adding or removing
attendees, you can choose to send attendees a new invitation email message
containing the new details about the meeting. Attendees removed from the attendee
list receive an email message letting them know that they are no longer asked to
attend.

If you are logged in, you can edit the meeting details by clicking the link in the
confirmation email message that you received after you scheduled the Personal
Conference meeting or MeetingPlace Personal Conference meeting, or from your list
of training sessions in My WebEX.

To edit Personal Conference meeting or MeetingPlace Personal Conference
meeting from the confirmation email message:

1 Open your confirmation email message, and then click the link to view your
Personal Conference meeting information.

The Personal Conference Meeting Information page appears.
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2 Select Edit.
3 Make changes to the Personal Conference meeting details.

For details about the information requested on any page, click the Help button in
the upper-right corner of the page.

4 To save your changes to the meeting, select Save.

If you invited attendees, a message appears, asking you whether you want to
send an updated email invitation to attendees.

5 If a message box appears, click the appropriate update option, and then select
OK.

The Personal Conference Meeting Information page appears.

You receive a confirmation email message that includes information about the
changes that you made to the meeting.

6 Optional. If you added the meeting to your calendar program, such as Microsoft
Outlook, on the Training Session Updated page, select Add to My Calendar.

To edit a Personal Conference meeting or MeetingPlace Personal Conference
meeting from your list of training sessions on your Training Center Web site:

1 Log in to your Training Center website.
2 On the navigation bar, select My WebEXx.

The My Meetings page appears, showing a list of any training sessions that you
have scheduled. Personal Conference training sessions have "Personal
Conference" in the Type column.

3 Inthe list of training sessions, under Topic, click the topic for the training session.
or click the Display Info link.

4  Select Edit.
5 Make changes to the Personal Conference meeting details.

For details about the options on each page, click the Help button in the upper-
right corner of the page.

6 Select Save.

If you invited attendees, a message appears, asking you whether you want to
send an updated email invitation to attendees.

7 If a message box appears, click the appropriate update option, and then click OK.

If you select Cancel in the message box, the Personal Conference meeting is not
updated.
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g8 Optional. If you added the meeting to your calendar program, such as Microsoft
Outlook, in the confirmation email message, click the Update My Calendar link.

Starting a MeetingPlace Personal Conference meeting

Personal Conference training sessions do not start automatically at scheduled times.
You must start the audio portion of the Personal Conference first, and then you can
start the online portion of the Personal Conference.

To start a MeetingPlace Personal Conference meeting:

Call the number listed in the confirmation email or on the Personal Conference
Training Session Information page.

To access the MeetingPlace Personal Conference Meeting Information page:
1 Log in to your Training Center service site.
2 On the navigation bar, select My WebEX.

The My Meetings page appears, showing a list of any training sessions that you
have scheduled. Personal Conference meetings are listed as "Personal
Conference" in the Type column.

3 Inthe list of training sessions, select the Topic or Display Info link for your
Personal Conference training session.

The Personal Conference Training Session Information page displays.

4 If necessary, select the More Info link to display all the information about the
training session.

Under Audio conference, look for the valid phone number or numbers to call for
your MeetingPlace Personal Conference training session, as well as other
information you need to start the meeting.You may need to click the Show detailed
dial-in information link.

Canceling a Personal Conference Meeting or MeetingPlace
Personal Conference meeting

You can cancel any Personal Conference meeting or MeetingPlace Personal
Conference meeting you have scheduled. Once you cancel a meeting, you can
choose to send a cancellation email message to all attendees whom you invited to
the meeting. The Personal Conference meeting is removed automatically from your
list of training sessions in My WebEX.
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If you are logged in, you can cancel a Personal Conference meeting or MeetingPlace
Personal Conference meeting from the confirmation email message that you
received after you scheduled the meeting or from your list of training sessions in My
WebEX.

To cancel a Personal Conference meeting or MeetingPlace Personal
Conference meeting from a confirmation email message:

1

Open your confirmation email message, and then click the link to view your
Personal Conference meeting information.

The Personal Conference Meeting Information page appears.
Select Delete.

If you invited attendees, a message appears, asking you whether you want to
send a cancellation email message to all attendees whom you invited to the
training session.

In the message box, click Yes or No, as appropriate.
If you click Cancel in the message box, the meeting is not canceled.
The Personal Conference Meeting Deleted page appears.

Optional. If you added the Personal Conference meeting to your calendar
program, such as Microsoft Outlook, on the Personal Conference Meeting
Deleted page, click Remove From My Calendar to remove the meeting from
your calendar.

To cancel a Personal Conference meeting or MeetingPlace Personal
Conference meeting on your Training Center website:

1

2

Log in to your Training Center website.
On the navigation bar, select My WebEXx.

The My Meetings page appears, showing a list of any training sessions that you
have scheduled. Personal Conference meetings are indicated by the words
"Personal Conference" in the Type column.

In the list of training sessions, under Topic, click the topic for your Personal
Conference meeting.

Select Delete.

If you invited attendees, a message appears, asking you whether you want to
send a cancellation email message to all attendees whom you invited to the
Personal Conference meeting or MeetingPlace Personal Conference meeting.

In the message box, click Yes or No, as appropriate.
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If you click Cancel in the message box, the meeting is not canceled.
You receive a cancellation confirmation email message.

Optional. If you added the Personal Conference meeting or MeetingPlace
Personal Conference meeting to your calendar program, such as Microsoft
Outlook, on the Personal Conference Meeting Deleted page, select Remove
From My Calendar to remove the meeting from your calendar.

About the Personal Conference Meeting
Information page (host)

This page provides the details about the Personal Conference meeting or
MeetingPlace Personal Conference meeting you have scheduled.

What you can do on this page

Review the date, time, duration, and other helpful information about the Personal
Conference training session.

Click the More Info link to view the meeting number, audio conference
information, and meeting password. This information can help you start the audio
portion of the Personal Conference training session.

Edit the details about the Personal Conference meeting or MeetingPlace
Personal Conference meeting.

Cancel the he Personal Conference meeting or MeetingPlace Personal
Conference meeting.

Add the he Personal Conference meeting or MeetingPlace Personal Conference
meeting to your calendar, if you haven’t already done so.

Start the online portion of the Personal Conference after the audio portion has
started. (Does not apply to MeetingPlace Personal Conference meetings.)

Select this button... To...

Edit Edit the details about the Personal Conference meeting or
MeetingPlace Personal Conference meeting. For example, you can
add attendees, change the Personal Conference number account for
this training session, or change the date, time, and duration.

Delete Cancel the meeting.
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Select this button...
Add to My Calendar

Go Back

Start

To...

Add this Personal Conference meeting or MeetingPlace Personal
Conference meeting to a calendar program, such as Microsoft
Outlook.

To use this feature, your calendar program must conform with the
iCalendar standard, a format used widely across the Internet for
exchanging calendar information.

Return to the training session calendar.

Start the online portion of the Personal Conference meeting. This
button is only available after you have started the audio portion of the
Personal Conference meeting. (Does not apply to MeetingPlace
Personal Conference meetings.)

About the Personal Conference Meeting
Information page (for attendees)

This page provides the details about Personal Conference meeting or MeetingPlace
Personal Conference meeting.
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What you can do on this page

Options on this page

Click this button...
View Agenda

Review the date, time, duration, and other helpful information about thePersonal
Conference meeting or MeetingPlace Personal Conference meeting.

Click the More Info link to see the meeting number, audio conference information,
and meeting password. This information can help you join the audio portion of the
Personal Conference training session or the MeetingPlace audio conference.

Add the meeting to your calendar, if you haven’t already done so

Join the online portion of the Personal Conference after the audio portion has
started. (Does not apply to MeetingPlace Personal Conference meetings.)

To...

View Personal Conference meeting or MeetingPlace Personal
Conference meeting agenda, if the host has provided it.
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Click this button... To...

Add to My Calendar Add Personal Conference meeting or MeetingPlace Personal
Conference meeting to a calendar program, such as Microsoft
Outlook.

To use this feature, your calendar program must conform with the
iCalendar standard, a format used widely across the Internet for
exchanging calendar information.

Go Back Return to the training session calendar.

Join Once the audio portion of the Personal Conference meeting has
started, you can select Join to join the online portion of the
Personal Conference meeting. (Does not apply to MeetingPlace
Personal Conference meetings.)
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Using SCORM

If you want to... See...

get an overview of SCORM SCORM overview (on page 121)

view the SCORM page Viewing the SCORM page (on page 122)
edit the SCORM page Editing the SCORM page (on page 123)

SCORM overview

SCORM (Sharable Courseware Object Reference Model) is a set of technical
standards allowing Web-based learning systems to find, import, share, reuse, and
export learning content in a standardized way. In SCORM pages, the learning
management system (LMS) can track what needs to be delivered to the learner,
when the learner achieves the skill or competency, and sends the learner to the
appropriate level of content.

An Application Programming Interface (API) provides a standard way of
communicating with the LMS using Web-friendly JavaScript. WebEXx provides a
SCORM page in which the host can specify which information is provided in the API.

You can read more about SCORM at the following Web sites:
= www.adlnet.org

= www.imsglobal.org

= www.rhassociates.com/scorm.htm

=  www.teleologic.net/SCORM/index.htm

= www.altrc.org/specifications.asp
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Viewing the SCORM page

To view SCORM data for a scheduled training session from your personal training
calendar on your Training Center Web site, follow these steps:

1

2

Log in to your Training Center Web site.
On the navigation bar, click My WebEX.

The My Meetings page appears, showing a list of any training sessions that you
have scheduled.

In the list of training sessions, click the link for the training session that you want
to view.

The Session Information page appears.
Click a link next to SCORM data.
The Edit SCORM Information page appears.

Edit SCORM Information

Metadata Name: Training Senes_scorm
Title: Training Senes
Name of catalogue: Sample Courses Catalog
Catalog entry: CourseQ!

1D: 42169325
Desoription:

Keywords: Training Senes
Name of author: Jason Anthony
Version of this session: 1.0
Status: | Final v
HMetadata schema: ADL SCORM 2004(TM)
File format: text/miml
Course fee: no v
Copyright protected: o v
Course purpose: Discipline v,
@ [ Save and Download | [ Go Back |

To download the file, click Save and Download. Follow the instructions in the
File Download dialog box.
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Editing the SCORM page

123

To edit SCORM data for a scheduled training session from your personal training
calendar on your Training Center Web site, follow these steps:

1 Log in to your Training Center Web site.
2 On the navigation bar, click My WebEXx.

The My Meetings page appears, showing a list of any training sessions that you
have scheduled.

3 Inthe list of training sessions, click the link for the training session that you want
to view.

The Session Information page appears.
4 Click a link next to SCORM data.
The Edit SCORM Information page appears.

5 Make your changes in the text boxes, and select your options in the drop-down
lists.

6 When you have finished editing, click Save to save your changes.

7 To download the file, click Save and Download. Follow the instructions in the
File Download dialog box.






Setting Up a One-Click
Meeting

If you want to... See...
get an overview of starting a One-Click About setting up a One-Click Meeting (on
Meeting from your WebEXx service Web site page 125)

specify settings for your One-Click Meeting Setting up your One-Click Meeting on the
Web (on page 126)

install WebEx One-Click, which includes the | Installing WebEx Productivity Tools (on page
One-Click panel and One-Click shortcuts 130)

start a One-Click Meeting from your WebEx | Starting a One-Click Meeting (on page 132)
service Web site

remove WebEx One-Click, including all One- A Removing WebEx Productivity Tools (on
Click shortcuts, from your computer page 136)

About setting up a One-Click Meeting

125

WebEx One-Click allows you to start a meeting instantly from your desktop (desktop
version) and from your WebEx service Web site (Web version). You can set up one
or both versions, depending on your needs:

= Web version: allows you to start a One-Click Meeting from your WebEXx service
Web site. Doing so does not require you to download any application. For more
information about the web version, refer to the WebEx One-Click User's Guide,
which is available on the Support page of your WebEXx Service web site.
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Desktop version: if this feature and the Productivity Tools feature are enabled by
your site administrator, allows you to start and join meetings and send meeting
invitations without logging in to your WebEXx service site or navigating Web pages.
For more information about the desktop version, refer to the WebEx One-Click
User's Guide.

Setting up your One-Click Meeting on the Web

The One-Click Meeting Setup page allows you to specify options a One-Click
Meeting. You can return to the One-Click Meeting Setup page at any time to modify
your meeting.

The settings you specify apply to both the One-Click Web version and the desktop
version.

To set up your One-Click Meeting:

1

2

Log in to your WebEx Service Web site.
Click My WebEXx > Productivity Tools Setup (on the left navigation bar).
The Productivity Tools Setup page appears.

On this screen, you can also download WebEx Productivity Tools, which include
the desktop version of One-Click and its shortcuts. For details, see Installing
WebEx Productivity Tools (on page 130).

Click Set Up Now.
The One-Click Setup page appears.
Specify the meeting information and settings on the page.

For details about the options on the One-Click Settings page, see About the One-
Click Settings page (on page 127).

Click Save.

Tip: Whenever you want to edit options for your One-Click Meeting, return to the One-
Click Settings page by clicking My WebEx > Productivity Tools Setup > Edit Settings.

126



Chapter 7: Setting Up a One-Click Meeting

About the One-Click Settings page

How to access this page:
On your WebEx service Web site, do one of the following:

= |If you are setting up your One-Click Meeting for the first time, on your WebEx
service Web site, click My WebEx > Productivity Tools Setup (on the left
navigation bar) > Set Up Now.

= |f you already set up your One-Click Meeting, on your WebEXx service Web site,
click My WebEx > Productivity Tools Setup (on the left navigation bar) > Edit
Settings.

What you can do here:

Set options for your One-Click Meeting

Meeting Options

Use this option... To...

Service type Select the type of WebEx session for which you want to start a
One-Click Meeting.

This option lists only the session types available for your site and
user account.

Meeting template Select the meeting template you want to use to set options for
your One-Click Meeting. The drop-down list of templates includes:

Standard templates: Templates that your site administrator set
up for your account.

My Templates: Any personal templates that you created by
saving the settings for a meeting you previously scheduled, using
the scheduling options on your site.

Topic Specify the topic for the meeting

Meeting password Specify the password for the meeting.

Confirm password Type the password again to prevent typing errors.

Listed for all Specify that the training session appears for any users who visit

the the Live Sessions page on your site.

Available for training sessions only.
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Listed for authorized Specify that the training session appears on the Live Sessions
users only page for only users who have user accounts and have logged in
to your site.

Available for training sessions only.

Unlisted Specify that the training session does not appear on the Live
Sessions page on your site. An unlisted training session prevents
anyone from viewing information about the session, such as its
host, topic, and starting time; and helps to prevent unauthorized
access to the session. To join an unlisted training session, an
attendee must provide a unique session humber.

Available for training sessions only.

Tracking Codes

Use this option... To...

Tracking code Identify your department, project, or other information that
your organization wants to associate with your meetings.
Tracking codes can be optional or required, depending on
how your site administrator set them up.

If your site administrator requires you to select a code from a
predefined list, click the link Select Code, and then select a
code from the list or enter one in the box above.

Audio Conference

meetings, training sessions, and sales meetings only

Use this option... To...

Use Select the type of teleconference you would like to use:
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Use this option... To...

WebEx Audio: Specifies that the meeting includes an integrated audio
conference. If you select this option, select one of the
following options:

Display toll-free number: Select if your site provides
toll-free call-in audio conferencing, in which both a toll-free
number and a toll number are available. If your participants
dial a toll-free call-in number, your organization assumes the
charges for the calls. Otherwise, participants assume the
charges for their calls.

Display global call-in numbers to attendees: Select if
you want to provide a list of numbers—such as toll-free or
local numbers—that attendees in other countries can call to
join the audio conference.

Note: After you start the meeting, participants have a choice
of joining by can choose to use their computer as their audio
device, using VolIP, or to use their phone as their audio
device.

Tip: A participant must have a direct phone line to receive a
call from the teleconferencing service. However, a
participant without a direct phone line can join an audio
conference by calling a call-in telephone number, which is
always available in the Meeting window.

Personal Conference Available only if your site has the Personal Conferencing
Number Account feature turned on, and only for Meeting Center.

Select the Personal Conference number account that you
want to use for your meeting. You can manage your
Personal Conference number accounts on the My WebEx
>Personal Conferencing page.

Cisco Unified MeetingPlace  Available only if your site has Cisco Unified MeetingPlace
Audio Conferencing Audio turned on.
If you select this option, choose the type of conference:

Call-in teleconference: Select if you want customers to
dial a number to join

Call-back teleconference: Select if you want
customers to type in a phone number and receive a call
back from the conferencing service.

A participant must have a direct phone line to receive a call
from the conferencing service. However, a participant
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Use this option...

Other teleconference
service:

Use VoIP Only

None

To...

without a direct phone line can join an audio conference by
dialing a call-in number, which is always available in the
meeting window.

Specifies that the meeting includes a teleconference that
another service provides, such as a third-party
teleconferencing service or internal teleconferencing system,
such as a PBX (private branch exchange).

In the text box, type instructions for joining the
teleconference.

Specify that the meeting includes only Integrated VolP,
which allows meeting participants to use computers with
audio capability to communicate over the Internet rather
than the telephone system.

Specify that the meeting does not include either an audio
conference or Integrated VolP.

Installing WebEx Productivity Tools

If your site administrator has enabled you to download WebEx Productivity Tools,

you can start you can start or join meetings instantly using One-Click; start meetings
instantly from other applications on your desktop, such as Microsoft Office, Web
browsers, Microsoft Outlook, IBM Lotus Notes, and instant messengers; and

schedule meetings using Microsoft Outlook or IBM Lotus Notes without going to your

WebEXx service site.

Before installing WebEXx Productivity Tools, ensure that your computer meets the

following minimum system requirements:
= Microsoft Windows 2000, XP, 2003, Vista

= Microsoft Internet Explorer 6.0 SP1 or 7.0, or Firefox 3.0 or later

= Intel x86 (Pentium 400MHZ +) or compatible processor

= JavaScript and cookies enabled in the browser

To install WebEx Productivity Tools:

1 Log in to your WebEXx service Web site.
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2 Click My WebEx > Productivity Tools Setup (on the left navigation bar).
The Productivity Tools Setup page appears.

3 Click Install Productivity Tools.
The File Download dialog box appears.

4 Save the installation program to your computer.
The name of the installation file has an .msi extension.

5 Run the installation file and follow the instructions.

6 Once you complete installation, log in using your WebEx account information and
then verify your WebEXx settings for Productivity Tools, including One-Click, in the
WebEx Settings dialog box.

Note: System administrators can also perform a mass installation for
computers at their site. For more information, see the IT Administrator Guide
for Mass Deployment of WebEXx Productivity Tools at
http://support.webex.com/US/PT/wx_pt_ag.pdf
(http://support.webex.com/US/PT/wx_pt_ag.pdf).

After you have logged in, the WebEx One-Click panel and shortcuts appear. For
instructions about using the One-Click panel and shortcuts, see the WebEx One-
Click User's Guide.

The Help in the WebEx One-Click panel also provides detailed information about how
to use the One-Click panel and shortcuts.

Open One-Click

Start Meeting Now
Start Audio Only Meeting
Start a Scheduled Meeting. ..

Schedule a Meeting...
Join a Meeting...

Connect to My Computers...

WebEx Settings...

Help F1
About WebEx One-Click...

Exit
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Tip: For instructions on using the WebEx One-Click panel and the One-Click taskbar
menu, refer to the WebEx One-Click User's Guide, which is available on the Support
page of your WebEx Service web site.

Starting a One-Click Meeting

Before you start a One-Click Meeting from your WebEx Service Web site, ensure that
you set up One-Click settings. For details about setting up One-Click settings, see
Setting up your One-Click Meeting on the Web (on page 126). For details

To start a One-Click Meeting from your WebEx service Web site:

1 Log in to your WebEx Service Web site.
2 Click My WebEx > Start One-Click Meeting.
My WebEx Meetings
Q v Go to My Personal Meeting Room r‘ Start a One-Click Meeting

Your meeting starts.

To start a One-Click Meeting using the WebEx One-Click panel:
1 Open your WebEx One-Click panel by doing any of the following:
= Double-click the WebEx One-Click shortcut on your desktop.

-,

'I'IIIIII e b E x
One-Click

= Goto Start > Programs > WebEx > Productivity Tools > WebEx One-
Click.

= Right-click the WebEx One-Click icon on the taskbar of your desktop.

ORE ™ v AP 12:06PM
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If you did not specify automatic login, enter the required WebEx account
information in the dialog box, and then click Log In.

2 On the WebEx One-Click panel, click Start Meeting.

("™ webEx One-Click

Meet MNow

E@l - 'Enter email or mobile or meeting number v

@ start Meeting @8 Join Meeting

Start Scheduled Meeting
Meet Later

g Schedule Meeting

&> Edit WebEx Settings

Note: For instructions on using the WebEx One-Click panel, refer to the
WebEx One-Click User's Guide.

To start a One-Click Meeting using a One-Click shortcut:

Click one of the following shortcuts:
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Shortcut

Open One-Click

Skart Meeting MNow
Skart Personal Conference Meeting
Start a Scheduled Meeting. ..

Schedule a Meeting. ..
Join a Meeting...

Connect to My Computers, ..
WebEx Settings...

Help F1
Abouk WebEx One-Click., ..

Ezxit

! Fle gt
FZNew o) X i g Todey |[Tooy] 3)

EOOne—CkkMeetino | B schedule Meeting | WebEx

;'.‘.'e bEx~ |
Start Personal Conference Meeting
Start a Scheduled Meeting...
loin a Meeting..
My WebEx
Account Settings...
Meeting Templates..,
Set Scheduling Permission...
Help

Abaout

Description
Right-click menu of taskbar icon shortcut:

Right-click the WebEx One-Click taskbar
icon and then click Start meeting now to start
an instant meeting.

Right-click the WebEx One-Click taskbar
icon and then click Start a Scheduled
Meeting to start a previously scheduled
meeting, or click Start Personal Conference
meeting to start a previously scheduled
Personal Conference meeting.

Note: You can also right-click the WebEx One-
Click taskbar icon and then click Schedule a
meeting to schedule a WebEx meeting using
Microsoft Outlook or Lotus Notes.

For more details, see the Integration to
Outlook User's Guide and the Integration to
Lotus Notes User's Guide, which are available
on the Support page of your WebEx Service
web site.

Email and Scheduling shortcut: Click One-
Click Meeting in Microsoft Outlook or Lotus
Notes to start a One-Click meeting.

Note: You can also click Schedule Meeting in
Microsoft Outlook or Lotus Notes to schedule a
WebEx meeting using Outlook or Lotus Notes.

For more details, see the Integration to
Outlook User's Guide and the Integration to
Lotus Notes User's Guide, which are available
on the Support page of your WebEx Service
web site.
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Shortcut

% Windows Messengen

File Actions Tools Help REE:SS

Start WebEx Meeting Chrl+5

P )
h onlin ywehey Settings
) Click here tojoint|  Hide Start Buttaon

9 all Contacts (0 About

: Share Browser ‘WebEx ~

WebEx | -

Start Meeting Mow
Start Personal Conference Meeting
Start & Scheduled Mesting

Schedule a Meeting...
Join a Meeting...

WebEx Sattings...

Help
Abaut WebEx Productivity Took

WebEx =

Share As Document..,

Share As Application...

As Application. ..

»
»
»
»

Send To

Cut
Copy

Create Shorteut
Delete
Rename

; Properties

Description

Instant messenger shortcut: Click WebEx >
Start WebEx Meeting to start a One-Click
meeting in your instant messenger, such as
Skype, AOL Instant Messenger, Lotus
SameTime, Windows Messenger, Google
Talk, or Yahoo Messenger. For more details,
see the Integration to Instant Messengers
Guide, which is available on the Support page
of your WebEx Service web site.

Available for meetings, sales meetings,
training sessions, and support sessions only.

Web browser shortcut: Click this icon to start
your meeting.

Note If you previously customized your
Internet Explorer toolbar, the shortcut button
may not automatically appear on the toolbar.
Instead, it is added to the list of available
toolbar buttons in Internet Explorer. In this
case, you must add the button to the toolbar,
using the Internet Explorer Customize option.
To access this option, on the View menu, point
to Toolbars, and then choose Customize.

Available for meetings, sales meetings,
training sessions, and support sessions only.

Microsoft Office shortcut: In Microsoft Word,
Microsoft Excel, and Microsoft PowerPoint,
select Share As Document or Share As
Application. This command starts the meeting
and automatically shares the application you
are using, including all files that are already
open in that application. You can still work in
the application during the meeting.

Available for meetings, sales meetings,
training sessions, and support sessions only.

Right-Click menu shortcut: Right-click the
icon for an application or document file on your
computer, and then point to Share in WebEx
Meeting > As Application. This command
starts the meeting and automatically shares
the application, including all files that are
already open in that application. You can still
work in the application during the meeting.

Available for meetings, sales meetings,
training sessions, and support sessions only.
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Tip:
Once you start a One-Click Meeting, it appears on your Personal Meeting
Room page, unless you specified it to be an unlisted meeting. If you provide

others with the URL for this page, they can quickly join your meeting by clicking
the link for the meeting on this page.

You can control which shortcuts are available in the WebEXx Settings
dialog box.

For instructions on using the WebEx One-Click shortcuts, refer to the
WebEx One-Click User's Guide.

Removing WebEXx Productivity Tools

You can uninstall WebEx Productivity Tools at any time. Uninstalling Productivity
Tools removes all Productivity Tools, including the WebEx One-Click panel and One-
Click shortcuts, from your computer.

To uninstall WebEx Productivity Tools:
1 Click Start > Programs> WebEx > Productivity Tools > Uninstall

2 Click Yes to confirm that you want to uninstall WebEx Productivity Tools.

To uninstall WebEx Productivity Tools from the Control Panel:
1 Click Start > Settings > Control Panel.

2 Double-click Add/Remove Programs.

3 Click WebEx Productivity Tools.

4 Click Remove.

o1

Click Yes to confirm that you want to uninstall WebEx Productivity Tools.

Note: Uninstalling Productivity Tools removes all Productivity Tools and
shortcuts from your computer. If you want to keep using some Productivity
Tools but disable others, edit the options in the WebEx Settings dialog box.
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Starting, Modifying, or
Canceling a Training
Session

If you want to... See...

start an instant training session Starting an instant training session (on page 137)
get an overview of starting a scheduled Starting a scheduled training session (on page
training session 139)

start a scheduled training session from a Starting a scheduled training session from a
confirmation email message confirmation email message (on page 140)

start a scheduled training session from your | Starting a scheduled training session from your
training sessions page training sessions page (on page 140)

Starting an instant training session

If your Training Center Web site includes the instant training session option, you can
start a training session at any time, without the need to schedule it first. An instant, or
impromptu, training session can include an audio conference.

Once you start an instant training session, you can optionally invite attendees. Each
invited attendee receives an invitation email message that includes information about
the training session and a link that the attendee can click to join the training session.
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To start an instant training session:

1

2

3

10

11

12

13

Log in to your Training Center Web site.

On the left navigation bar, expand Host a Session to view a list of links.
Click Instant Session.

The Start an Instant Training Session page appears.

Type the training session's topic in the Topic box.

Type a password for the training session in the Set Session Password and
Confirm password boxes. A valid password should contain at least 6 characters.

Attendees must provide this password to join the training session.

Optional. If you do not want the training session to be included in the list of
sessions on the training session calendar, select Unlisted training session. For
details, see Specifying whether a training session is listed or unlisted (on page
53).

Optional. To include an integrated audio conference, select the Audio
Conference check box.

Click Start Session.
If you did not select an audio conference, the Session window appears.

If you selected an audio conference, select the type of conference that you would
like on the Audio Conference Settings page that appears. See Specifying audio
conferencing options (on page 58) for details.

Click OK.

If you haven't already set up Training Center on your computer, the Set Up
Training Center page appears. Click Set Up.

If your Training Center requires that you provide tracking information for the
training sessions that you host, do one of the following for each option on the
Tracking Codes page that appears:

= Type a code or other text in the box.

= |f your site administrator requires you to select a code from a predefined list,
you cannot type text in the box.

= |f a predefined list of codes is available, click the code's label, then, in the list
that appears, select a code. Click OK.

The Session window appears, and the Audio Conference dialog box appears.

Follow the instructions in the dialog box to start the audio conference.
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14 Optional. After starting the session, invite attendees to the training session by
sending them invitation email messages that include instructions for joining the
training session.

Note: To receive a call back, an attendee must have a direct phone line. If a
receptionist answers the call, or the attendee's phone system uses a
recorded greeting for incoming calls, the attendee cannot receive a call back.
However, an attendee without a direct phone line can join an audio
conference by calling a call-in telephone number, which is always available in
the Session window, on both the Info tab and in the Session Information
dialog box.

If you set up an Integrated VolP conference, the presenter must start the
conference after you start the training session.

Starting a scheduled training session

If you want to... See...

get an overview of starting a scheduled About starting a scheduled training session (on
training session page 139)

start a scheduled training session from a Starting a scheduled training session from a
confirmation email message confirmation email message (on page 140)

start a scheduled training session from your | Starting a scheduled training session from your
training sessions page training sessions page (on page 140)

About starting a scheduled training session

Training Sessions do not start automatically at scheduled times. As the training
session host, you must first start a training session, then attendees can join the
session. You can start a training session that you scheduled at its starting time, or
any time before or after that time.

Once you schedule a training session, you receive a confirmation email message
that includes a link that you can click to start the session. Or, you can start the
training session from your personal sessions page on your Training Center Web site.
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Starting a scheduled training session from a confirmation
email message

You can start your training session from the confirmation email message that you
receive after you schedule your session.

To start a training session from the confirmation email message:

1

Open your confirmation email message, and then click the link.

If you are not already logged in to your Training Center Web site, the Log In page
appears.

If the Log In page appears, provide your account username and password, then
click Log In.

The Session Information page appears.
Click Start Now.
The Session window appears.

If the training session includes an audio conference, the Audio Conference dialog
box appears. Follow the instructions in the dialog box to start the audio
conference.

Starting a scheduled training session from your training
sessions page

You can start your training session from your training sessions page on your Training
Center Web site.

To start a training session from your training sessions page:

1

2

3

Log in to your Training Center Web site.
On the navigation bar, click My WebEX.
Click My Meetings.

The My WebEx Meetings page appears.

Use the Daily, Weekly, Monthly, or All Meetings tab to find the training session
that you would like to start.

Click Start.
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The Session window appears.

If the training session includes an audio conference, the Audio Conference dialog
box appears. Follow the instructions in the dialog box to start the audio

conference.

Modifying a scheduled training session

If you want to...

See...

get an overview about modifying a scheduled
training session

About modifying a scheduled training session (on
page 141)

modify a scheduled training session from a
confirmation email message.

Modifying a scheduled training session from a
confirmation email message (on page 141)

modify a scheduled training session from
your training sessions page in My WebEXx.

Modifying a scheduled training session from your
training sessions page (on page 142)

About modifying a scheduled training session

Once you schedule a training session, you can modify it at any time before you start
it—including its starting time, topic, password, agenda, and so on.

If you update any information about a training session, including adding or removing
attendees, you can choose to send attendees a new invitation email message that
informs them that you have modified information about the training session.
Attendees whom you removed from the attendee list receive an email message
informing them that the training session was canceled.

You can modify a training session from the confirmation email message that you
received after you scheduled the session, or from your personal sessions page on

your Training Center Web site.

Modifying a scheduled training session from a confirmation

email message

You can modify a training session from the confirmation email message that you

received after scheduling a training session.
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To modify a training session from the confirmation email message:

1

Open your confirmation email message, and then click the link.

If you are not already logged in to your Training Center Web site, the Log In page
appears.

If the Log In page appears, provide your account username and password, and
then click Log In.

The Session Information page appears.
Click Edit.

Modify the training session. For more information about the options that you can
modify, see Starting a scheduled training session (on page 139).

To save your changes to the training session, click Update.

If you invited attendees, a message appears, asking you whether you want to
send an updated email invitation to attendees.

In the message box, click the appropriate update option, and then click OK.

You receive a confirmation email message that includes information about the
changes that you made to the training session.

Modifying a scheduled training session from your training
sessions page

You can modify a scheduled training session from your list of sessions on your
Training Center Web site.

1

2

3

Log in to your Training Center Web site.
On the navigation bar, click My WebEXx.
Click My Meetings.

The My WebEx Meetings page appears.

Use the Daily, Weekly, Monthly, or All Meetings tab to find the training session
that you would like to modify.

In the list of training sessions, under Topic, click the topic name for your training
session.

The Session Information page appears.
Click Edit.
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7 Modify the training session. For more information about the options that you can
modify, see Starting a scheduled training session (on page 139).

g8 Click Update.

If you invited attendees, a message appears, asking you whether you want to
send an updated email invitation to attendees.

9 In the message box, click the appropriate update option, and then click OK.

If you click Cancel in the message box, the training session is not updated.

You will receive a confirmation email message.

Canceling a scheduled training session

If you want to...

See...

get an overview about canceling a scheduled
training session

About canceling a scheduled training session
(on page 143)

cancel a scheduled training session from a
confirmation email message.

Canceling a scheduled training session from
a confirmation email message (on page 144)

cancel a scheduled training session from your
training sessions page in My WebEx.

Canceling a scheduled training session from
your training sessions page (on page 144)

About canceling a scheduled training session

143

You can cancel any training session that you have scheduled. Once you cancel a
training session, you can choose to send a cancellation email message to all
attendees whom you invited to the training session. Canceling a training session

deletes it from your list of training sessions.

You can cancel a training session from the confirmation email message that you
received after you scheduled the training session or from your list of training sessions

in My WebEx.
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Canceling a scheduled training session from a confirmation
email message

To cancel a training session from a confirmation email message:

1

Open your email confirmation message, and then click the link.

If you are not already logged in to your Training Center Web site, the Log In page

appears.

If the Log In page appears, provide your account username and password, and

then click Log In.
The Session Information page appears.

Click Delete, and then click OK to confirm that you want to cancel the training
session.

If you invited attendees, a message appears, asking you whether you want to
send a cancellation email message to all attendees whom you invited to the
training session.

In the message box, make the appropriate selection and then click OK.
If you click Cancel in the message box, the training session is not canceled.
You will receive a cancellation confirmation email message.

On the Sesson Deleted page, click OK.

Note: If the iCalendar feature is available on your site, and you have added
this training session to your calendar, click Remove From My Calendar to
remove it. There is also a link available in the email confirmation message.

Canceling a scheduled training session from your training
sessions page

To cancel a scheduled training session from your training sessions page on
your Training Center Web site:

1

Log in to your Training Center Web site.
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2 On the navigation bar, click My WebEXx.
3 Click My Meetings.
The My WebEx Meetings page appears.

4 Use the Daily, Weekly, Monthly, or All Meetings tab to find the training session
that you would like to cancel.

5 In the list of training sessions, select the check box for the training session you
wish to delete.

6 Click Delete, and then click OK to confirm that you want to cancel the training
session.

If you invited attendees, a message appears, asking you whether you want to
send a cancellation email message to all attendees whom you invited to the
training session.

7 In the message box, click Yes or No, as appropriate.
If you click Cancel in the message box, the training session is not canceled.

You receive a cancellation confirmation email message.

Note: If the iCalendar feature is available on your site, and you have added
this training session to your calendar, click Remove From My Calendar to
remove it. There is also a link available in the email confirmation message.
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Understanding the Session

Window

The Session window displays the content viewer on the left side, where you share
documents, applications, desktops, and other items with attendees. The right side of
the Session window contains panels, which you can display or hide as you need

them.

This chapter gives you a quick overview of the Session window and the elements

that compose it.

If you want to ...

See ...

learn about the Session window and the tools
for sharing information

A quick tour of the Session window (on page
147)

learn how to manipulate the panels

Working with the panels (on page 151)

access panels while you are in full-screen
view

Accessing panels in full-screen view (on page
160)

learn about alerts for panels you have
minimized or collapsed

Understanding panel alerts (on page 163)

A quick tour of the Session window

The Session window provides the online environment where training session

participants interact.
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In the Session window, you can share documents, presentations, desktops, and Web
content, send chat messages, coordinate polls, and perform other training session
management tasks.

If you want to ... See ...

get an overview of the Session window Your first look at the Session window (on
page 148)

learn about the tools available in the content | Tools for sharing

viewer

learn about the view tools Changing views of shared content

learn about the annotation tools Using annotation tools on shared content (on

page 224)

Your first look at the Session window

The following figure shows the basic components of the Session window:

= Sharing icons in the upper left corner provide easy access to the presentations,
documents, applications, desktops, or whiteboards that you want to share.

= Documents and whiteboards you have opened appear as viewer tabs at the top
of the Session window. To rename or change the order of these tabs, see
Renaming the tab for a presentation, document, or whiteboard or Reordering the
tabs for documents, presentations, and whiteboards.

= You manipulate panels using a mouse click to open, close, and minimize them.
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Ja0n Athony's ranng session

Topk: training session

»~ Y

Audio Conference Irwite & Rermind
(Conmectod) of

Q Q

B shore tty Desktop v

Q B ¢ Tiwg Semmn

v Paelet: 1
© '\ Jason Anthony (iost, me) -4
~ Atondee: 1
Q  Jawn Dave Q -
@ VvV X 4 » s & &
o Yoba Iy P - a1
T

Sed o | A Particpants -

Covected 4 = e

Wabhoy  Se00n Mo, £43 U56 460 | You #w PITCEENG I 11 200 CONMUNGE Lang your shans

Note: For Mac users, the Session window appears as shown below. Although

Click for audio conference options

Click to invite more participants or remind invitees
Click to share your desktop

Click to see more sharing options

Click to record your session

View or interact with participants

Click to end your session
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there are slight differences from the images and descriptions included in this
section, the functionality remains the same.

Cisco s
WoDEX  Session No. 643 853 139 | Attendee ID: 3 | Connected & & &l

v 38 participants

Jason Anthony's training session

Topic: training session

‘ @ Jason Anthony (Host) l

Audio Conference Invite & Remind v Panelist: 1

(Connected) o

@ '\ Jason Anthony (Host, me) [!][i]
~ Attendee: 1

@ @ 3 Justin David

! Share My Desktop =~

g4 v X 4 » e
Q& End Training Session @+ Make Presenter |Audio)

| 9 Chae

The following table describes what you can do with each menu.

File Edit Share Miew Audio Participant Session Breakout Help

Menu Description

File Provides commands for saving, opening,
printing, or transferring files during a training
session; and ending or leaving a training
session.

Edit Provides commands for editing shared
content in the content viewer.
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Menu Description

Share Provides commands for sharing documents,
presentations, applications, Web browsers,
desktops, multimedia Web content, and
whiteboards.

View Provides commands for displaying
information in the content viewer on a host's,
presenter's, or attendee's screen.

Audio Provides commands for setting up an audio
conference.
Participant Provides commands pertaining to

participants, such as inviting a participant to
a training session, assigning roles and
privileges, controlling participants' audio, and
so on.

Session Provides commands pertaining to the training
session, such as viewing training session
information, restricting access to the training
session, and recording the training session.

Breakout Provides commands pertaining to breakout
sessions, such as starting a breakout session
and controlling breakout sessions.

Help Provides information about the Training
Center service.

The content viewer displays one or more documents, presentations, applications,
and whiteboards that you share during a training session. Tabs at the top of the
viewer allow you to switch among multiple shared documents, presentations, and
whiteboards.

Working with the panels

If you want to... See...

get an overview of the panels Panels overview (on page 152)

minimize and restore panels Minimizing and restoring panels (on page
153)
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If you want to...

See...

expand or collapse panels

Expanding and collapsing panels (on page
155)

open, close, or rearrange panels

Managing panels (on page 156)

restore the panels

Restoring the panel layout (on page 157)

resize the content viewer and panels areas

Resizing the content viewer and panels areas
(on page 157)

access the panel options

Accessing panel options (on page 158)

Panels overview

The panels on the right side of the Session window are very flexible. You can open,

expand, or close them quickly and easily. You can also minimize all the open panels
to icons, providing greater space for sharing documents, applications, and other
items with training session participants.

Your service selects which panels display initially.

In this example, note the following:

the Recorder, Q&A, and Polling panels are minimized

the Participants and Chat panels are open

the Breakout Sessions panel is collapsed
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¥ Panelist: 1

@ () Jason Anthony (Host, me)

v Atterdee: 1
W ustin Davd [

O v X ¢« » & - & &

. 'f':Jr':": .:-\’»_: | Audo =~ &. ; !
from Jason Anthony to All Participants:
H Justin, thanks for joining!

Send to! ’Allputtipmu

| Send

Use the arrow icon on the left side of the panel title bar to collapse or expand a panel.

Minimizing and restoring panels

153

Minimizing and restoring panels has no effect on other participants' displays.

Note: If you use the Restore Panels command after you have minimized
panels using the Minimize all command, those panels also display for the

other participants.
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To minimize a panel:

Click the Close icon on the title bar of the panel you want to minimize.

* [0 Recorder

The panel no longer displays. It appears as an icon on the icon tray at the top of the
panels.

To restore a minimized panel:

Click its icon on the icon tray.

from lason Anthony to All Participants:
Hi Justin, Hhanks For poining!

To minimize all panels:
1 On the icon tray, click the drop-down arrow.

2 On the drop-down menu, choose Hide Panels.

B2 participants Restore Layout

~ W Chat
from Jason Anthony to All Park it

Hi Justin, tharks F ining!
stin, thanks for joking Manage Panels. .,

The open panels shrink to icons on the icon tray.
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To restore all minimized panels:

The Restore Layout command quickly restores all panels you have minimized using
the Hide Panels command.

1 On the icon tray, click the drop-down arrow.
2 On the drop-down menu, choose Restore Layout.

Minimized panels now display.

Note: For Mac users, minimizing and restoring panels are controlled from the
icon tray located below the panels. Click an icon to make a panel appear or
disappear. You can also restore or manage panels from this area.

i (@[ B o w2

Restore Layout
Manage Panels...

Expanding and collapsing panels

155

Expanding and collapsing panels has no effect on other participants' displays.

To collapse a panel:

Click the icon in the upper left corner of a panel to collapse it.

¥ @B Recorder -

The panel collapses, leaving only the title bar visible.
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To expand a panel:

If a panel is collapsed (you only can see its title bar), click the icon in the left corner of
the title bar to expand it.

Managing panels

You can determine which panels are displayed in the training session window, and in
which order they will be displayed:

To manage the display of panels:
1 Click this button.

=  for Windows

i 2}2 for the Mac

2 Choose Manage Panels from the menu.

" B Monage Panels £ Use the Add or Remove buttons to
specify which panels should display in
Please select panels you wank to enable: your training session window.
Avdlatls panels: Use the Move Up or Move Down
w" 1 buttons to specify the order of the
v panel display.
<< Remove :i’.,,‘;, . Click the Reset button to restore the
panel view to the default layout.
e J Clear the check box beside Allow
Move Down | participants to change the
sequence of panels if you want to
*These panels are avalable to partiopants with spprogriste privieges. permit attendees to manage their own
Note: On ths floating icon tray, only the first four pansis wil be displayed. display of panels.
The remaining panais wil be avadable from the marw,
[V Allow participants to change the sequence of panels.
Reset oK | _Concel
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Restoring the panel layout

If you have closed, minimized, or expanded or collapsed panels, you can restore the
display to the layout

= you specified in the Manage Panels dialog box.

= that existed when you first joined the training session (if you did not specify a
layout via the Manage Panels dialog box)

To restore the panel layout:

1 Click this button.

= for Windows

i #v‘ for the Mac

2 Choose Restore Layout.

Resizing the content viewer and panels area

157

When you are sharing a document or presentation, you can control the size of the
content viewer by making the panel area narrower or wider.

Note: This feature is unavailable when you are sharing your desktop, an
application, or a Web browser.

To change the size of the content viewer and panels:
Click the dividing line between the content viewer and the panels.
= Drag the line to the left to make the area devoted to the panels wider.

= Drag the line to the right to make the content viewer larger.
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4
Send to; L All Participants tJ

St ‘,_«n.m adirtentintan ot &

4
| Send | l

For details about hiding, minimizing, and closing the panels, see Accessing panels in

full-screen view.

Accessing panel options

You can access the options related to any panel by right-clicking its title bar to see a
menu of commands. Each panel title bar includes common commands to control the
panel, but the following panels have additional options.

Note: For Mac users, select the ctrl key and then click a panel's title bar to
view its options.

Panel

Options

Participants

Sound Alerts: Lets you choose a sound to play when a participant:
Joins a training session
Leaves a training session

Selects the Raise Hand button

Chat

Sound Alerts: Lets you choose the kinds of chat messages for which you
want a sound to play. Select a sound from the drop-down list or click
Browse to find a sound in a different location on your computer.
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Panel Options

Q&A Attendee Options: Available for only the training session host. Displays
the Attendee Options dialog box, from which you can determine what the
attendees see during a Q&A session.

All Manage Panels: Opens the Manage Panels dialog box, where you can
determine which panels are displayed in the training session window.
More (on page 156)

Right-clicking the participant's name

You can control some of the actions of an attendee directly from the Participants list.
Right-click a participant's name to see a menu of commands related to the
participant.

Note: For Mac users, select ctrl and then click the participant's name.

40 Name L& 2of 2ready Fesdback
@ Pansksts: 1
' ) Jason Anthony (Host) .
© arendees: 1
Change Role To »
Q—‘ Assgn Privileges...  Qulk |
Maka Present L il
Mute i |
) ol ¢l || |t
Exra. Y |
Chat
Option Description

Change Role To | Select to change the participant's role to Presenter, Panelist, Attendee,
or Host. Options that are not available for a participant will not be
selectable.
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Option Description

Assign Select to set privileges for the attendees. This option is available only for

Privileges the training session host.

Mute Select to mute a participant during an audio conference.

Unmute Select to unmute a participant during an audio conference.

Mute All Select to mute all participants during an audio conference.

Unmute All Select to unmute all participants during an audio conference.

Chat Select to open the Chat panel, which will have the participant's name pre-
populated in the Send to box.

Accessing panels in full-screen view

If you want to... See...
get an overview of how to access panels Overview of Session Controls Panel (on page
while you are in full-screen view 160)

share documents or software while you are in | Sharing documents or software while in full-

full-screen view screen view (on page 161)
resize the displays for attendees to match Synchronizing attendee displays (on page
yours 162)

Overview of Session Controls Panel

While you are viewing or remotely controlling a shared application, desktop, or Web
browser, or viewing a shared remote computer, the presenter can switch between a
standard window and full-screen view.

In full-screen view, you can access the panels from the Session Controls Panel
located at the top of your screen.
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Pause Share Assign Dmkon: Chat Pasorder Arentate

' STOP SHARING w i ~ 'au;. > 4 {« \ ‘-l . , @ |/

Sharing documents or software while in full-screen view

In full-screen view, you have access to sharing and viewing options from the Session
Controls Panel.

Sharing a document in full-screen view

To display a document:

1 On the Session Controls Panel, click the Select Content to Share icon.

' STOP SHARING W "R B LR .-! .m; il:
Pause Share Aszzign Audie Mute Ma ﬁamwmt va Racorder

' mm

2 Select Share File (Including Video).

If the document that you wish to share is already open, it will be available in the
list for you to select. If not, select Share File (Including Video).

Qo il - &- o &
Pause Shn~ Assgn Audio Muta Me
[] sraomyousicon+ [t

| shere e (indudngVideo) | From My Cormputer... ]

Share Applcation >
Share whieboard >
Share Web Content »

Share Web Browser
Share Remote Computer...
Share My Session Window

161



Chapter 9: Understanding the Session Window

3 Select the file that you want to share and click Open.

Sharing an application in full-screen view

To share an application:

1 On the Session Controls Panel, click the Select Content to Share icon.

& I:‘

2 Select Share Application.

F - - 4 ‘v' ] ‘.‘ A <
Wl av W = - g — BE A
Share Aszign Audio Mute Ma \ Particpans Chw Rocorder Aneo
~ |\ Youars sharing this monkor, "
—

3 Select the application you want to share or select Share a New Application to

open an application not already running on your desktop.

Sharing your desktop in full-screen view

In full-screen view, you can share your desktop if you have not already done so.

To share your desktop while you are in full-screen view:

1 On the Session Controls Panel, click the Select Content to Share icon.

(3= 3V ) - A g
| e Ul |- A 9 % - oBoa /7
Pause Share Aszian Ao Mute Ma \ Particpanes Cha Raocoeder Arcatate
- | Youarnshurmgthemonkor. |
e —

2 Select Share Desktop.

Synchronizing attendee displays

To resize the display of participants to match your display:

1 Click this button on the Event Controls Panel.

162



Chapter 9: Understanding the Session Window

-

2 On the menu, choose View > Synchronize for All.

All attendee displays now match your display.

Understanding panel alerts

If you want to... See...

get an overview of panel alerts Overview of panel alerts (on page 163)
learn about alerts for collapsed panels Alerts for collapsed panels (on page 164)
learn about alerts for minimized panels Alerts for minimized panels (on page 163)

Overview of panel alerts

If you have minimized or collapsed the Chat, Q & A, or Polling, or Participants
panels, and any of those panels requires your attention, you see an orange alert on
that panel.

Here are the reasons for seeing alerts:

= A participant arrives or leaves a training session

= A Raise Hand indicator appears in your Participants list.
= An attendee sends a chat message.

= An attendee sends a question.

= A poll opens or closes

= Poll answers are received

Alerts for minimized panels

If you have minimized a panel, the icon representing that panel blinks for a few
seconds and changes color to alert you to a change.
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49 Name &

& Panelsts: 1
“ admin OOOWebEx QOO (. »
© Attendees: |

20of 2ready Feadback

Alerts for collapsed panels

If you have collapsed a panel, the Expand/Collapse icon blinks for a few seconds
and changes color to get your attention to a change.

w ¥ Breakout Session
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Accessing the Session
window using the keyboard

Windows operating system participants who have special needs, or who are power
users, can navigate around the Session window using keyboard shortcuts. Some of
these shortcuts are standard in the Windows environment.

Press to
F6 Switch between Session window areas (on page 166)
Ctrl+Tab Switch between open documents (on page 166) in the content area

Navigate within the panels area (on page 167)
Switch between tabs in the Invite and Remind dialog box and the
Preferences dialog box (on page 169)
Shift+F10 Use right-click menus (on page 168)
Work with the participant list (on page 169)
Copy text from the Chat panel (on page 174)

Tab Switch between elements (on page 170), such as buttons, fields, and
check boxes within a dialog or panel

Arrow keys Switch between options in dialog boxes (on page 172)
Alt+F4 Close any dialog box (on page 175)
Spacebar Check or uncheck an option box (on page 173)

Enter text in an input box (on page 175)

Enter Carry out the command for the active button (on page 176) (usually
replaces a mouse click)
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Press
Ctrl+A

Ctrl+Alt+Shift

Ctrl+Alt+Shift+H

to

Copy text from the Chat panel (on page 174)
Show the Session Controls Panel (on page 177) in full-screen mode

Hiding the Training Session controls, panels, and notifications

Navigating between Session window areas

Select F6 to switch between the content area and the panels area.

D Wehifs Mesting Center - Check BT

Dis [t Tham  Yew  fuda

Ry Cooc's meetirg
Topic: ChedkTT

\

Mascho Conference

Patkipmnt Masting Hep

Bl e My Desttep

fFEhEl:l: Moating rumbor: 335 356 280 | To get a calldn number, chora Meeting, then nformation on tha man

Comacted = & b

Navigating between open documents

Select Ctrl+Tab to switch between open documents in the content area of the

Session window.
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® CocnwWehts Maesting Conter - CheckTT

Fle Edt Shue Yew fdo  Petcpent  Mesting W
sk Shat Heating [nio " = i
ST #~O=g* - Clr - | [0 Moo widik -| -

c... ] Spmaking;

Marcom Workflow Process: o leeatleisabd )

Tex et 4 cabn number, chooes Mesting, then Informa tion on e menu

Navigating the panels area

The panels area contains:
= the panel icon tray from which you can select panels to open or close

= any panels that are currently open
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Select Ctrl+Tab to switch between the panels

v I Participants — icon tray and any open panels.
LE.:_.-_-_:- ing
[ ¥ Rebecca Cox (Host, ma) £ | -
B Ao == || 2+
Sendbto: | Everyone -
Sand

To navigate within the panels icon tray:

Select Tab to navigate from one icon to
the next.

Using the spacebar and Enter keys open
and close a panel.
@ [-]
When focused on the drop-down menu

arrow, use the spacebar or down arrow keys
to open the drop-down menu.

Select Esc to dismiss the drop-down list.

Using right-click menus

Currently you can use the shortcut keys Shift+F10 to open the right-click menu in the
following panels and elements:

= Participant panel
= Chat panel

= Notes panel
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= Closed Captions panel
= File Transfer window

= Shared whiteboard and file tabs

Working with the participant list

The participant panel provides a right-click menu that allows you to act upon a
participant depending on your role in the meeting.

= If you are the host or presenter, you can perform actions such as making
someone else the presenter; or muting another participant's microphone if it is too
noisy.

= |If you are not the host or presenter, you can perform actions such as asking to
become the presenter or muting your own microphone.

* M participants o Use the up and down
arrow keys to navigate
between participants.

v Rejgecca Cox (Host, me) lec/ | Select Shift+F10 to
Change Role To v open the right-click menu on

\ a specific participant.

Gssign Privieges. ..

Speaking

Pe Robers

Avidio

Switching between tabs in dialog boxes

Currently you can use the shortcut keys Ctrl+Tab to switch between tabs in the
following dialog boxes:

= |nvite and Remind
= Preferences

= Meeting Options
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= Participant Privileges

Note: You can also use Ctrl+Tab to navigate between open documents (on

page 166) in file sharing and navigate between panels (on page 167) in the
meeting window.

Switching between elements in dialog boxes or
panels

When you open a dialog box or a panel, you can switch between the elements using

the Tab key. Each dialog box or panel will have an initial focus area from which you
can begin navigating.

For example, if you open the Audio Conference dialog box, here is how the Tab key
guides you through the elements:

The fis tim the Aucio Conference

dialog box opens, the initial focus is on
0 se your phone or computer to join this audo conference. . | Use Phone.

Continually selecting Tab moves the
» ke Phone| 1 initial focus focus through the elements, and
eventually back to Use Phone.

~

= 3
¥ Use Computer for Audio @

When the focus is on an element that can be expanded, or a drop-down box, select
Enter to expand and view the information.
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* Audio Conference - X If you have expanded a drop-down
box, use the down arrow key to move
0 5= your phone or computer to join this audo confisrence., the focus through the drop-down list of
options.
Boe Plaone | 1-400566 7646 (Dfice) Select Esc to dismiss the drop-
down list.
1-41 56095785 (Cal)
1-40BS66TE4E
1-6509459465
1-(E50) 405408
1={408) S&6b-Teds

» Use Computy =21 ™= o & new number

1wl callin

Manage phone rumbers.. .

Tab order

For dialog boxes with multiple sections, use Tab key to navigate through the options.
The order of navigation is through one section at a time, going from top-to-bottom
and then left-to-right.

*® participant privileges

[ DIEETS 000 Comunicats {particpans |

................. 8

Select the privileges that you want to 25sign to all participants.

Document: i IMzating
[ Prink ¥ Participant lisk [ Share documents
[ Annotate [T vy document I¥ Contral shared
) applications,
[~ Sava ™ Ttumtnails b o
[ Aoy page deskbop remotely

I™ Record a mesting

[~ assign all privileges

| FReset boMeeting Defauls | | Assign Cancel

Note: If you focus on a button, and then want to click it, simply select Enter.
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Switching between options in dialog boxes

When you open a dialog box or a panel, you can switch between options using the
Arrow keys. Each dialog box or panel will have an initial focus area from which you

can begin navigating.

Here are some examples.

“® Lock Focus on a Participant |z|

YWho do you want participants to see?
(#) The active speaker
0 A specific participank:

I

H Cancel |

* Share Web Contents

To share web content, type the addrass (URL) balee and sedact the type of conbent

you are sharing:

X

Address: |
Example: wew, webss . com

Type: IL-'n'ahPa;ut’,htm:*‘.l'bnh*.aspj*.pl'lp]

QK

Use the Up and Down
Arrows to move between
the options.

Within an option, use the
Tab key.

Use the Up and Down
Arrows to navigate file
types when sharing web
content.
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Arrows to adjust volume
when using your computer
Speaker for audio.

Seleck a speaker to best:
| SoundMAX HD Audio [=] | Test

Chedk i tha volume is turned up:

- ) ] +

Microphone
Select & microphone bo test:
1 |5-:.urdﬂn.x|-|:| Audia | - |
\_._)
=

Spesk inko vour microphane and sdiust the valume unkl the
graen bar movas into the good range.,

= [ ] +

Automaticaly adjust volume

Note: If you focus on a button, and then want to click it, simply select Enter.

Checking and unchecking option boxes

Use the spacebar to check and uncheck option boxes.

In the following example, the option Remember phone numbers on this computer
is checked.
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*® Audio Conference [

) Use your phane or computer to join this audio conference,

¥ Usze Phone | Call me at a new number

= ~ Enter a phone number
—

[+] femember phore: number on this compuber
—_

| call Me

® Use Computer for Audio @

Copying text from the Chat panel

if you don't want this
option checked:
Navigate to the check box using

the Tab and down arrow keys as
required.

Select the spacebar to uncheck
the box.

The Chat panel provides a right-click menu that allows you to copy text from the Chat

history area.

» W Chat

: from Jason Anthony to Everyone:
: Hello everyone

! from Jason Anthony to Everyone:
| Thanks for joining today!

. from Jason Anthony Lo Everyone:
e will start in 2 Few minutes,

Copy

Select A

Sendko: | Everyone

- |

| Send

With the focus on the Chat
history area, select
Shift+F10 to open the right-
click menu. Use this function
to copy text or to select all
text. Alternatively, you can
use Ctrl+A to select all the
chat text.

To select only a portion of
the text, move your cursor
with the arrow keys and then
use Shift-[Arrow] to
highlight text.
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Entering text in an input box

Want to enter text in an input box? Here is how you would answer questions in a poll.

* [l Polling "3 Navigate between questions using

the Tab key.
Time elapsed:  4:17 Time limit: ;00 Move between answers using the
Poll Questions: Up and Down Arrow keys.
1.Favarite color? Move the cursor to focus on the text
(® a.Red input area and use the Spacebar or
O b.Elue Enter key so you can type your
Oc.Green answer. Click Enter or Esc to finish
2. Which color light meaans Go? editing.
() a.Green
O b.Black
el

3. Whiat color i the sky?

=

| Submik

Your answers may be recorded,
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Closing dialog boxes

Select Alt+F4 to close a dialog box.

selecting the "Xx" on any dialog

box.
Speaker

Sedect & speaker bo best:
(IDT Audio (|| Test

Theck iF the wolume is burned up:

- +
Microphone
Sedact & microphone bo best:
(1T fwdo -
==
Speak into your microphane and sdjust the volume unkil the
green bar moves into the good range.
- +

|7, Sutomaticalky adjust volume

Activating an option or button

When the focus is on an active option or button, select Enter to activate it.
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® participant privileges [=] SeleCting Enter is
the same as using
a mouse click.

Al Participants Cammunicate |Pattl:q:-mts |

‘Commurication

Parbiopant can chak: Allcw to:
Privately with [ Cerkact dpersto
= Host Priveteh
¥ Presenter
W Cther partiopants
Publichy with
¥ Evargone

F Assin al priviknas

| Reset to Meeting Defauks | Assign Cancel |

Accessing the Session Controls Panel during
sharing

During sharing the Session Controls Panel is partially hidden at the top of your
screen:

Enter Ctrl+Alt+Shift to show the panel.

Recorder

After the panel is displayed, the initial focus is on the Participants icon.
= Use Tab to change focus

= Use Enter to activate a feature

To return to the sharing area from the Session Controls Panel, select the Alt+Tab
keys as you would in any Windows application to switch between items:

= If you are sharing a file, select the WebEXx ball to return to the sharing area.
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= If you are sharing an application, select the application to return focus to it.

= |If you are sharing your desktop, select the application you want to share.

Note: To switch from the Session Controls Panel to another open panel, such
as the participant list, enter F6.

Screen reader support

Cisco WebEx supports JAWS screen reading software for the following elements:

(1) Application menus and drop-down menus

@ Shared file titles and tab titles
@ Quick Start page buttons, button titles, and tooltips

(@ Panel and Panels tray buttons, button titles, and tooltips
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* Cisco WebEx “*~eting Center - Project kick-off

Fie Edit Shan -« Audio Partidipant Meeting Help

Meeting Info

Jason Anthony's meeting @ Fecord
Topic: Project kick-off

W -
@ |\, + Make Presenter H Audio ‘ |E| |E|
Audio Conference nvite & Remind

! Share M)‘ Dﬂﬂ(mp b Send to: |Evar'|rmn vl

Sedact a partidpant in the Send to menu first, bype

chat message, and send ‘il

B End Mesting

& |

| Senne |

» [ rolling ®

'i-""" ¢ Meeting number: 645 549 624

Cormected & & ;Ilu:_l.:;

. Cisco WebEx Meeting Cenker - Project kick-off
File Edt Share |Miew Audio

Annotation panel and toolbars

Shared Session window content area =] Full Screen | N N | View ~

toolbars
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Meeting Controls Panel buttons, button
titles, and tooltips
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Managing a Training Session
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If you want to...

See...

get an overview about managing training
sessions for hosts

About managing training sessions (on page 182)

invite others to a training session that is
already in progress

Copy of Inviting more people to your in-progress
training session (on page 182)

remind attendees that a training session is
already in progress

Reminding invitees to join your training session (on
page 188)

grant attendee privileges during a training
session

Granting attendee privileges during a training
session (on page 188)

choose a participant to present documents or
other information to session attendees

Changing presenters (on page 189)

choose a participant to join in discussions
and respond to questions and chat messages

Designating a panelist (on page 191)

appoint another participant as host of the
training session

Transferring the host role to another participant (on
page 192)

reclaim the host role

Reclaiming the host role (on page 193)

stop attendees from joining a training session
in progress

Restricting access to the training session (on page
195)

leave a session without ending it

Leaving the training session (on page 199)

stop the training session

Ending the training session (on page 199)
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About managing training sessions

You can run a seamless and smooth training session using the features available in
Training Center. For instance, you can do the following:

= |nvite others, including coworkers, prospective clients, subject matter experts, or
managers to join a training session that has already started

= Ask another participant to host the session; if you need to leave unexpectedly,
you can rejoin later and reclaim the host role

= Ask another participant to present materials, such as a presentation, file,
spreadsheet or other document

= Designate an attendee as a panelist, to join in discussions and to answer
questions

Inviting more people to your in-progress training
session

After you start your training session, you may find that you forgot to invite a
stakeholder or someone else who should be in the training session.

To invite someone after you start your training session:

Select Invite & Remind on the Quick
Start page.

AN

Invite & Remind

The Invite and Remind dialog box appears.
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* Invite and Remind IE2N You can invite someone to the
training session by

‘\ [Q yj '@' Email: invite by WebEXx or your
G

Email Phang ™ amind own email. More (on page 185)

Phone: Enter the invitee name and
phone number and select Call.
More (on page 186)

Separate addresses with commas or semicolans

Invitess: |

Text message (SMS): Enter the
invitee mobile number and select
Send. More (on page 187)

IM: Invite by WebEx or your own
IM. More (on page 183)

Irvvite with: your Incal emal

Meating UREL:  hitne:] fgo.vebes:, comfgofs, pho 2 AT="WMEAEvent. ., Cogry

Inviting people by instant message to a training session in
progress

You can invite more people to your in-progress training session by WebEXx IM or
another instant messenger.

To invite more people using WebEx IM:

Note: Start your WebEx IM if it is not currently running.
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]
[]

From the Quick Start page, open
the Invite and Remind dialog box.

'\.‘ E: !ﬂ '@' On the IM tab, select Invite.
¥ SM5 ™

Remind

® Invite and Remind

Ermal

Ik using Cisoo WebEw IM.

In & hirry b get somecns inko the mesting? Simply salect Copy at the
botbom of the screen, then pasta the meeting LRL diracthy inko your 14
wAndow

Meeting URL:  https:|/mobileqs. websw. comfmobil=gale. phptaT=... Copry

The Invite More dialog box appears.

4 Invite More X Type a screen or domain name for the attendee
W | Click the Plus button to add the name to the list of
) Attendees a | Method partiCipants'

@& E: marie.br... M .

@me ryan.dav... IM -

Invite Message:

Meating Topi: Status meeting -~
Start Tme: Friday, June 20, 2008 2:12 pm, Pacific
Daylight Tiene (San Francisco, GMT-07:00)

v

e s’

To quickly find screen names:
1 Click the Address Book button to open your address book.
2 In the Method drop-down list, select IM.

If the attendee is not currently available, you can send an emalil invitation instead.
Simple select Email in the drop-down list.

3 Click Invite.

Each attendee receives an IM message, which includes:

184



Chapter 11: Managing a Training Session

= Alink that the attendee can click to join the training session
= Training Session topic

= Training Session start time

Tip: If you invite attendees by instant messenger, and your training session requires a
password, remember to provide the password to attendees.

To invite more people using another IM:

Open the Invite and Remind diaiog
box from the QuickStart page.
“a E !':‘ ‘E’J Select Copy at the bottom of the
Emal M5 ™ Remind dialog box, then paste the URL into

your own IM and send it.

Ik using Cisoo WebEx IM.

Inv & hiorry ko get someona inka the meating? Simply salect Copry at the
botbomn of the screen, then paste the mesting URL dirscthy inko pour 1M
PN

Meeting URL:  hittps://mobilega. webex.comimobilegale. phptaT=... Copry

Inviting people by email to a training session in progress

Each person that you invite receives an invitation email message, which provides
information about the training session-including the password, if any-and a link that
the participantcan click to join the training session.
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To send an email invitation:

From the Quick Start page, Open the

_ Invite and Remind dialog box.

!’ ﬁ' On the Email tab do one of the
Ennail Phang SME ™M Ramind foIIowing:

Enter one or more email addresses
and select Send to have WebEXx send
the invitation emails.

Separats addnasses with Commas oF semicolons

Invkmes:

Click the link to send invitations using
your own email program (MS Outlook
or Lotus Notes only).

Brwvite with: wyour Ioca el

Mesbng LEL: Bt igo,sebesx, comygofs. php PA T=WHMIBEvent., .. Ciopey

Inviting people by phone to atraining session in progress

You can invite people by phone to a training session in progress.

To invite people by phone:

the Invite and Remind dialog box

{. Q ” 'E}' On the Phone tab, enter the

Emal Phana o M Remind invitee name and phone number.

Select Call.

Ireates Mame:  Dhore user 1

Loty Regior
Phone Mumber: | +1

Magling LEL:  hitpa: oo webes, comigofa.phpt AT="MIBEvent, Copy

186



Chapter 11: Managing a Training Session

You can speak to the invitee privately, then add the invitee to the general training
session.

If you are not yet connected to the audio conference, the invitee receives a phone
call to join the audio conference.

Inviting people by text message (SMS) to a training session
in progress

187

You can invite people by text message (SMS) to a training session in progress. This
feature must be enabled by your site administrator.

To invite a person by text message from the training session:

From th Quik Start page,open he
Invite and Remind dialog box.
E\ ;E] r ‘@‘ On the SMS tab, enter the invitee mobile
Erall Fhare plopl ™ Remind phone number.

Select Send.

Courtry/Region
Irrvibes Mobils Musbsr:  +1

Mesting URL:  Rekps:)foo.webss. comjgofe phpt AT="IBEvert. Capy

Each invitee receives a text message, which includes:

A number the invitee can call to join the training session
The account code

Training Session topic

Training Session start time

The host name

A reply code to receive a call from the training session.
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Reminding invitees to join your meeting

After the training session starts, and you see that some invitees have not yet joined,
you can send an email reminder.

To remind someone to join your training session:

Select Invite & Remind on the
Quick Start page.

e
<"

Invite & Remind

The Invite and Remind dialog box appears.

Select the Remind tab. All invitees
who are not in the training session

are automatically chosen to receive
the reminder.

(® Invite and Remind

Emal Remind

Uncheck the box beside any
The folovang paopla hava nol et jained the mastng, ) person yOU don't want to remind.

Which invitass should receive masting reminders?

[¥] 13ck. treben@yahoo.com Select Send Reminder.

1
.

An email reminder is sent to each person selected.

Granting attendee privileges during a training
session

During a training session, the session host can grant privileges to or remove them
from attendees at any time.
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To specify attendee privileges during a training session:

1

In the Session window, do one of the following:
= On the Participant menu, point to Assign Privileges.

= On the Participants panel, right-click a participant's name, and select Assign
Privileges.

The Assign Privileges dialog box appears.
Specify attendee privileges, as follows:
= To grant a privilege to all attendees, select its check box.

= To grant all privileges to attendees, select the All attendee privileges check
box.

= To remove a privilege from all attendees, clear its check box.
Click OK.

Changing presenters

Depending on your site settings, a participant can become the presenter in a number
of ways:

The first person to join automatically becomes the presenter.

As host, you can make a participant the presenter before sharing (on page 189)
or during sharing (on page 191)

Making a participant the presenter when you are in the
meeting window

189

During a training session, you can make any training session participant the
presenter - also referred to as passing the ball. Any presenter can also pass the ball
to make another training session participant the presenter.

There are numerous ways to make someone the presenter depending on how you
are viewing participants.
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Here are a couple of quick ways to make another participant the presenter:

Partiipants Chat Ll nrecorder +  Ifyou are viewing a list of participants, do either
of the following:

Drag the ball from the last presenter to the next
presenter.

Choose a name and select Make Presenter.

@ Make Presercer | dudo = &

[ e i ~ If you are viewing participant thumbnails, do

v 2 participants either of the following:

Mouse over a thumbnail and select Make
Presenter.

Choose a thumbnail, then select Make
Presenter.

> Make Prasecner || Audo = 2
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The participant becomes the presenter with all associated rights and privileges for
sharing information.

Note: Use the docked tray at the top of your screen to change presenters
when you are sharing.

Making a participant the presenter when you are sharing

When you are sharing your desktop, an application, or files in full screen mode, the
docked tray at the top of your screen provides an easy way to change presenters.

To make someone else the presenter using the docked tray:

Mouse over the bottom of the

SHE 'R e san b= Ve / docked tray to expose it.
SR A TR N 1 S L S Select Assign, then Make
Y |u Make Preserter Mariah l Presenter.

Select a participant.

The participant becomes the presenter with all associated rights and privileges for
sharing information.

Note: You can make someone else the presenter from the participant list
when you are in the meeting window.

Designating a panelist

During a training session, you can designate any training session attendee as a
panelist. You can also change the panelist's role back to attendee at any time.

To designate a panelist:

1 In the Session window, in the participant list on the Participants panel, select the
name of the attendee whom you want to designate as a panelist.

2 Do one of the following:
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Right-click the attendee's name, point to Change Role To, and then choose
Panelist.

On the Participant menu, point to Change Role To, and then choose
Panelist.

The attendee's name appears in the list of panelists.

To change the panelist's role back to attendee:

1 On the Participants panel, in the panelist list, select the attendee’'s name.

2 Do one of the following:

Right-click the attendee's name, point to Change Role To, and then choose
Attendee.

On the Participant menu, point to Change Role To, and then choose
Attendee.

Transferring the host role to another participant

As the host, you can transfer the host role—and thus control of the training session—
to another participant at any time. This option can be useful if you need to leave the
training session for any reason. You can reclaim the host role at any time.

Important:If you leave a training session—whether intentionally or inadvertently—and
then log back in to your Training Center Web site, you automatically become the training
session host once you rejoin the training session. You can rejoin a training session using
either the Live Sessions page or your private Meeting Room page.

To transfer the host role to an attendee:

1 Optional. If you plan to reclaim the host role later, write down the host key that
appears on the Info tab in the Session window's content viewer.

2 Click the Participants panel.

3 In the participant list, select the name of the attendee to whom you want to
transfer the host role.

4 Do one of the following:

Right-click on the participant's name, point to Change Role To, and then
choose Host.
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= On the Participant menu, point to Change Role To, and then choose Host.

5 A confirmation message appears, in which you can verify that you want to
transfer control of the training session to the attendee whom you selected.

6 Click OK.

The word (Host) appears to the right of the attendee's name in the participant list.

Reclaiming the host role

193

If an attendee has control of the training session, you can assume control by
reclaiming the host role.

Important:If you leave a training session—whether intentionally or inadvertently—and
then log back in to your Training Center Web site, you automatically become the training
session host once you rejoin the training session. You can rejoin the training session
using your list of scheduled training sessions.

To reclaim the host role:

1 Click the Participants panel.

2 In the participant list, select your own name.

3 On the Participant menu, choose Reclaim Host Role.
The Reclaim Host Role dialog box appears.

4 Type the host key in the Host key box.

5 Click OK.

In the participant list, the word (Host) appears to the right of your name.

Tip: If you did not write down the host key before transferring the host role to another
attendee, you can ask the current host to send you the host key in a private chat
message. The host key appears on the current host's Info tab in the content viewer.
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Obtaining information about a training session
after it starts

During a training session, you can obtain general information about the session,
including the following:

= training session topic

= |ocation, or URL, of the Web site on which the training session is occurring
= training session number

= audio conference information

= current host

= current presenter

= current user—that is, your name

= current number of participants

To obtain information about a session in progress:
In the Session window, on the Session menu, choose Information.

The Training Session Information dialog box appears listing general information
about the training session.

Editing a message or greeting during a training
session

When scheduling a training session, you can create a message or greeting for
attendees, and optionally specify that the message or greeting automatically appears
in attendees' Session windows once they join the training session. During a training
session, you can edit the message or greeting that you created, or edit the default
greeting.

In your message or greeting, you can welcome the attendee to the training session,
provide important information about the training session, or provide special
instructions.

To edit a message or greeting during a training session:

1 In the Session window, on the Session menu, choose Greeting Message.
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The Create an Attendee Greeting page appears.

/o [J Display this message when attendees join the session.
Message

Velcome to my session.

You can chat, share presentations, docwoents, or
applications right in your browser!

Regards,
Dave

(4000 characters max) @ Cancel

2 Optional. Select the Display this message when attendees join the session
check box.

The message or greeting automatically appears once the attendee joins the
training session.

3 Type a message or greeting in the Message box.
4 A message or greeting can contain a maximum of 4000 characters.
5 Click OK.

Note: Attendees can view the message or greeting at any time by choosing
Greeting Message on the Session menu.

Restricting access to the training session
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Once you start the training session, you can restrict access to it at any time. This
option prevents anyone from joining the training session, including attendees whom
you invited to the training session but have not yet joined it.

To restrict access to the training session:

1 In the Session window, on the Session menu, choose Restrict Access.
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Attendees can no longer join the training session.

2 Optional. To restore access to the training session, on the Session menu,
choose Restore Access.

Tracking participant attention

During your training session, you can easily tell if attendees are no longer focused on
your presentation. The attention indicator shows if an attendee has:

= Minimized the training session window

= Brought another window, such as any kind of instant messaging (IM) window, in
focus on top of the training session window

During a session, you can
check:

P Attentiveness Overall attentiveness
The left side of the bar graph

indicates the percentage of
atkentive Inattentive attendees Who_ are [_)aying )
a . attention; the right side indicates
@ 67 % s (F the percentage of attendees who
2 Attendeels) 1 Attendes(s) are not paying attention.
M participants - Individual attentiveness
& | ) Name L I of 4ready | Feedback If an attendee is not paying
& Panelsts: | attention, an exclamation mark
'S Janice Goodman (Host) . appears next to the name of the
& Arendses: 3 attendee .
Ml Parkes ]
! Nancy Wang
! Richard Leigh ]

After a training session ends, you can generate reports to obtain data about
individual attentiveness. A report contains this information for each attendee :
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= Attention-to-attendance ratio: Attentiveness based on how long the attendee was
in the training session

= Attention-to-duration ratio: Attentiveness based on the duration of the training
session

For details, see About generating reports (on page 522).

Checking participant attention in a training session

During a training session, you can easily check which attendees are not paying
attention.

To check who is not paying attention in the training session:

Look for the icon ! that appears next to the name of the attendee who is not paying
attention.

To check overall attentiveness:

Click the icon ! on the toolbar of your Participants panel.

i J .ﬁ.udiDJ J +3 IvJ
)00 @ ) @D | (2]

Turning on or off attention tracking in a training session
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Host only

You can turn on or off attention tracking in a session.

To turn on or off attention tracking in a session:

1 On the Session menu, choose Options.
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2

Session

Infarmation

Stark Recording

Recorder Settings L

Greeting Message...

Session Opkions. ..

Restrick Access

et e

On the Communications tab, select Attention tracking.

Note: If the Attention tracking option is unavailable, contact your site
administrator.

Removing an attendee from the training session

You can remove an attendee from the training session at any time.

To remove an attendee from the training session:

1

In the Session window, in the participant list on the Participants &
Communications panel, select the name of the attendee whom you want to
remove from the training session.

On the Participant menu, choose Expel.

A confirmation message appears, in which you can verify that you want to remove
the attendee from the training session.

Click Yes.

The attendee is removed from the training session.
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Tip: To prevent an expelled attendee from rejoining the training session, you can restrict
access to the training session. For details, see Restricting access to the training session
(on page 195).

Leaving the training session

You can leave the training session at any time. If you are participating in a call-back
teleconference or an Integrated VolP conference, Training Manager automatically
disconnects you from the conference once you leave the training session.

Note: If you are the training session host, first transfer the host role to another
attendee before leaving the training session. For more information, see
Transferring the host role to another participant (on page 192).

To leave the training session:

1 Inthe Session window, session participants can click the Leave Training
Session button on the Quick Start page. They can also choose Leave Training
Session from the File menu.

A confirmation message box appears, in which you can verify that you want to
leave the training session.

2 Click Yes.

The Session window closes.

Ending the training session
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You can end the training session at any time. Once you end a training session, the
Session window closes for all attendees. If the training session includes an integrated
audio conference, the conference also ends.

To end the training session:

1 On the Quick Start page, click the End Training Session button. You can also
choose End Training Session from the File menu.
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A confirmation message appears, in which you can verify that you want to end the
training session. If you have not yet saved an annotated document or
presentation, recording, poll questionnaire, poll results, or chat, Training Manager
asks you whether you want to save it before ending the training session.

2 Click Yes.

The Session window closes.

Note: Alternatively, as the training session host, you can leave a training
session without ending it. Before you leave a training session, you should
first transfer the host role to another attendee. For more information, see
Transferring the host role to another participant (on page 192).
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Assigning Privileges during a
Training Session

If you want to... See...

get an overview of privileges About granting privileges to attendees (on page
201)

specify particular privileges for training Granting attendee privileges during a training

session attendees session (on page 202)

review specfic details about each attendee About the Assign Privileges dialog box (on page
privilege 203)

About granting privileges to attendees

Once a training session starts, all attendees automatically receive privileges:

= |f the host scheduled the training session and specified attendee privileges,
attendees receive those privileges.

= |f the host scheduled the training session but did not specify attendee privileges,
attendees receive the default privileges.

= |f the host started an instant training session, attendees receive the default
privileges.

You can grant or remove privileges for the following training session activities:

= Document sharing, including privileges for saving, printing, and annotating shared
content in the content viewer
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Viewing miniatures, or thumbnails, of pages, slides, or whiteboards in the content
viewer

Viewing any page, slide, or whiteboard in the content viewer, regardless of the
content that the presenter is viewing

Controlling full-screen view of pages, slides, or whiteboards in the content viewer
Viewing the participant list

Chatting with participants

Recording a training session

Requesting remote control of shared applications, desktops, or Web browsers

Contacting the operator for a teleconference privately, if your training service
includes the private operator option

Granting attendee privileges during a training
session

During a training session, the session host can grant privileges to or remove them
from attendees at any time.

To specify attendee privileges during a training session:

1

In the Session window, do one of the following:
= On the Participant menu, point to Assign Privileges.

= On the Participants panel, right-click a participant's name, and select Assign
Privileges.

The Assign Privileges dialog box appears.
Specify attendee privileges:
= To grant a privilege to all attendees, select its check box.

= To grant all privileges to attendees, select the All attendee privileges check
box.

= Toremove a privilege from all attendees, clear its check box.

For a detailed description of the options in the Assign Privileges dialog box, see
About the Assign Privileges dialog box (on page 203).

Click OK.
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About the Assign Privileges dialog box

For details about each privilege, review the table below. To access the attendee
privileges page:

= On the Participant menu, point to Assign Privileges.

= On the Participants panel, right-click a participant's name, and select Assign
Privileges.

Document Save: Specifies that attendees can save any shared documents,
presentations, or whiteboards that appear in the content viewer.

Print: Specifies that attendees can print any shared documents,
presentations, or whiteboards that appear in the content viewer.

Annotate: Specifies that attendees can annotate any shared documents,
presentations, or whiteboards that appear in the content viewer, using the
toolbar that appears above the viewer. Also allows attendees to use pointers
on shared documents, presentations, and whiteboards.

View Number of attendees—If selected, specifies that the attendees can view
the number of attendees in the training session.

Attendee list: If selected, specifies that attendees can view the names of all
other attendees on the Participants panel. If this option is not selected,
attendees can view the names of only the training session host and the
presenter on the Participants panel.

Thumbnails: Specifies that attendees can display miniatures of any pages,
slides, or whiteboards that appear in the content viewer. This privilege
allows attendees to view miniatures at any time, regardless of the content
that appears in the presenter's content viewer.

Note—If attendees have this privilege, they can display any page at full size
in the content viewer, regardless of whether they also have the Any page
privilege.

Any document: Specifies that attendees can view any document,
presentation, or whiteboard that appears in the content viewer, and navigate
to any pages or slides in documents or presentations.

Any page: Specifies that attendees can view any pages, slides, or
whiteboards that appear in the content viewer. This privilege allows
attendees to navigate independently through pages, slides, or whiteboards.
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Training session

Send Video—If selected, specifies that attendees can send video during a
training session—that is, the Video icon appears next to the participant's
name in the Participants panel. If you clear this option, sending video is not
available for participants.

Record the session: Specifies that attendees can record all interactions
during a training session and play them back at any time.

Share documents: Specifies that all attendees can share documents,
presentations, and whiteboards, and copy and paste any pages, slides, and
whiteboards in the content viewer.

Control shared applications, Web browser, or desktop remotely:
Specifies that all attendees can request that the presenter grant them
remote control of a shared application, Web browser, or desktop. If this
privilege is cleared, the command to request remote control is unavailable to
attendees.

Communications

Chat with:

Host: Specifies that attendees can chat with only the training session host.
If an attendee sends a chat message to the host, it appears in only the
host's Chat viewer.

Presenter: Specifies that attendees can chat with only the presenter. If an
attendee sends a chat message to the presenter, it appears in only the
presenter's Chat viewer.

Panelist: Specifies that attendees can chat privately with any panelist or all
panelists.

All attendees: Specifies that attendees can chat with either other attendees
at once, not including the training session host and the presenter or all
participants at once, including all attendees, the training session host, and
the presenter.

Breakout sessions with:

Host: Specifies that all attendees can join breakout sessions with only the
training session host. This privilege is set as a default.

Presenter: Specifies that all attendees can join breakouts sessions with
only the presenter. This privilege is set as a default.

Panelists: Specifies that attendees can join breakout sessions with any
panelist or all panelists. This privilege is set as a default.

All attendees: Specifies that all attendees can join breakout sessions with
either other attendees, not including the training center host, the presenter,
and panelists or all participants, including all attendees, the session host,
the presenters, and the panelists.

All attendee
privileges

Specifies that attendees have all privileges.
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Host only

During a training session, you can assign sounds to play when a participant:
= Joins the training session

= Leaves the training session

= Clicks Raise Hand on the Participants panel

= Clicks Ask for Mic on the Participants panel

To assign sounds to participant actions:

1 In the Session window, on the Edit menu, choose Personal Preferences.
The Personal Preferences dialog box appears.

2 Select the type of action for which you want to assign a sound by clicking:
= Join/Leave
= Communications

3 Select a sound using one of these methods:
= In the drop-down list for each selected action, choose a sound to play.

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

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

4 Optional. To play the currently selected sound, click the button =,
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5 Click OK.

Note:

= Training Center saves your sound preferences on your computer.
However, if you start or join a training session on another computer, you
need to set your preferences again on that computer.

= Sound files must have a .wav extension

= |n 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 Personal Preferences dialog box.
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WebEx Audio lets you use either your telephone or your computer to hear others and
to speak in your training session:

= Telephone—you can use your telephone to receive a call to the audio portion of
the training session or to dial in.

= Computer—you can use a headset connected to your computer to join the audio
portion of the training session if the computer has a supported sound card and a
connection to the Internet.

Note: If you are a host, you can invite up to 500 people to participate in the
audio conference.

After joining the conference, participants can switch between audio modes with little
or no listening interruption. In a mixed-mode conference, where some participants
are using the telephone and others are using the computer, up to 125 people can
speak.

Your role in an audio conference determines your level of participation. Whichever
role you take, the following table describes the basic tasks you can accomplish in
that role. For detailed instructions on a particular task, click "More" by the task
description.

Task description
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Task description

Call using phone Host an audio conference:
* audso Conference [l join or leave the audio conference More (on
page 208)
Wil ane participating in this audio confenenoe wsing wour phone. i X )
switch audio connection modes More (on
page 213)

¥ Lising Phore 1-408-545-2223 .
mute or unmute one or more mlcrophones

{Q- = TERE Al Conforerien More (on page 214)

use caller authentication to join the
conference More? More (on page 217)

¥ Use Computer for Audio &

Edit or update phone numbers in your user
profile More
Call using computer

® hudio Conlerence

Participate in an audio conference:
Wiokd &b i tciEating in bhis audio conferance using your compiter, L. X
join or leave the audio conference More (on

page 208)
¥ Lise Phone | 1-408-556-5655 |
o ) ) . switch audio connection modes More (on
[#] Join thas bedacorderance wikhout pressing *]
E — = page 213)
ask to speak More (on page 216)
¥ Lsing Computer for Audio 8 mute or unmute your microphone More (on
page 214)
q - —.IIIIIIIIIIII_JIIIIIIIIIIIH:: + . . . .
@ use caller authentication to join the
L rrre——— | + conference More (on page 217)

w edit or update phone numbers in your user

profile More

Note: If you set up another type of audio conference—such as that of a third-
party service—you must manage the conference using the options that
service provides.

Connecting to an audio conference

Once you start or join a training session that uses WebEx Audio, the Audio
Conference dialog box appears automatically on your screen.

What device do you want to use for speaking and listening in the training session?

= your phone: typically provides good voice transmission, but may have a cost
attached.
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= your computer (with a headset, and an Internet connection): Sometimes
causes noisy transmission, or an irregular voice stream, but has no cost attached.

You can select your preferred device from the Audio Conference dialog box that
appears automatically after you start or join a training session:

* Audio Conference ] = Use Phone: You can call in or
have the training session call you.
Usia your phaone o compubar bo join this audo confarancs, More
Use Computer for Audio: Select
E.lsthunE _ |-4maaer - the arrow, then choose Call using
& withouk prassing 1" Computer. More (on page 212)

g [#] Join the bebe
k $ At any time during the training session,

you can switch your audio device (on
page 213).
EJse Computer for Audio & @

Using your telephone to connect to audio

After you join a training session, the Audio Conference dialog box appears
automatically. When you use your telephone to connect to the audio portion of the
training session, you can call in or receive a call back.

= Call back—receive a call at a valid number you provide, or at number that is
already stored in your user profile. A valid number must contain the area code
and the seven-digit local telephone number.

= Call in—call in from your phone to a number your host provides.

The Audio Conference dialog box appears automatically.

To receive a call back:

In the Use Phone pane of the Audio Conference dialog box, do one of the following:
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N Audio Conferente MIE  Click Call Me to receive a call at the number
displayed.

n s your phone or computer boojoin this audio conference.

Select another number from the dropdown list of

PR pp—— = available numbers, then click Call Me.
ey . Select Call me at a new number from the
Joan b o gope Tl DN . .
| L dropdown list, enter a number, then click Call Me.

e —

A telephone icon appears next to your name in the participant list to indicate that you
are using your phone in the audio conference, and a mute icon appears next to the
video icon so that you can mute or unmute your microphone as desired. More (on

page 214)

* 2 participants 88 You can switch from using your telephone

Sresking: Becky Cox (Host) as your_audlo o!ewce to using your computer

at any time during the audio conference.
& 1) pecky Cox (Host, ma) m« 4 | More (on page 213)
o
ter | [ audio [i=-| &*

To call in:

1 Inthe Use Phone pane of the Audio Conference dialog box, select | will call in
from the dropdown menu.
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The Audio Conference dialog box displays

) sm o phon o Comgeter to join e audo conteranc. | default call-in numbers.

1||uu+uuw| Tl ool i E |

1. Calin by Hha meating

1-B66-BE5-0289 (cobn 1ol frew rurmber (L5ICaradal]
16504 2000940 (catin tol rumber U5/ Carada ]

Fridsn the acossi cock

641324 173 #

2 Erber your Abtoraden 1D

J#

® b Comgriber Tor fiafio 8

2 Follow the instructions to join the audio conference.

3 Optional. To view all international numbers, click the link All global call-in
numbers.

An information dialog box appears, which lists international numbers.

A telephone icon appears next to your name in the participant list to indicate that you
are using your phone in the audio conference, and a mute icon appears next to the
video icon so that you can mute or unmute your microphone as desired. More (on
page 214)

* M participants =8 8 You can switch from using your telephone

S as your audio device to using your
ERaiR; Bt Lok (st ) computer at any time during the audio
@ 1) Becky Cox (Host, ma) | A conference. More (on page 213)
o
| Audio i=- || AF

To leave an audio conference:
1 Click Audio below the Participant list.

The Audio Conference dialog box appears.
2 Click Leave Audio Conference.

Your participation in the audio conference ends; however, your participation in the
training session continues until you leave it or the host concludes it.
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Using your computer to connect to audio

After you join a training session, the Audio Conference dialog box appears
automatically. When you use your computer to speak and listen in a training session,
your computer sends and receives sound across the Internet. To do this, your
computer must have a supported sound card and be connected to the Internet.

Note: For purposes of audio quality and convenience, use a computer
headset with a high-quality microphone rather than speakers and a
microphone.

To use your computer for audio:

RS R P h Select the arrow.
Select Call Using Computer.

Note: If this is your first time
connecting to a training session with
your computer, a wizard appears to
fine tune your sound settings (on page
213).

-
s

tron T em e s e e f o After you are connected to your
¥ Using Computer for Audio @ ; training session, you can

= issaiiiniis | @ +

o el +

mute or unmute your speaker or
microphone

change the volume on your speaker or

s by © MICTOPRONE

A headset icon appears next to your name in the participant list to indicate that you
are using your phone in the audio conference, and a mute icon appears next to the
video icon so that you can mute or unmute your microphone as desired. More (on
page 214)

= ZN Participants ol You can switch from using your computer as your

Spesking: | audio device to using your telephone at any time

during the audio conference. More (on page 213)
W () Rebecca Cox (Host, me) e | e
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Fine tuning your microphone and speaker settings

If you are using your computer to connect to the meeting audio, you can fine-tune
your microphone and speaker settings to optimize your audio experience.

The Speaker/Microphone Audio Test walks you through testing your devices, and
setting your speaker volume and microphone level.

When you first start or join a meeting, you can manually test and adjust your sound
device before you actually start using your computer for audio.

To open the Speaker/Microphone Audio Test and adjust your sound settings:

1 From the meeting window menu, select Audio > Speaker/Microphone Audio
Test.

2 Follow the instructions.

Tip: After you join the audio portion of the meeting you can retest your settings at any
time simply by reopening the Audio Conference dialog box and clicking Test
speaker/microphone at the bottom of the box.

Switching audio devices during a meeting

You can easily switch from one audio device to another during a training session with
little disruption.

To switch from your computer connection to a phone connection:

Open the Audio Conference dialog box from
v BPe PAIIRATIG N Ehis S0 COnf e en0E LS oo Comgater the QUICk Start page

= your participant list

Phone - h =
T ——— = the Audio menu.
7 Jon phae oy e mattot T i
’L = the Session Controls Panel (If
you are sharing)
¥ Unine Camputes bor Aulio @ Select the down arrow beside Use Phone.
W - ————— =+ Call the number in the Use Phone area and
L = ! " enter the access code and attendee ID, as

directed by the automated operator.

After you are connected by phone, your
computer connection is dropped automatically.
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To switch from your phone connection to a computer connection:

Open the Audio Conference dialog box from

= the Quick Start page
You are participating In this sudo corference Lsing your phone = yOUI‘ partICIpantS I|St

= the Audio menu.

= the Session Controls Panel (If
you are sharing)

Select the down arrow beside Use Computer
for Audio.

¥ Using Phone You called in to this meeting,

Use C for Audio © . .
sttt Select Switch to Using Computer.

@ Tl o Uairg Compute Your phone connection is dropped after your
computer connection is established.

(Remember to switch to your computer
headset.)

Connecting to audio during sharing

If you join a training session that is already in progress and shared content is all you
see, you can connect to the audio portion of the training session from the Session
Controls Panel.

To connect to the audio portion of the training session:

On the Session Controls Panel
at the top of your screen, select

Audio.
$ d 3 i . .
e = The Audio Conference dialog
Audo Mute Me box opens

Connect to the audio (on page
208) portion of the training
session as usual.

Muting and unmuting microphones

The following table illustrates how to quickly mute and unmute microphones in your
training session depending on your user role.
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Role
Host

Windows: Right click in the participants list

b

LY

Participant

o

or

Participants

& participants

Cheat

=]

Rplacca Cowm diccs sec’

Cr s
:

hang= Fole To

Assgn Privieges. .

I nmiibe Al

Hobes

o

£

¥
£
E

Mac:Ctrl + click in the participants list

L

- P

3 i ey

vao

Rebecca Com (HOST)

{1 Mariah

-8

The microphone icon to the right changes state.
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Task description:

Mute on Entry to mute all
microphones automatically when
participants join a training session

Mute or Unmute to mute or unmute
your own or a specific participant's
microphone

Mute All to mute or unmute all
participant microphones
simultaneously at any time during a
training session More (on page 215)

Select the Mute or Unmute icon to
mute or unmute your own
microphone.

Tip: During sharing, participants can mute and unmute their microphones from the
Session Controls Panel at the top of their screens.

&

Mite Me

\
\

#® @

Chy Recarder

/

Antonale

w
L)

4

Paticparis

Muting and unmuting all participant microphones

simultaneously

Host and presenter only

You can mute or unmute all participant microphones simultaneously.

This option does not affect the host's and presenter's microphones.
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Particpants Chat E  rotes - To mute or unmute all participants:
e = = = Windows: Right click on the
S=b participant list
LAt ee— T = Mac: Ctrl + click on the

[ ol Ea participant list

o wm & Select Mute All or Unmute All.

Bszign Frivieges. ..
Muta

Lirmsiste: &l

The microphone icon to the right of each participant's name changes state.

Asking to speak in an audio conference

Participant

If you want to speak and the host has muted your microphone, you can ask the host
to unmute your microphone so that you can speak. You can cancel a request to
speak at any time.

To ask to speak Windows result

Select Raise Hand on the M Raise Hand | The Raised Hand indicator appears on the
Participants panel s participant list for the host and presenter.

To cancel arequest to speak Windows result

Select Lower Hand On the [h LowerHand | The Raised Hand indicator is removed from
Participants panel =" the patrticipant list for the host and presenter.
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To ask to speak Mac result

Select the Raise Hand icon at The Raised Hand indicator appears on the

o
the bottom of the Participants \-] participant list for the host and presenter.
panel

To cancel arequest to speak Mac result

Select the Lower Hand icon at q The Raised Hand indicator is removed from
the bottom of the Participants \-J the participant list for the host and presenter.

panel

Using caller authentication to start or join an
audio conference

217

Host accounts only

CLI (caller line identification), or ANI (automatic number identification), is a form of
caller ID, a telephony intelligent service that transmits a caller's telephone number
before the call is answered. Any dial-in caller with a host site account can be
authenticated and placed into the correct audio conference without needing to enter
a meeting number.

If you have a host account, and your site is enabled for ANI/CLI, you can
= schedule a meeting with dial-in ANI/CLI teleconferencing authentication.

= be authenticated whenever you dial into any ANI/CLI enabled audio conference to
which you have been invited by email. Call-in authentication is established by
mapping your email address to a phone number in your user profile.

= specify a call-in authentication PIN to prevent "spoofers" from using your number
to dial into an audio conference

To schedule an audio conference with ANI/CLI authentication:
1 Log in to your Training Center Web site.
2 On the navigation bar, under Host a Meeting, click Schedule a Meeting.

The Schedule a Meeting page appears.
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3 Click Change audio options.
The Audio Options dialog box appears.

4 Select the Enable audio conference CLI authentication when participants
call in checkbox if it is not already selected.

Note: Caller authentication will only be available to participants if they are
invited to a CLI/ANI enabled audio conference by email during the meeting
scheduling process. Any participant invited to the audio conference once it
has begun cannot use caller authentication.

Specifying call-in authentication for your host account

If you have a host account, and your site is enabled for call-in authentication, you can
set authentication for any phone number listed in your user profile. Your call will be
authenticated by mapping your email address against specified phone numbers in
your profile whenever you dial into a CLI (caller line identification), or ANI (automatic
number identification) enabled audio conference to which you have been invited by
email.

Note: Caller authentication will only be available if you have been invited to a CLI/ANI
(automatic number identification) enabled audio conference by email during the meeting
scheduling process. Caller authentication will not be available if you are dialing in to a
CLI/ANI enabled audio conference:

from an invitation other than email.
from an email invitation originated during the meeting.

To specify call-in authentication for your host account:
1 Log in to your Training Center Web site.
2 On the navigation bar, click My WebEXx.
3 Click My Profile.
The My WebEXx Profile page appears.

4 Under Personal Information, select the Call-in authentication checkbox beside
any phone number for which you want dial-in authentication.

5 Click Update.
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Using an authentication PIN

If you have a host account, and your site is enabled for CLI (caller line identification),
or ANI (automatic number identification) audio conferences, you can use an
authentication PIN to prevent "spoofers" from using your number to dial into an audio
conference.

If your site administrator sets the authentication PIN as mandatory for all accounts
using call-in authentication on your site, then you must specify a PIN number or caller
authentication will be disabled for your account.

To specify an authentication PIN:
1 Log in to your Training Center Web site.
2 On the navigation bar, click My WebEXx.
3 Click My Profile.

The My WebEXx Profile page appears.

4 Under Personal Information, in the PIN: text box, enter a 4-digit PIN number of
your choosing.

5 Click Update.

Editing or updating your stored phone numbers

You can edit or update the phone numbers listed in your profile if you have not yet
joined the audio conference or if you joined the audio conference from your
computer. In addition, you can view any phone number cookies stored on your
computer.

Any updates you make do not take effect until the next time you join a training
session.

To edit or update your profile:
1 Do either of the following:
= On the Audio menu, choose Join Audio Conference.

= At the bottom of the Participants panel, click Audio.
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® fudio Conference M8  The Audio Conference dialog box

appears.
Lize wour phors of computer bo jain this sudio corferentes,

¥ Lse Phone 1-408566T646 -
10403 SHE-TE46
Call me &t & new number

1 velll call m

# Use Computer fof| Manage phane rumbers. .

2 Select Manage phone numbers from the dropdown box in the lower pane. The
Manage phone numbers dialog box appears.

Click Edit to update the phone numbers in your My WebEXx profile, or Clear to
delete phone numbers that are stored in cookies on your computer.

Note: You cannot be participating in an audio conference by phone if you
want to edit or update your phone numbers.
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Sharing Files and
Whiteboards

Your user role in a training session determines your level of file sharing. Whichever
role you take, the following table describes the basic tasks associated with that role.
The type of files you can share include documents, presentations, and videos.

For detailed instructions on a particular task, click “More” by the task description.

Task description:

Host Open and share a file or whiteboard
Ele  Edit m Wiew Audio  Parbicipank  Meel learn about tools for sharing More (on
page 222)
Quick § My Deskiop *
IF start sharing More (on page 225)
File (Inchuding Yidea), ., Chrl+alk+0
assigning sharing privileges to
Applcation r participants More (on page 222)
Becky @ | whiteboard Chrl+alt+H | save a file More (on page 239)

View and interact with shared files
and whiteboards

Participant with granted permissions

display slides or pages More (on page
Edt Shae Wew JAudo  Particpant  Meetng  Help 241)

ik St art Mestng Ir {—Makatiog . use tools to annotate a file More

_E/‘T/'II_'_.}"J'-/?'

4 |02 Agerda -

| synchronize your view with the host
More (on page 242)
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Granting sharing privileges

To grant or remove participant privileges during a training session:

1

In the Training Session window, on the Participant menu, choose Assign
Privileges.

The Participant Privileges dialog box appears.

Grant or remove a privilege, as follows:

To grant a specific privilege, select its check box.
To grant all privileges, select the Assign all privileges check box.
To remove a privilege, clear its check box.

To revert to the preset privileges, click Reset to Training Session Defaults.

Click Assign.

Content viewer tools

Content Viewer Tools

S Bl The tools on the content viewer toolbar
allow you to share and perform actions on
“ whiteboards, or on files, such as
presentations or documents.

dw: Hesing rarsbae: [ 423 01 | ows s parkpsing in i s condrrem i | o

- . Select this button at the top right of the
LT Ol ‘ content viewer to start a new whiteboard.

annotation toolbar-Select a drawing tool
for directing attention onscreen, using
- - - *~ A - -
A = ’C? RO pointers, a highlighter, or drawing a shape
More (on page 224)

222



Chapter 15: Sharing Files and Whiteboards

Content Viewer Tools

[ show thumbnal

€)' Rotzte Page Laft Viewing toolbar and menu-Change to full-
% Rotebe Page Right screen, rotate pages, zoom in or out using
1| | symc Display Far | these tools. More

=1 PulScreen | [215% < | B S | view |-

Changing views in a file or whiteboard

You can switch views in the content viewer by clicking the view icons and selecting
from the View menu in the bottom left corner of the content viewer:

|: Shiows Thumbinal

) Potats Page Left
% Rotste Page Right View tools

A Ly Sync Display For &l |

=1 Pull Scresn | 1150 | St SL | View |-

Tool Icon Description

To display thumbnails, or miniatures, of shared pages, slides, or
Show Thumbnail whiteboards to the side of the content, click Show Thumbnail.
This tool helps you locate a page or slide quickly.

Displays shared content in a full-screen view. Helps to ensure that
participants can view all activity on your screen. Also helps to

Full-Screen View a prevent participants from viewing or using other applications on
their screens during a presentation.

Click ESC to return to the content viewer.

Rotate page ~  Fordocuments in landscape orientation, you can rotate the pages
pag to the left or right so they appear correctly in the content viewer.

Lets you display shared content at various magnifications. Click

Zoom In/ o this button, and then click the page, slide, or whiteboard to

Zoom Out =3 change its magnification. For more magnification options, click the

downward-pointing arrow.
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Tool

Sync Display for

All

Icon

Description

For presenters, synchronizes all participants' displays with your

[%E] display. Helps to ensure that all participants are viewing the same

page or slide, at the same magnification, as in your display.

Using annotation tools on shared content

In an online training session, you can use annotation tools on shared content to
annotate, highlight, explain, or point to information:

=»~-T /-1~ _;7 -5 - Basic annotation tools

Annotation
Tool

Pointer

Text

Line

Rectangle

Highlighter

Annotation
Color

Icon

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.
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Annotation

Tool Icon Description
Erases text and annotations or clears pointers on shared content. To

Eraser ‘_/7 erase a single anno'.[ation, click it. in.the vi.ewer. For mqre options, click
the downward-pointing arrow. Clicking this button again turns off the
eraser tool.

Sharing files

File sharing is ideal for presenting information that you do not need to edit during the
training session, such as a video or slide presentation. Participants can
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view shared files in their content viewers without the need for the application with
which it was created.

view a media file, such as a video, without the need for special software or
hardware.

view any animation and transition effects on shared Microsoft PowerPoint slides.

After a training session starts, you can open a presentation or document to share.
You do not need to select it or “load” it before the training session.

While sharing a file, you can:

Draw on the screen More
Use a pointer to emphasize text or graphics More
Print it More

Display it at various magnifications, in miniature (thumbnails), and in a full-screen
view More

Synchronize all participants' displays with the display in your content viewer More

Save it to a file More (on page 239)

At any time during a meeting, you can grant participants privileges that allow them to
annotate, save, print, and display different views of shared content.
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Sharing afile

You can share a file, such as a document, presentation, or video, that resides on
your computer. Participants view the shared file in their content viewers.

To share afile:

1

2

3

On the Share menu, choose File.
The Share File dialog box appears.
Select the document or presentation that you want to share.

Click Open.

The shared document or presentation appears in the content viewer.

Choosing an import mode for presentation sharing

For Windows users only

Before you share a presentation, you can choose one of the following import modes:

Universal Communications Format (UCF)-The default mode. Lets you display
animations and slide transitions in Microsoft PowerPoint presentations. In the
UCF mode, Training Manager imports presentations more quickly than it does in
the printer driver mode. However, pages or slides may not appear consistently in
Training Manager across platforms.

Printer driver-Displays shared presentations as they appear when you print
them, providing a consistent appearance of pages and slides in Training Manager
across platforms. However, this mode does not support animations or slide
transitions. In this mode, the first page or slide may appear quickly, but the total
import time for all pages or slides is usually longer than it is in the UCF mode.

Note: Changing the import mode does not affect any presentations that you
are currently sharing. To apply a new import mode to a shared presentation,
you most close it first, and then share it again.

To choose an import mode for shared presentations:

1

In the Training Session window, on the Training Session menu, choose
Options.
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The Training Session Options dialog box appears, with the Options tab selected
by default.

2 Click the Import Mode tab.

options appear.
General l True Color Mode  Import Mode l

Ta ensure good-quality imaging far document and presentation sharing,
select the appropriate import mode,

Import mode:

f* Universal Communications Format
Supports animations and slide transitions in shared Microsoft{R)
PowerPoint{R) presentations

" Printer driver

Provides better cross-platform imaging, but displays presentations without
animations and slide kransitions

0K, | | Cancel |

3 Select either Universal Communications Format or Printer driver.

Sharing a whiteboard
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Sharing a whiteboard allows you to draw objects and type text that all Participants
can see in their content viewers. You can also use a pointer to emphasize text or
graphics on a whiteboard.

Other things you can do while sharing a whiteboard:

= Display it at various magnifications, in miniature (thumbnails), and in a full-screen
view.

= Copy and paste images into it
= Reorder its position in reference to any other whiteboards
= Printit

= Synchronize Participants' displays with the display in your content viewer More
(on page 236)

= Save it
If you allow participants to annotate slides and pages, you and participants can draw
and type on a whiteboard simultaneously. You can also allow participants to save,

print, and display different views of shared whiteboards. For details, see Granting
sharing privileges (on page 222).
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Starting whiteboard sharing

You can share a whiteboard on which you can draw and write. Participants can view
a shared whiteboard in their content viewers.

To share a whiteboard:

On the Share menu, choose Whiteboard.

Note:

You can add multiple pages to a shared whiteboard. For details, see Adding new
pages or slides (on page 232).

You can share multiple whiteboards. For each whiteboard that you share, you
see a new Whiteboard tab in the content viewer.

Navigating presentations, documents, or
whiteboards

When sharing a file, such as a document, presentation, or whiteboard, you can
= Navigate slides, pages, or whiteboards using the toolbar More (on page 228)

= Advance pages or slides automatically, at an interval of time that you specify
More (on page 230)

= Perform animations and slide transitions in a presentation More (on page 231)

= Use keys on your computer's keyboard to navigate a presentation and display
animations on the slides.

Navigating slides, pages, or whiteboards using the toolbar

You can navigate to different pages, slides, or whiteboard “pages” in the content
viewer. Each document, presentation, or whiteboard being shared appears on a tab
at the top of the content viewer.
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To display pages or slides in the content viewer:

1 Inthe Training Session window, in the content viewer, select the tab for the
document, presentation, or whiteboard that you want to display.

If there are more tabs than can appear at one time, select the down arrow button
to see a list of remaining tabs, or use your keyboard arrows forward and back

through all the tabs.

Select the down arrow
¢ to view remaining tabs

Fie Edt Shae

Cuick Start Maeating Info

,—;_-T/-J-ﬁ?-'_-_?- 4 |02 Agenda Marketing
| o

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

Select the drop-down arrow to choose any

Sales Info - page or slideleft arrow to see the previous
: - page or slideright arrow to see the next page
P o« |02 | » or slide
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Note:

= Alternatively, you can navigate to different pages or slides in a shared
document, presentation, or whiteboard by opening the thumbnail viewer.
For details, see Viewing thumbnails (on page 235).

= You can advance pages or slides automatically at a time interval that you

specify. For details, see Advancing pages or slides automatically (on
page 230).

= If you your presentation includes animations or slide transitions, you can
use the toolbar or keyboard shortcuts to perform them. For details, see
Animating and adding effects to shared slides (on page 231).

Advancing pages or slides automatically

When sharing a document or presentation in the content viewer, you can
automatically advance pages or slides at a specified interval. Once you start
automatic page or slide advancement, you can stop it at any time.

To automatically advance pages or slides:

1 Inthe Training Session window, in the content viewer, select the tab for the
document or presentation for which you want to advance pages or slides
automatically.

2 Onthe View menu, choose Automatically Advance Pages.
The Automatically Advance Pages dialog box appears.
3 To change the time interval for advancing pages, do one of these:
= click the up or down buttons to increase or decrease the interval

= type a specific time interval

Automatically Advance Pages Optional: To restart page or slide
advancement once all pages or slides
Advance to next page every: |D1 00 3: are displayed, select the Return to

beginning and continue advancing

¥ Return to beginning and continue advancing pages pages check box.

Start | Cancel |

4 Click Start.

5 Optional. Close the Automatically Advance Pages dialog box by clicking the
Close button in the upper-right corner of the dialog box.
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The pages or slides continue to advance at the specified interval.

To stop automatic page or slide advancement:

1 If you closed the Automatically Advance Pages dialog box, on the View menu,
choose Automatically Advance Pages.

The Automatically Advance Pages dialog box appears.
2 Click Stop.

Animating and adding effects to shared slides

When sharing a Microsoft PowerPoint slide presentation in the content viewer, you
can animate text and slide transitions, just as you can when using the Slide Show
option in PowerPoint.

Note: To show slide animations and transitions, you must share the presentation as a
Universal Communications Format (UCF) file (.ucf). The UCF import mode automatically
converts a PowerPoint file (.ppt) to a UCF file when you share it. More (on page 226)
For best results when sharing a presentation created using Microsoft PowerPoint
2002 for Windows XP, use a computer with an Intel Celeron or Pentium 500
MHz or faster processor.

If at least one training session participant is using the Java Training Manager,
animations and slide transitions will not display during the training session. The
training session host can prevent participants from joining a training session
using the Java Training Manager when scheduling the training session.

To show slide animations and transitions in a shared presentation:

1 Ensure that the content viewer has input focus by clicking in the viewer.

The content viewer has input focus if a blue border appears around the outside of
the slide in the viewer.

2 On the toolbar, select the appropriate arrows to move through your presentation.

Select the drop-down arrow to select any page or
Sales Info A slide left arrow to see the previous page or slideright
Arrow to see the next page or slide
7|« [o2 - » bad
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Working with pages or slides
When sharing a file, such as a document, presentation, or whiteboard, you can
= Add new, blank pages or slides for annotation More (on page 232)

= Paste images that you copy to your computer's clipboard into a new page or slide
in a shared document, presentation, or whiteboard More (on page 232)

Adding new pages to shared files or whiteboards

When sharing a file or whiteboard in the content viewer, you can add a new, blank
page for annotation.

To add a new page or slide:

1 In the content viewer, select the tab for the document, presentation, or whiteboard
to which you want to add a page or slide.

2 Select Add Page from the Edit menu.

A new page appears in the content viewer at the end of the currently selected
document, presentation, or whiteboard.

Tip: If you have added multiple pages to a shared file or whiteboard tab, you can view
thumbnails (on page 235) to make it easy to view and navigate around your added
pages.

Pasting images in slides, pages, or whiteboards

If you copy any bitmap image to your computer's clipboard, you can paste the image
into a new page, slide, or whiteboard in the content viewer.

For example, you can copy an image on a Web page or in an application, then
quickly share that image by pasting it in the content viewer.

To paste an image in a page, slide, or whiteboard in the content viewer:

1 In the content viewer, select the tab for the document, presentation, or whiteboard
in which you want to paste an image.

2 On the Edit menu, choose Paste As New Page.
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The image appears on a new page in the content viewer, at the end of the
currently selected document, presentation, or whiteboard.

Note: You can paste any type of bitmap image, such as a GIF, JPEG, BMP,
or TIF image in the content viewer. However, you cannot paste other types of
images-such as EPS or Photoshop (PSD) images-in the content viewer.

Managing views of presentations, documents, or
whiteboards

All shared files, such as presentations, documents, or whiteboards, appear in the
content viewer in the Training Session window. A tab at the top of the content viewer
appears for each document, presentation, or whiteboard that is being shared.

Depending on your role and the privileges that you have, you can do the following
when viewing shared content in the content viewer:

= Magnify (on page 233) slides, pages, or whiteboards
= View thumbnails (on page 235) of slides, pages, or whiteboards.
= Display a full-screen view (on page 234) of a page, slide, or whiteboard.

= Synchronize all participant views (on page 236) of a page or slide with the view
that appears in your content viewer

Zooming in or out
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Using the tools on the content viewer toolbar, you can:
= Zoom in to or out from a page, slide, or whiteboard
= Adjust the size of a page, slide, or whiteboard to fit the content viewer

= Turn off the Zoom tool at any time

To zoom in to or out from a page, slide, or whiteboard:
On the content viewer toolbar:

= Select the Zoom In or Zoom In button, and then drag your mouse to the area.
Release your mouse button.
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= To zoom in or out to a preset percentage, select the downward-pointing arrow to
the left of the Zoom In/Zoom Out button, and then choose the percentage.

=] Full Screen ].15'%'1 '! 5 =
S—

To adjust the size of a page, slide, or whiteboard within the content viewer:

On the toolbar, select the downward-pointing arrow to the left of the Zoom In/Zoom
Out buttons.

Fit in Viewer "Choose a viewing option
Fit bo width
25%
S0%
To%a
100%%:
200%:

4| 400%

Full Screen | T5%: A I’EJ,. = |'u'iew -

To turn off a zoom tool:

On the toolbar, click the Zoom In/Zoom Out button.

Controlling full-screen view

You can maximize the size of a page, slide, or whiteboard in the content viewer to fit
your monitor's entire screen. A full-screen view replaces the normal training session
window view. You can return to a normal view at any time.

Note: If a training session presenter displays a full-screen view of a page,
slide, or whiteboard, participant screens automatically display a full-screen
view as well. However, participants can control full-screen view
independently in their training session windows.
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To display a full-screen view:

=i On the content viewer toolbar, select the Full Screen icon.

To return to a normal view:

-0 . . .
icon to return to the main window.

Pager \ Faridpanis

3 - - { On the Session Controls Panel, select the stop

You 0 sharing Chstoner Care

Viewing thumbnails

You can view thumbnails of the shared pages, slides, and whiteboards that appear in
the content viewer. Thumbnails provide a fast way to locate a shared page or slide
that you want to display in the content viewer.

To view thumbnails of slides, pages, or whiteboards:

1 In the content viewer, select the tab for the document, presentation, or whiteboard
for which you want to view thumbnails.

2 On the content viewer toolbar, select Show Thumbnails from the View menu.

| [ Show Thumbinal

£} Rotate Page Left
%  Raotakes Page Right

A Bl Sync Display Far &l

) utsen W\ % | pan -

Thumbnails of all pages or slides in the selected document, presentation, or
whiteboard appear in the thumbnail viewer, in the left column.
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Optional. To display any page or slide in the content viewer, double-click its
miniature in the thumbnail viewer.

Note: Participants must have both the View thumbnails and View any page
privileges to display a miniature of a page or slide at full size in the content
viewer.

To close the thumbnail viewer:

On the content viewer toolbar, select Hide Thumbnail from the View menu..

Synchronizing all participant views

You can synchronize the display of a shared page, slide, or whiteboard in all
participant content viewers with the display in your viewer. Once you synchronize
displays, the page, slide, or whiteboard in participant content viewers appears at the
same magnification as in your content viewer.

To synchronize participant views of slides, pages, or whiteboards:

On the View menu at the bottom of the window, select Sync Display for All.
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[% &1 Sync Display for All

Clearing annotations
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You can clear any annotations made by you or another participant on a shared page,
slide, or whiteboard in the content viewer. You can clear:

= All annotations at once
= Only specific annotations

= |If you are the presenter or host, clear all annotations you have made

T ~ ~[ ¢ ~ B~ ~| annotation tools

To clear all annotations on a shared page, slide, or whiteboard:

1 On the annotation toolbar, click the downward-pointing arrow to the right of the
Eraser Tool icon.

1'/7 Eraser tool

2 Choose Clear All Annotations.

Note: Only annotations on the page or slide that currently appears in your
content viewer are cleared. Annotations on other pages or slides are not
cleared.

If you are the host or presenter, you can clear all the annotations you've made.

To clear all annotations you have added to a shared page, slide, or whiteboard:

1 On the annotation toolbar, click the downward-pointing arrow to the right of the
Eraser Tool icon.

,-/7 Eraser tool
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2 Choose Clear My Annotations.

To clear specific annotations on a shared page, slide, or whiteboard:

1 On the toolbar, click the Eraser Tool icon.

,/7 Eraser tool

Your mouse pointer changes to an eraser.

2 Click the annotation you want to clear.

To turn off the eraser tool:

On the toolbar, click the Eraser Tool icon.

,/7 Eraser tool

Clearing pointers

You can clear your own pointers on all shared slides, pages, or whiteboards in the
content viewer. If you are a presenter, you can also clear all participant pointers.

annotation tools

2T/ 0"/ " BEB-5-

To clear your own pointer on all shared slides, pages, or whiteboards:

1 On the toolbar, click the downward-pointing arrow to the right of the Eraser Tool
icon.

l/_f Eraser tool

2 Choose Clear My Pointer.
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Saving, opening, and printing presentations,
documents, or whiteboards

Training Session participants (hosts, presenters, and participants with privileges) can
access and print documents, presentations, and whiteboards shared in a training
session. For example, you can:

= save a shared presentation More (on page 239)
= open a saved document More (on page 240)

= print a whiteboard More

Saving a presentation, document, or whiteboard

239

You can save any shared document, presentation, or whiteboard that appears in the
content viewer. A saved file contains all the pages or slides in the document,
presentation, or whiteboard that is currently displayed in the content viewer, including
any annotations and pointers that you or other attendees added to them.

Files that you save are in the Universal Communications Format (UCF), which have
a .ucf extension. You can open a .ucf file either in another training session or at any
time outside of a training session.

Once you save a new document, presentation, or whiteboard to a file, you can save it
again to overwrite the file or save a copy to another file.

To save a new document, presentation, or whiteboard that appears in the
content viewer:

1 On the File menu, choose Save > Document.
The Save Document As dialog box appears.
2 Choose a location at which to save the file.

3 Type a name for the file in the File name box.

To save changes to a saved document, presentation, or whiteboard that
appears in the content viewer:

On the File menu, choose Save > Document.

Training Manager saves the changes to the existing file.
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To save a copy of a document, presentation, or whiteboard:
1 On the File menu, choose Save As > Document.

The Save Document As dialog box appears.
2 Do either or both of the following:

= Type a new name for the file.

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

Opening a saved document, presentation, or whiteboard

If you saved a document, presentation, or whiteboard that appeared in the content
viewer during a training session, you can do either of the following:

= Open file in the content viewer during another training session for sharing. Only a
presenter or participants who have the Share documents privilege can open a
saved file during a training session.

= Open the file at any time on your computer's desktop. If you open a saved file on
your desktop, it appears in the WebEx Document Manager, a standalone, or
“offline,” version of the content viewer.

A saved document, presentation, or whiteboard is in the saved Universal
Communications Format (UCF) and has a .ucf extension.

To open a saved document, presentation, or whiteboard file in the content
viewer:

1 On the File menu, choose Open and Share.
The Share Document dialog box appears.
2 Select the document, presentation, or whiteboard file that you want to open.

3 Click Open.

To open a saved document, presentation, or whiteboard on your computer's
desktop:

Double-click the saved file.

The document, presentation, or whiteboard opens in the WebEx Document Viewer.
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Printing presentations, documents, or whiteboards

You can print any shared presentations, documents, or whiteboards that appear in
your content viewer. A printed copy of shared content includes all added annotations
and pointers.

To print shared content:

1 In the content viewer, select the tab for the document, presentation, or whiteboard
that you want to print.

2 On the File menu, choose Print > Document.

3 Select the printing options that you want to use, and then print the document.

Note: When printing shared content in the content viewer, Training Manager
resizes it to fit on the printed page. However, for whiteboards, the Training
Manager prints only the content that lies within the dashed lines on the
whiteboard.

If you are a training session participant...

If you are participating in a training session (and have not taken on another role, such
as host or presenter), you can move around independently in shared documents and
presentations if the host has assigned these privileges to you. For shared
documents, presentations, and whiteboards, you can:

= display any page More (on page 241)

= synchronize your view with the host's view More (on page 242)
= save shared documents More (on page 239)

= open shared documents More (on page 240)

= print shared documents More

Displaying pages, slides, or whiteboards

For participants
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If you have been granted the necessary privileges, you can navigate to different
pages, slides, or whiteboard “pages” in the content viewer. Each document,
presentation, or whiteboard being shared appears on a tab at the top of the content
viewer.

1 Inthe Training Session window, in the content viewer, select the tab for the
document, presentation, or whiteboard that you want to display.

If there are more tabs than can appear at one time, select the down arrow button
to see a list of remaining tabs, or use your keyboard arrows forward and back
through all the tabs.

fie Edt share Wew JSodo  Parbopant  [Mesting  Help Select the down arrow
Cuick Start Mesting Info Customer Care - ¢ to view remaining tabs

BT "0 ~W=F | 4 [024p0dd PMarkabng
B .
2 On the toolbar, click a button to change the page or slide you are viewing.

Select the drop-down arrow to choose any

Sales Info - page or slide left arrow to see the previous
page or slide right arrow to see the next page
P4 02 | » or slide

Synchronizing your view of pages, slides, or whiteboards

During a training session, 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:
On the View menu at the bottom of the window, select Sync Display With
Presenter.

[]&] Sync Display With Presenter
t
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Sharing a tool, like a software application, works differently from sharing a document
or presentation. When you share software during a training session, 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)

= any application or the desktop on a remote computer with Access
Anywhere installed on it (for example, you are on the road, and the computer in
your office has the information you need)

Your site settings and your user role in a training session 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,
select "More" by the task description.
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Role Task description:
host and Share software:
presenter =S e R G EEL. Share applications More... (on page
My Deskiop L4 244)
Share your desktop More (on page
File {Including Video)... Chrl+alk+0 248)
application p | Share a Web browser More (on page
250)
Whiteboard Chrl+AlL-H Share a remote computer More (on
page 251)
W'eh Conkent, .,
Control the appearance of shared
web Browser software More (on page 261)
Annotate shared software More (on
page 270)

N Y Y b

Let a participant control your shared
software More

participant B onctes View and work with shared software:
Manzge Fanels. . Control the appearance of shared
Ak o Control software More (on page 267)

Ask to control shared software More
(on page 277)

Sudio Conference., .

View Full Screen

Annotate shared software More (on
Meeting Irfa. ., & Fibin Yewer page 270)

Fit bo Width .. . . .
Return to Maeting Window Stop participating in software sharing

5 More (on page 279)
SR

5%

100%
200%:
0%

Sharing applications

You can use application sharing to show all training session participants one or more
applications on your computer. Application sharing is useful for demonstrating
software or editing documents during a training session.
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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 More (on page 245) and open more applications to
share More (on page 246)

= Control the appearance and viewing of shared software (pausing, changing to
full-screen view, and so on) More (on page 261)

= Annotate and draw on a shared application More (on page 270) and allow
participants to draw More

= Learn about sharing application effectively More (on page 283)

= Stop sharing an application More (on page 247)

Starting application sharing
Host or Presenter only
You can share any application on your computer with training session participants.
To share an application:

1 On the Share menu, choose Application.

The list of all applications currently running on your computer is displayed.

PN vew  fudo Parbcpsnt  Mesting  Help
My Desktop ’

Eie (Including Yidea),.. Ctr--Ak+0 |

fpplication | Funning Applicakion:
whiteboard Chl+ kel ‘-E] Documentl = Microsoft Word
B Untitled - Notepad
‘ifeh Content... ~ wa
1 Inbox - Microsoft Cutlook
W'el Browser ;
Ix% Microsoft Excel
A suthor-t 5
My Meeting Window & Cisco WebEx Connect

W Yahoo! - Mozila Firefox

Other Applcation. ..
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2 Do one of the following:

If the application you want to share is currently running, select it in the list to
begin sharing it.

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

Your application appears in a sharing window on participant screens.

For tips that can help you to share applications more effectively, see Tips for Sharing
Software (on page 283).

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 participant screens.

To share an additional application:

Select the application you want to share:

If that application is currently running: Select the Share button.

e } 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 the application is not currently running: Select the Share Application
button in the Session Controls Panel. You can also find it using File Explorer
or any 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 participant screens.

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

246



Chapter 16: Sharing Software

I ' 0 = »0 - The Share button to the
Js100 sHARING L il PR R i right of Pause lets you
\ =R Share Amgn N\ Partkdpants select the different types of

T Weu are sharng 2 spplcations content you want to share.

Tip: Alternatively, you can share multiple applications by sharing your computer's
desktop. For details, see Sharing your desktop. (on page 248)

Stopping application sharing for all participants

247

Host or Presenter only

You can stop sharing an application at any time. Once you stop sharing an
application, participants can no longer view it.

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, select the Stop
button, or in the Session Controls Panel, select the STOP button.

uu W & &P |7
\ Puste Shue ACgn \\ Pamjopants Chat Fecorder Anuae J

 You ae shenng Microzoft Exced - Me.., |

1l

To stop sharing all applications:

In the Session Controls Panel, select the STOP button.

I~ » O v ' ia
' 3108 sHARISG I W T @ ) - 4 v
Daste Share Azzign \ Pankipants Chat Recorder Anrorae J |

You are sharng 3 apphcations

You can also pause sharing: Select the Pause button (located next to the Stop button).
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Sharing your desktop

You can share the entire content of your computer, including any applications,
windows, and file directories that reside on it. Participantscan view your shared
desktop, including all mouse movements.

Tasks related to sharing your desktop:
= Start sharing your desktop More (on page 248)

= Manage how participants view your shared software (pausing, changing to full-
screen view, and so on) More (on page 261)

= Annotate and draw on your desktop More (on page 270) and allow participants to
annotate More

= Read a few tips for sharing your desktop effectively More (on page 283)
= Stop sharing your desktop More (on page 249)

= Allow a participant to control the shared desktop More...

Starting desktop sharing
Host or Presenter only

You can share your computer's desktop with training session 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.
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File  Edit View fudio  Participant Mesting  Help

Quick '| My Deskiop Monitor 1
File {Including Videa). .. Ctrl+Alt+0 Monitor 2
application 3
Rebect)  whireboard Chrl+Alk+N

TDPiC Web Content. ..

Weh Browser

My Meeking 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. (on page 283)

Note: If your desktop has any background images or patterns, or wallpaper,
your Training Manager software may remove them from participant 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 Session Controls Panel, select the Stop button.

I@ il S 2. . You can also pause sharing: Select the Pause
o =Y ° -
- Puts  Sew e N Swikpaes button (located next to the Stop button).

L T g vou dediig |

If you are a participant, rather than the presenter, select the Return button to leave
the sharing session.
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& wa / & You do not leave the training session, just the
ey e sharing portion of it.
Viewng & Yesheseary's dasiton

Sharing a Web browser

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

Participants 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 More (on page 250)
Manage how participants view the shared Web browser More

Annotate and draw on a shared Web browser More and let a participant draw on
a shared Web browser More

Learn how to share Web browsers effectively More (on page 283)

Stop sharing a Web browser More (on page 251)

Starting Web browser sharing

Host or Presenter only

You can share a Web browser with training session participants.

To share a Web browser:

1

2

On the Share menu, choose Web Browser.

Your default Web browser opens.

Go to a Web page in your browser.
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Note: Participants view all new Web browser windows that you open.
You can show participants several Web pages simultaneously

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, select the Stop
button.

-—“}

Tip: You can temporarily pause Web browser sharing, rather than stopping Web browser
sharing. For details, see Pausing and resuming software sharing (on page 262)

Sharing a remote computer

A presenter uses remote computer sharing to show all training session participants a
remote computer. Depending on how the remote computer is set up, the presenter
can show the entire desktop or just specific applications. Remote computer sharing is
useful to show participants an application or file that is available only on a remote
computer.

Participants can view the remote computer, including all the presenter's mouse
movements, in a sharing window on their screens.

As presenter, you can share a remote computer during a training session if:
= You have installed the Access Anywhere Agent on the remote computer

= You logged in to your Training Center Web site before joining the training
session, if you are not the original training session host

For information about setting up a computer for remote access, refer to the Access
Anywhere User's Guide.
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Tasks related to sharing a remote computer:
= Start sharing a remote computer More (on page 252)

= Manage how and what participants view on the shared remote computer(pausing,
changing to full-screen view, and so on) More (on page 261)

= Change settings on a remote computer while sharing it More (on page 255)

= Stop sharing a remote computer More (on page 254)

Starting remote computer sharing
Host or Presenter only

If you have already set up a computer for Access Anywhere, you can share the
computer during a training session.

To share a remote computer:
1 On the Share menu, choose Remote Computer.

2 The Access Anywhere dialog box appears.

# webkx Access Anywhere [;l
Select a remote computer on the left, then select the application you
want ko share on the right.

Remote Computer{s): Application{s):

Connect ’ Cancel l

3 Under Remote Computers, select the computer you want to share.
4 Under Applications, select an application that want to share.

If you set up the remote computer so you can access its entire desktop, the
option Desktop appears under Applications.

252



Chapter 16: Sharing Software

Select Connect.

Depending on the authentication method you chose when you set up the
computer for Access Anywhere, you perform one of these tasks:

If you chose access code authentication: You enter the access code you
typed when you set up the remote computer.

If you chose phone authentication: You receive a phone call at the number
that you entered when you set up the remote computer.

Complete your authentication.

If you chose access code authentication: Type your access code in the
box, and then select OK.

If you chose phone authentication: Follow the voice instructions.

Note:

If you are not the original training session host, you must log in to your
Training Center Web site before joining a training session in which you want to
share a remote computer. If you are already in a training session, but did not log
in to your site, you must leave the training session, log in to your site, and then
rejoin the training session.

If a password-protected screen saver is running on the remote computer,
your training session service automatically closes it once you provide your
access code or pass code.

If the remote computer is running Windows 2000, and you must log in to
the computer, send a Ctrl+Alt+Del command to the computer.

If you set up the remote computer so you can access multiple
applications, you can share additional applications simultaneously.

Sharing additional applications on a shared remote computer
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Host or Presenter only

While sharing a remote computer on which you have specified that you can access
only specific applications rather than its entire desktop, you can share additional
applications on the remote computer. Training Session participants can view all
shared applications simultaneously.
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To share an additional application on a shared remote computer:

1 On the Session Controls Panel, select the down arrow button (it is the last button
on the Session Controls Panel). Then choose Share Remote Application.

&8 Recorder

Float All Panels

Manage Panels...

Audio 4
Yiew 4
Meeting Options 4
Make Screen Blank

Disable Keyboard and Mouse
Reduce Screen Resolution to Match This Computer
Send Ctrl + Alt + Del

Share Remote Application...

Dock Meeting Controls - |

~— hd -

2 In the Select Application box, select the application you want to share.

3 R After you choose another
applcaton (o share, a

Select the application that you want to access: prev_ious_,ly SeleCte_d
applications remain open.
Address Book
ﬁgoge ELaTel‘gake; 70-01 Example: You opened the
obe Photosho, A . . . .
Cisco WebEx cgﬁnect Paint application first. Then
Lep you chose Notepad from the
Famnt Select Application box.
Both applications remain
open on the shared desktop.
oK
Cancel
3 Select OK.

Stopping remote computer sharing

Host or Presenter only
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You can stop sharing a remote computer during a training session at any time. Once
you stop sharing a remote computer, the Access Anywhere Server disconnects your
local computer from the remote computer. The remote computer remains logged into
the Access Anywhere Server, so you can access it again at any time.

Before you stop remote computer sharing:

To ensure your privacy and the security of your remote computer, do one of the
following:

= Close any applications that you started during the sharing session.

= |f the remote computer is running Windows 2000, and you have administrator
rights on the computer, log off from or lock the computer. To access these options
on the computer, send a Ctrl+Alt+Del key combination to the remote computer
More... (on page 260)

= Specify a screen saver password, and set the screen saver to appear after short
period of inactivity-for example, 1 minute.

= Shut down the computer, if you do not plan to access it again remotely.

To stop remote computer sharing:

On the Session Controls Panel, select Stop Sharing.

= 19 v
“L e v & Y -

Pase share Azsign \ Participant

You are sharng 2 applcations

Sharing stops and you return to Training Session Manager.

Managing a shared remote computer
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Host or Presenter only

While sharing a remote computer during a training session, you can manage the
remote computer by setting options and sending commands.

Options you can set:

= Disable or enable the keyboard and mouse on the remote computer More (on
page 257)
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= Reduce the screen resolution on the remote computer to match that of your
computer, or restore the resolution on the remote computer More (on page 256)

= Adjust the size of the view of the remote computer that appears in the sharing
window, including zooming in to and out from the view and scaling the view to fit
the sharing window More (on page 258)

= Hide or display the contents on the remote computer's screen at the remote
location More (on page 259)

Note: Any changes that you make to options affect the remote computer only
during the current sharing session. The changes do not affect the default
options that you set for the remote computer in the Access Anywhere Agent
preferences.

Commands you can send:

= Ctrl+Alt+Del key combination, which allows you to access options to log in to, log
out from, lock, or unlock a Windows PC More (on page 260)

= A command to bring remote applications to the front of your screen, if they are
either behind other applications or minimized More (on page 260)

Reducing the screen resolution for a shared remote
computer

While sharing a remote computer, you can reduce the screen resolution on the
remote computer. This option helps to prevent the need to scroll while viewing the
desktop or applications on the remote computer. The reduced screen resolution also
appears in all participant sharing windows. You can return a remote computer's
screen resolution to its original setting at any time during a remote access session.

To reduce the screen resolution on a remote computer:

On the Session Controls Panel, select the down arrow button (it is the last button on
the Session Controls Panel). Then choose Reduce Screen Resolution to Match
This Computer.
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If you reduce the screen resolution a remote computer during a sharing

session, the Access Anywhere Agent restores the resolution to its original setting
once you end the session.

You can specify whether or not the remote computer's screen resolution

is reduced automatically once you connect to the computer remotely. For details,
refer to the Access Anywhere User's Guide.

Disabling and enabling the keyboard when sharing a remote

computer
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Host or Presenter only

While sharing a remote computer, you can disable the keyboard and mouse on the

remote computer, thereby preventing anyone from using the computer while you are
accessing it remotely. You can re-enable a remote computer's keyboard and mouse
at any time.

To disable or enable a remote computer's keyboard and mouse:

On the Session Controls Panel, select the down arrow. Then choose Disable
Keyboard and Mouse.
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Recorder

Float All Panels

Manage Panels...

Audio

View

Meeting Options

Make Screen Blank

Disable Keyboard and Mouse

Reduce Screen Resolution to Match This Computer

Send Ctrl + Alt + Del
Share Remote Application...

Dock Meeting Controls

The down arrow is located at the end of the
Session Controls Panel.

=)

— -

A check mark next to the command indicates that the keyboard and mouse are
disabled. If no check mark appears, the keyboard and mouse are enabled.

Note:

If you disable a remote computer's keyboard and mouse during a sharing
session, the Access Anywhere Agent re-enables them once you end the

session.

You can specify whether or not the remote computer's keyboard and
mouse are disabled automatically once you connect to the computer remotely.
For details, refer to the Access Anywhere User's Guide.

Adjusting the size of the view of a shared remote computer

Host or Presenter only

While sharing a remote computer, you can adjust the size of the shared view using

one of these methods:

= Select a preset percentage at which to view the remote computer.

= Zoom in to and out from the remote computer in increments.

= Scale the remote computer view to fit the sharing window in which it appears.
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To adjust the size of the view of a shared remote computer:

On the Session Controls Panel, select the down arrow (the last button on the
panel)and then choose View. Choose a display option from the menu.

'Om-r'-'-\ [T . PR -
@B Recorde S
Float All Parwy
Hanage Pareds. .,
Ao L4
Fud-screen for Participants View
Restore View For Particpants [ Meeting Cptions »

¥ | Maba Screen Bk
Zoom In v | Disabls Vayboard and Mouse
Zoom Cut Reduce Screen Reschition to Match Ths Computer

5% Send Ctrl + Ak + Do
=% Dock Meeting Conkrols
® 100%

200%

<0

Pl ScreerrScale to Pt

Full Screen

Windos-Scale to Fi

v | Windos

Hiding the contents on a shared remote computer's screen
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Host or Presenter only

While sharing a remote computer, you can make a remote computer's screen blank,
thereby preventing anyone at the remote computer's location from viewing the
contents of the screen. If the contents on a remote computer's screen are hidden,
you can display them at any time.

To hide or display the contents on a remote computer's screen:

On the Session Controls Panel, select the down arrow (the last button on the panel)
and then choose Make Screen Blank.

A check mark next to the command indicates that the contents on the remote
computer's screen are not visible. If no check mark appears, the contents on the
remote computer's screen are visible.

Note:
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If you make a remote computer's screen blank during a sharing session,
the Access Anywhere Agent displays the contents on the screen once you end
the session.

You can preset the remote computer screen to be blank after you
connect to it. For details, refer to the Access Anywhere User's Guide.

Sending a Ctrl+Alt+Del command to a shared remote
computer

Host or Presenter only

While sharing a remote computer that is running Windows, you can send an
Ctrl+Alt+Del command to the computer to access options that let you:

= Log in to the computer
= Log out from the computer
= Lock the computer

= Unlock the computer

To send a Ctrl+Alt+Del command to a shared remote computer:

On the Session Controls Panel, select the down arrow (the last button on the
panel)and then choose Make Screen Blank. Send Ctrl+Alt+Del.

Selecting an application on a shared remote computer
Host or Presenter only

If you have set up a remote computer to share only selected applications, rather than
the entire desktop, you can only work with one application at a time. You can easily
switch and share a different application.

To choose a different application to share:

On the Training Session Controls panel, select the down arrow. Then choose Share
Remote Application.

Select the application you want to share from the list of available application.
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Controlling views of shared software

Role

Host or
Presenter

faill dio

My Desktop

Participant

Eile {Including Wideo), ., Cerl+alk+0

Application
whikeboard

W'eb Conbent, ..

Wi'eb Browser

My [Meeting YWindow

kAl
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Task description:
Pause or resume sharing More

Control full-screen view of
shared software More (on page
261)

Synchronize views More (on
page 264)
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Role Task description:

Participant 8 notes Control your view of shared

software More (on page 267)

Manage Parels_ .,

frvap— Close your sharing window
sk e Contre More (on page 268)

Budia Conference.,,

g Full Scresn

Mesking Infa. .. ®  Filin Viewer

Fit to Widdh

Return to Mesbng ‘Window

5%
=L
5%
100°%%
200%:
400°%

The presenter can control participant views of a shared desktop, remote computer
(if available), application or Web browser.

Participants 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 Training Session 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:

Select the Pause button, located to the right of the Stop button.
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il - o8-

Pause Shars Assign \ Pa

1 You are sharing 2 applic,

The word "Paused" now appears in the panel. A short message is displayed
indicating that the participant view would be frozen until you resume sharing.
Additionally, the Pause button text changes to Resume.

O SHARIN gy T _z;i; b

I\L = Reasurme Share Azzign \

| Paused.
k

To resume software sharing:

Select the Resume button.

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

You can switch participant 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 participant entire screens and does not
include a title bar or scroll bars.

Participants 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 Session Controls Panel, select the down arrow (the last button on the
panel)and then choose View. Then choose Full screen for Participants.
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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 participant views of the software with your view.

Synchronizing views of shared software ensures that the sharing window appears as
the active window on participant screens. For example, if a participant 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 participant screens. Participants can control the size of
their views independently.

To synchronize your view with participants:

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

S \euldhl @ @l (2] . ] e
Asggn Fariidpanis Char T AT -
pare sharing Untkked - Notepad d tiotes
Manage Panels...
#udia Conference...
[ and Reniird, .
Wiray Full-scraen for Participants
Stop application Sharing [ Synchronize for all
Erd Mesting ' [

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.
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Select a monitor o share

1

= On the Share menu, select Desktop.

A submenu shows the available monitors.

Shara

Quick { My Desizop Moritar 1
File (Inchuding Yideoh. . ChrbAlk+0 Muritor 2

apphcation L
Rebect  yieboard Clrbralt+h

TOPIC ‘Wwieb Contert...
web Browser

My Mesting Window

2 Select the monitor you want to share.

The Session Controls Panel indicates which monitor you are sharing. If you are
sharing the same monitor where the Session Controls Panel is, it says, "You are
sharing this monitor."

L____‘I S

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

In addition, a green border appears around the monitor you are sharing.
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To select a different monitor to share:

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

Paue Shars

Paridpares Chat Anortus Hetat
ﬂ

2 In the submenu that appears, select Share Desktop.
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A submenu shows you the available monitors.
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3

3 Select the monitor number you want to share.

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

Controlling your view as a participant

Participant 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.

To control your view of shared software:

On the Session Controls Panel, select the down arrow (the last button on the
panel)and then choose View. Then choose an option from the menu.
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Tip: To switch quickly from the standard window to a full-screen view of shared software,
double-click the shared software.

Closing your participant sharing window
Participant 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 Training Session window. If you close a sharing window, you can reopen it
at any time.

To close a sharing window:

1 On the Session Controls Panel, select the down arrow (the last button on the
panel)and then choose Stop <option> from the menu. The following graphic
shows the Stop Application Sharing option because an application has been
shared. If you have shared your desktop or Web Browser, the menu would show
Stop Desktop Sharing.
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2 Choose the appropriate option.

The sharing window closes. The Training Session window then automatically
opens.

To return to the sharing window at any time:

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

Switching your participant view

269

Participant only

While a presenter is sharing software, you can return to the Training Session 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 Training Session window while the presenter is sharing
software:

On the Session Controls Panel, select the Return to Training Session Window

icon.
Qmm \ & @ /|-
\ = \ Patticipants Chat Annotate j

| 4

IL Yiewing Sandesp Balakrishna's applic... |

The Training Session window then appears.
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To return to a sharing window:

In the Application Share dialog box, which appears in the Training Session window,
select Return to Sharing.

» Application Share

¥ou are no longer viewing the presentet's shared content,

| 5 Feturn bo Sharing

Annotating shared software

Task description:

Start or stop annotation mode More
(on page 271)

Host or Presenter Use annotation tools More (on page
272)
|y 1 - a- \ @ 3 _
N I R . 7 L Ty Let a participant use annotation
ot e derrgnited - Wipad . [ More

Save annotations More (on page
276)

Ask for permission to use annotation
More (on page 274)

Participant Use annotation tools More (on page
. Ve 272)
|Qmm Bl @ s - |
L\ \ Pasgamr  chu Aotmtine ﬁ Save annotations More (on page
| Viewrg Sandesp Bashishna’s agpl . 276)
Give up annotations More (on page
275)

You can annotate a shared desktop, application or Web browser during a training
session, using the highlighter or other annotation tool.

Training Session participants can see annotations in their sharing windows.
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Starting and stopping annotation

271

Host or Presenter only

When you are sharing a desktop, application or Web browser, you can make
annotations on the software.

Participants can see all your annotations.

To start annotating shared software:

1

2

On the Training Session Controls panel, select the Annotate button.

9 The Annotation button has the image of
- o v @ ¥ a pencil on it.

Astign '\_ Partkiganty Chy Reconder Anratye
You can anpotete

The Tools panel appears.

S-T /-0~ "B-7 - @

(& Allow ta Annotate v | [ Stop Annotating |

Select a tool for making annotations.

For details about annotation tools, see Using annotation tools (on page 272).

Note:

You can let one or more participants annotate the shared software. For detalils,
see Letting a participant annotate shared software.

Once you or a participant makes annotations, you can save an image of the
software, including the annotations. For details, see Taking a screen capture of
annotations on shared software (on page 276).

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

To stop annotation mode:

Select the Stop Annotating button in the Tools panel.
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|
BT/ -0O-2-W-5- @

(@ Allow ta Annatate v | (&2 Stop Annotating |

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.

ErTrrreeee——
S-T /-0 "B-7- @

(& Allow ta Annotate v | (2 Stop Annotating |

Annotation
Tool Icon 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

Pointer L__> 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,
Text T 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,
Line / click the downward-pointing arrow. Clicking this button closes the
Rectangle tool.

Lets you draw shapes, such as rectangles and ellipses on shared

Rectangle [:] content. For more options, click the downward-pointing arrow. Clicking
this button again closes the Rectangle tool.
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Annotation
Tool Icon Description

Lets you highlight text and other elements in shared content. For more
Highlighter ,& 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

églnoortatlon -I to annotate shared content. Clicking this button again closes the
Annotation Color palette.

Erases text and annotations or clears pointers on shared content. To

Eraser 0 erase a single anl_wo_tation, click it_ in_the vi_ewer. For mqre options, click
the downward-pointing arrow. Clicking this button again turns off the
eraser tool.

Letting a participant annotate shared software

Host or Presenter only

You can let one or more training session participants annotate a shared desktop (if
available), application or Web browser.

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

To let a participant annotate shared software:

1 On the Session Controls Panel, select the Annotate icon.

- - # (L | =

Assign . Patkigah Chy Pecordar Anrotae

You can annctabe

The tools panel appears.

[~/ amnotationTools x|
B-T /-O-2-m-5- @

[ llow ta Annatate v | (&2 Stop Annotating |

2 Select the down arrow on the Allow to Annotate button.
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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:

You can stop a participant from annotating shared software at any time. For
details, see Stopping a participant from annotating shared software. (on page
275)

Requesting annotation control of shared software

Participant 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 In the Session Controls Panel, select the Annotate button.

- %3 oS _ The Annotate button has the image
of a pencil on it.

Paticpants Chat Antotane
—_—
Viewrg Sandeap Balakrishna’s applx,

A request message appears on the presenter's screen.

After the presenter allows you to annotate, the Annotation Tools panel appears:
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BT/ -0O-2-W-5- @
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2 Select the tool you want to use.

3 Optional. Choose another annotation tool. For details, see Using annotation tools
(on page 272).

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 participant from annotating shared software
Host or Presenter only

If a participant is annotating shared software, you can turn off the annotation feature.

To turn off the drawing feature:

1 On the Session Controls Panel, select the Assign Control button.
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2 On the menu that appears, choose Allow to Annotate.

A check mark appears next to the names of those who can annotate the shared
software.

3 Choose the name of the participant 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 a training session.

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.

2« T /'D'f'!,i'g'fjﬁ_

(¢ allow to Annatate | [¢& Stop Annatating | [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.
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Granting participants control of shared software

While sharing the following types of software, the presenter can let a participant
control it remotely:

= Application
= Desktop (if available)

=  Web browser

A patrticipant who has remote control of shared software can interact with it fully.
While a participant is controlling shared software, the presenter's mouse pointer is
inactive.

Rules of thumb for controlling shared software:

= Any participant can send a request to control the software remotely. More (on
page 277)

= The presenter can then grant control to the participant. More (on page 278)

= Alternatively, the presenter can automatically grant control of shared software to
any participant who requests remote control. More (on page 279)

= The presenter can stop a participant from remotely controlling shared software at
any time. More (on page 279)

Caution: A participant who has remote control of the presenter's desktop can
run any programs and access any files on the computer that the presenter
has not protected with a password.

Requesting remote control of shared software
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Participant only

If the presenter is sharing an application, desktop, or Web browser, you can ask the
presenter to grant remote control to you.

Once you assume remote control of shared software, you can interact with it fully.
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To request remote control of shared software:

On the Session Controls Panel select Ask to Control.

=
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A request message appears on the presenter's screen.

Tip: While remotely controlling shared software, you can request the presenter to allow
you to annotate it. For details, see Requesting annotation control of shared software. (on
page 274)

Letting a participant remotely control shared software
Host or Presenter only

If you are sharing software, you can let a participant control it remotely.

To let a participant remotely control shared software:

1 On the Session Controls Panel select the down-arrow button on the Assign

button.
20 & This button is the third button from the
_— - # 3 4 hd left on the Controls panel.
Azzign %, Pankizants Chat R ecahar Banalae
W ke Presenter ’
| '._; Pass eyboard and Mousa Cantral | B Acoapt Sl Raguests
4 Alicw to Aprotate ¥ Testing

Demps

2 On the menu that appears, choose Pass Keyboard and Mouse Control > [name
of participant].
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Automatically letting participants remotely control shared
software

Host or Presenter only

While sharing software, you can automatically grant control of the software to a
participant who requests control. In this case, a participant who requests remote
control automatically takes control of the software that you are sharing. While
automatic remote control is turned on, any participant can take control away from any
other participant by requesting remote control.

To automatically let participants control shared software:

1 On the Session Controls Panel select the down-arrow button on the Assign
button.

>0 . ay B @ |/

Assign Patticipants Chat Recarder Annatate v
& Make Presenter »
| @ Pass Kevboard and Mouse Contral | Auto Accept oll Requests
/" allow to Apnotate » Testing
Deeps

2 On the menu that appears, choose Pass Keyboard and Mouse Control > Auto
Accept All Requests.

To stop letting participants control shared software automatically:

1 On the Session Controls Panel select the down-arrow button on the Assign
button.

2 On the menu that appears, choose Pass Keyboard and Mouse Control. Then
select Auto Accept All Requests to remove the check mark and cancel the
selection.

Stopping remote control of shared software

Host or Presenter only
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While a participant is remotely controlling a shared application, desktop, or Web
browser, you can take back control of the shared software at any time. You can do
either of the following:

= Take back remote control of shared software temporarily, allowing a participant to
take control at any time.

= Prevent a participant from further controlling shared software.

To take back control a shared software temporarily:
On your computer's desktop, select your mouse.
You can now control the shared software.

The participant who was controlling the shared software can take back control at any
time by clicking his or her mouse.

To prevent a participant from further controlling a shared software:
1 On your computer's desktop, click your mouse.
You can now control the shared software.

On the Session Controls Panel select the down-arrow button on the Assign

button.
2. a: W@ @ | /|| <
Assign Participants Chat Recordar Annotate
& Make Presenter »
| i Pass Kevboard and Mouse Control | Auto Accept all Reguests
/ Allow to Apnotate k Testing
Deeps

2 On the menu that appears, choose Pass Keyboard and Mouse Control.

A menu appears, containing a list of all participants in the training session. A
check mark appears to the left of the participant who has remote control.

3 Choose the participant's name to remove the check mark and cancel the
selection.
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Sharing applications with detailed color
(Windows)

281

For Windows users only

By default, Training 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 Training 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 Onthe Training Session menu, choose Training Session Options.
The Training Session 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 Training Session window, on the Training Center menu, choose
Preferences.

The Preferences dialog box appears.

2 Select Display.

a Preferences The display mode options

1_&__ 1\\ appear.

Alerts  Tools
Select an option for displaying shared content with attendees

=) Better performance
(C) Better image quality

’ Cantelj‘ I: oK "I

3 Select Better performance or Better image quality, as appropriate.
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Tips for sharing software

The following tips can help you to share software more effectively:

283

Application sharing only: To save time during a training session, ensure that any
applications you intend to share are open on your computer. At the appropriate
time during the training session, you can then quickly begin sharing an
application, without waiting for the application to start.

If participants 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 Training
Manager can send images of shared software quickly during a training session.
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.
For details, see Sharing applications with detailed color (on page 281).

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 participant 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 Training Session window, you can pause
software sharing before you return to the Training Session 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 Training Session window. For details, see Pausing and resuming
software sharing. (on page 262)

Application and Web browser sharing only: If you have more than one monitor,
when you share an application or web browser, the participants 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 participants. If you are sharing
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more than one application, the participants will see the best view if you make sure
the applications are displaying on the same monitor.

= Because software sharing requires additional bandwidth during a training session,
it is recommended that you use a dedicated, high-speed Internet connection
when sharing software. However, if participants 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 training session experience for these participants by using
document sharing instead of application sharing.
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Sharing Web Content

If you want to... See...
get an overview of sharing Web content About sharing Web content (on page 285)

share Web content with meeting participants | Sharing Web content (on page 286)

understand the differences between sharing a | Differences between sharing Web content
browser and sharing Web content and sharing a Web browser (on page 286)

About sharing Web content

285

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.
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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. For more information, see
Differences between sharing Web content and sharing a Web browser (on page
286).

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.

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

Training Center provides two options for sharing Web-based information. You can
share Web content or share a Web browser with training session participants.
Choose the feature that better suits your needs.
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Sharing option Advantages Disadvantages
Web browser sharing Lets you guide participants to ' Does not display media
various Web pages and sites | effects or transmit sounds on
on the Web. Web pages.
Lets you grant attendees Does not let participants
control of your Web browser. | interact with Web pages
independently.

Lets you and other
participants annotate Web
pages.

Web content sharing Displays Web pages, and lets  Does not let you guide
participants experience media participants to other Web
effects on Web pages, pages.
including video and sound.

Lets participants interact with
Web pages independently in
their content viewers.
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Transferring and
Downloading Files During a
Training Session

During a training session, you can publish files that reside on your computer. Training
Session participants can then download the published files to their computers or local
servers. Publishing files is useful if you want to provide participants with a document,
a copy of your presentation, an application, and so on.

Files that you publish reside only on your computer - not on a server. Thus, your
published files are always protected from unauthorized access during a training
session.

hosts can publish files

More... (on page 290)
Fla name ILocation See | Status |
- terp_access_request,., U:\Admin stuffitemp_access. ., 364 B Shared
- MC_DocShare doc U Authoe-R\Export to Kend, .. 312832 B Shared
(To dowrioad a fle, either selact it and then cick Downdoad, or night-... ' 2 9

participants can download
published files More... (on
page 291)

¥ File Transfer

|

e name /_|Location _ _Sue | Status |
* bemp_access request... 3864 8 Not Saved
+ MC_DocShare.doc ‘e Not Saved
To dowrioad a fle, esther select it and then dick Download, oright-... | | 2 (@
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Publishing files during a Training Session

During a training session, you can publish files that reside on your computer, and
training session attendees can download the files to their computers or local servers.

To publish files during a training session:
1 In the Session window, on the File menu, choose Transfer.

The File Transfer window appears.

¥ File Transfer LIx
: 4 ShaeFie.., J'

Fle name |Location See. Status |

- terrp_access_request,., U\Admin stuffitemp_access. ., 3HHAB Sharad

- MC_DocShare.doc U\ Akhee-RIExport to Kend, . 312832 B Shared

To downiload a Se, either selact it and then cick Downdoad, or nght-.., 2 9

2 Click Share File.
The Open dialog box appears.
3 Select the file that you want to publish.
4 Click Open.
The file appears in the File Transfer window.
The file is also now available in each attendee's File Transfer window.

5 Optional. Publish additional files that you want attendees to download.

Note: The number of attendees that have the File Transfer window open,
including you, appears in the lower-right corner of the File Transfer
window.

To stop publishing files during a training session:
In the title bar of the File Transfer window, click the Close button.

Training Manager closes the File Transfer window in each attendee's Session
window.
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Downloading Files During a Training Session

291

If a presenter publishes files during a training session, the File Transfer dialog box

automatically appears in your Session window. You can then download the published
files to your computer or a local server.

To download files during a training session:

1 Inthe File Transfer window, select the file that you want to download.

¥ File Transfer

2

FHe nyme / |Location Soe Status
* temp_access_request.., 365648 Not Saved

<+ MC_DocShare.doc 328328 Not Saved

To dowrioad 3 fle, esther select it and then cick Download, or right-... 2. @

2 Click Download.

The Save As dialog box appears.

3 Choose a location at which to save the file.

4 Click Save.

The file downloads to your selected location.

5 If applicable, download additional files.

6 Once you finish downloading files, in the title bar of the File Transfer window, click

the Close button.

Note: To reopen the File Transfer window at any time, from the File

menu, choose Transfer. This option is available only if the presenter is
currently publishing files.






Polling Attendees

If you want to...
get an overview of polling attendees

See...
About polling attendees (on page 293)

prepare a poll questionnaire

Preparing a poll questionnaire (on page 294)

take a poll during a training session

Answering polls (on page 301)

view or share poll results during a training
session

Viewing and sharing poll results (on page 302)

save or open poll questionnaires or results

Saving and opening poll questionnaires and results
(on page 304)

About polling attendees

During a training session, you can poll attendees by presenting them with a
guestionnaire on which they can select multiple-choice answers. Taking 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.

293

To take a poll, you must first prepare a poll questionnaire. You can prepare a
guestionnaire at any time during a training session. Or, to save time during a training
session, you can prepare a questionnaire before a training session's starting time,
save it, and then open it for use during the training session.

Once you close a poll, you can view the results and share them with attendees. You
can also save the results of a poll for viewing outside of a training session.



Chapter 19: Polling Attendees

Preparing a poll questionnaire

If you want to... See...

get an overview of preparing a poll About preparing a poll questionnaire (on page

questionnaire 294)

compose a questionnaire Composing poll questions and answers (on page
294)

edit your poll questions or answers Editing a questionnaire (on page 297)

rename or reorder polling tabs Renaming and reordering polling tabs (on page
298)

display a timer when a poll is in progress Displaying a timer during polling (on page 299)

About preparing a poll questionnaire

On the Polling panel, you can prepare a poll questionnaire that includes multiple-
answer, single-answer, and text questions. Once you complete a questionnaire, you
can open the poll at any time during a training session.

Composing poll questions and answers

You can create a questionnaire at any time after you start a training session. The
following figure shows a portion of the Polling panel, which offers the tools you use
to compose a questionnaire.

Tip To save time during a training session, you can prepare a poll questionnaire before attendees join a
training session, save it, and then open it for use during the training session.

To compose a questionnaire:
1 Click the Polling tab.

| Polling ul

The Polling panel appears.
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aa@l X O

! 1Record individual responses

Clear All QOpen Poll

Windows version

Mac version

Under Question Type, select the type of question you want to compose by doing

one of the following:

= To compose a multiple-answer question, select Multiple choice, and then
choose Multiple Answers in the drop-down list.

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

Single Answer

Single Answer
Multiple Anzwers

To compose a text question, select Short answer.

Note: Mac users will set the question type when adding an answer.

Click New. Mac users will click the Add New Question icon.
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B

4 Type a question.

Foll Questions:

| Howy didd ywou like the presentation?

5 In the Answer section, click Add. Mac users will click the Add an Answer icon.

An answer box appears below the question.

Pall Questions:

1 Howy did you like the presentation’s

6 Type an answer to the question in the box that appears. You can enter additional
answers in the same manner.
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The question and answers appear in the Poll Questions area.

7 To add questions, repeat steps 2 to 7.

The following figure shows an example of a poll questionnaire.

Pall Questions:

1 What is your favarite calor?
) ablue
) bred

) c.ogreen
0 o black

2Mhat do you enjoy doing at leizure?
[ & reading
[ bwvatching movies

[ ciraveling
[ d.=ports

3 Pleaze give us feedback about this event.

Tip: While you are creating a poll questionnaire, Training Center automatically saves it
every two minutes to the WebEXx folder in the My Documents folder on your computer. If
you ever lose your poll questionnaire, you can easily recover it in the designhated folder.

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.

For more information about the different types of questions, see Composing poll
questions and answers (on page 294).

2 Click Change Type.
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To edit any question or answer that you typed:

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

Dl x| +é

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.

Dl x| +é

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.

Dl x| 1§

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.

Renaming and reordering polling tabs

You can easily change a tab name or change the tab order within the Polling panel.

Note: For Mac users, select ctrl and then click the tab to see additional
options.
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To rename atab in the content viewer:

1 Do one of the following:
= Right-click the tab name and select Rename.
= Double-click the tab name.

2 Enter the new name on the tab.

3 Press Enter or click outside the tab.

This tab displays the new name.

To reorder the tabs in the content viewer:
1 Right-click any tab and select Reorder Polling Tabs.

2 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 in the content viewer.
3 Click OK.

Tip: To quickly move a tab to the left or right, select the tab and use a drag and drop
operation to move it.

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 Click Options.

Optians... o On the Mac, select the Set Options icon.

2 In the dialog box that appears, select Display, and then type the length of time in
the Alarm: box.
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3 Click OK.

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

If you prepared your questionnaire in advance and saved it, you must first open it on
the Polling panel. For details, see Opening a poll questionnaire file (on page 306).

To open a poll:
1 Open the Polling panel.
2 Click Open Poll.

The questionnaire appears on attendees' Polling panels. Attendees can now fill
out the questionnaire.

As attendees answer the questions, you can watch the polling status on your
Polling panel. The following figure shows an example.

Click one of these three buttons to

Folling status view each attendee’s polling status
Mat started .| 24367

In progress .| 0/3(0%)

Finizhed J 1/3[33%]

Remaining tirme: 454 Time limit; 10:00

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. For details, see Viewing and sharing poll results (on page 302).
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Answering polls

If you want to... See...

fill out a poll questionnaire during a training session | Filling out a poll questionnaire (on page
301)

learn about viewing shared poll results Viewing poll results (on page 301)

Filling out a poll questionnaire

Once the presenter opens a poll during a training session, the poll questionnaire
appears on your Polling panel.

To fill out a poll questionnaire:

1 Select the option buttons or check boxes for each question.

2 If the questionnaire includes text questions, type your answers in the boxes.
3 When you finish answering the questionnaire, click Submit.

If the presenter shares the results of the poll, you can view them on your Polling
panel. For details, see Viewing poll results (on page 301).

Viewing poll results

After the presenter closes a poll, the presenter can share the results with training
session attendees. Shared results appear on your Polling panel.

The following figure shows an example of shared poll results:
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GAuestions | Rezults | Bar Graph |
1. \w'hat do pou like ta do far fun?
a. traveling 2/2100%)
b. reading 1/2(80%)
. watching movies 1/200%]
d. plaving sports 2/2100%) I
Mo Anzwer 0/200%)
2 How did pou hear about thiz e...
) a. Web zite 1/260%) I
{* b. magazines 1/2000%]
0 . friends 0/200%)
Mo Anzwer 0/2(0%)
3w az the presentation helpful?
3 a. very helpful 1/260%) I
i b. zomewhat helpbul 1/2080%] I
) . not very helpbul 0/2(0%)
Mo Argwer 0/2[0%)

The Results column indicates the percentage of attendees who chose each answer.
The Bar Graph column provides a graphic representation of each percentage in the
Results column. The Questions column shows your answers.

Viewing and sharing poll results

If you want to... Seel..

view and understand poll results Viewing poll results (on page 302)

share poll results with attendees after you Sharing poll results with attendees (on page 303)
close a poll

Viewing poll results

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

The following figure shows an example of your Polling panel after you close a poll.
The Results column indicates the percentage of attendees who chose each answer.
The Bar Graph column provides a graphic representation of each percentage in the
Results column.
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= = . d
Poll Ghusesticns: 1
Cusstions | Fezuts | Bar Graph ]
1wk i your Eavoile cobr? ' !
a. blue /a0 .
b red 1/425%) )
C.gieen 04[10%)
d Biack /4[] &
Mo Ansver 1425% . &
7'what da pou enjoy doing at bsi.. 4
& resding WAFSY)
b. westching movies VATE) .J
¢ leawelng 2450% :
d. spotts 1425%) . -
o Angwear "Ir'4|25"5€_| [ | 5
3. Please give us feedback abou... :

Poling status
3 of 4 sfendess have iesporded
Rermsrirg bime: 24 Timeln:  10:00

$WN\M Sy o

N~

Note: Training Manager bases the percentage of attendees who chose each
answer on the total number of attendees in the training session, not the total
number of attendees who filled out the questionnaire.

Sharing poll results with attendees

After you close a poll, you can share the following with attendees:
= Poll results—shows the poll results in the attendee's Polling panel

= |ndividual Results—shares an attendee results document in a Web browser with
the attendee

= Correct answers—shows the correct answers in the Polling panel

* Individual's grades—shows the attendee's grade in the Polling panel
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To share the results of a poll:

1 Inthe Share with attendees section on your Polling panel, select what you
would like to share.

2 Click Apply.

Saving and opening poll questionnaires and
results

If you want to... See...

save a poll questionnaire to a file Saving a poll questionnaire (on page 304)
save poll results to a file Saving poll results (on page 305)

open a poll questionnaire during a training Opening a poll questionnaire file (on page 306)
session

open poll results on your computer Opening a poll results file (on page 307)

Saving a poll questionnaire

Once you create a poll questionnaire, you can save it as an .atp file. You can open
the file for use in any training session. For more information about preparing a poll
guestionnaire, see Composing poll questions and answers (on page 294).

If you make changes to a poll questionnaire after you save it, you can either save the
changes to the same file or save a copy of the questionnaire to another file.

To save a new 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.

3 Type a name for the file.

4 Click Save.
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Training Manager saves the poll questionnaire to a file at the location you
specified. Poll questionnaire file names have an .atp extension.

To save changes to a poll questionnaire that you previously saved:
On the File menu, choose Save > Poll Questions.

Training Manager saves the changes to the existing poll questionnaire file.

To save a copy of a poll questionnaire:

1 On the File menu, choose Save As > Poll Questions.
The Save Poll Questions As dialog box appears.

2 Do either or both of the following:
= Type a new name for the file.
= Choose a new location at which to save the file.

3 Click Save.

Training Manager saves the poll questionnaire to a file at the location you
specified. The names of poll questionnaire files have an .atp extension.

Saving poll results
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If you conduct a poll and then share its results, you can save the results to a text, or
txt, file.

Once you save poll results to a file, you can save changes to the poll results or save
a copy of the results to another file.

Tip: Training Center automatically saves poll results every two minutes to the WebEx
folder in the My Documents folder on your computer. If you ever lose your poll results,
you can easily recover them in the designated folder. Training Center saves both group
and individual results.

To save new poll results:
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.
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Choose a location at which to save the file.
Type a name for the file.
Click Save.

Training Manager saves the poll results to a file at the location you specified. The
names of poll results files have a .txt extension.

To save changes to poll results that you previously saved:

On the File menu, choose Save > Poll Results.

Training Manager saves the changes to the existing poll results file.

To save a copy of a poll results:

1

On the File menu, choose Save As > Poll Results.
The Save Poll Results As dialog box appears.

Do either or both of the following:

= Type a new name for the file.

= Choose a new location at which to save the file.
Click Save.

Training Manager saves the poll results to a file at the location you specified. The
names of poll results files have a .txt extension.

Opening a poll questionnaire file

If you saved a poll questionnaire to a file, you can display the questionnaire during a
training session by opening the file.

Note: You can open a poll questionnaire file, which has an .atp extension,
only when a training session is in progress.

To open a poll questionnaire file:

1

2

On the File menu, choose Open > Poll Questions.
The Open Poll Questions dialog box appears.

Select the poll questionnaire file that you want to open.
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Note: If you renamed the tab name for the poll questionnaire, the file name
will match your change.

3 Click Open.

The poll questionnaire appears on your Polling panel. You can now open the poll to
training session attendees.

Opening a poll results file
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If you saved poll results to a file, you can open the file on your computer.

To open a poll results file on your computer:
Double-click the saved file, which has a .txt extension.
The poll results file opens in your default text editor.

For each question, the poll results show the number and percentage of attendees
who chose each answer and the total number of attendees in the training session.

The following figure shows an example of poll results in the text format.
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ﬂ poliresults_grp_txt - Hotepad =] E3
Eile  Edt Search Help
1. How helpful was the presentation? :J

a. Uery helpful 174 (25%)
b. Somewhat helpful 274 (58%)
c. Hot helpful 1/4  (25%)

a. Too fast 270 (58%)
b. Just right 2/4% (58%)
c. Too slow 8/4  (08%)

3. How clear were the slides?

a. Very clear 3/n (75%)
b. Somewhat clear 1/4 (25%)
c. Mot clear a/4  (98%)

2. How was the speed of the presentation?
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Host only

During a question-and-answer (Q & A) session, you can respond to questions that
attendees ask during the training session. A Q & A session not only provides instant
text messaging similar to that in Chat, but also does the following:

= Provides a more formal procedure for asking and answering questions in text
format

= Automatically groups questions to help you manage the queue, such as quickly
identifying questions that you have or have not answered

= Displays visual cues for the status of questions
= Lets you assign questions to the appropriate domain expert on your team

= Allows you to quickly send a standard response to questions for which you cannot
or do not want to answer immediately

You can save the questions and answers in a Q & A session to either a text (.txt) file
or a comma-separated/comma-delimited values (.csv) file for future reference.

Tip: If you use Q & A during a training session, WebEx recommends that a panelist (the
host or presenter) monitors the Q & A panel at all times during the training session.
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Allowing participants to use Q & A

Host only

To use Q & A during a training session, ensure that the Q & A option is turned on.
You can also turn it off at any time, if necessary.

To turn on or off Q & A during a training session (Windows):
1 Inthe Session window, on the Session menu, choose Session Options.
An options dialog box appears.

2 Onthe Communications tab, check or uncheck Q & A, as appropriate, and then
select OK.

To turn on or off Q & A during atraining session (Mac):

1 In the Session window, on the Training Center menu, select Preferences.
2 Select Tools.

3 Check or uncheck Q & A, and then select OK.

'_'.‘ Training Session Options

Commurnications | Display Mode | True Colar Made | Import Made l

Select the modes of communication that you want to allaw
¥ Breakout zessions
v Chat
W e
¥ Feadback

Apply Cancel

Setting privacy views in Q & A sessions

Host only
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To protect the privacy of panelists and attendees during a training session, you can
hide or show the following information when questions and answers are published on
attendees' Q & A panels:

= Names of attendees who send questions
= Names of panelists who send answers

= Time stamps for questions and answers respectively

Note: The names of attendees and panelists and time stamps are always
visible on panelists' Q & A panels.

To set privacy views:
1 Open the Attendee Options dialog by following one of these steps:

= Windows: Right-click the title bar of your Q & A panel, and then choose
Attendee Options.

= Mac: Select ctrl, click, and then choose Attendee Options.

_ Caollapse Panel
j— Minimize Panel e

[ Ao

Atterndes Options. .

Manage Panels. ..

2 In the dialog box that appears, select any of the options that you want attendees
to see, and then click OK.



Chapter 20: Managing Question-and-Answer Sessions

Attendee Options

When questions and answers are published:

Attendees see: W Mame of attendee
[+ Marne of panelist

W Time stamp

Sample preview what attendee see:

<MName of Attendee> - «<Time=
Q:<Question:

<Mame of Panelist> - <Time=
A<Answers

Cancel

Managing questions on your Q & A panel

The tabs and visual cues on your Q & A panel allow you to manage the questions
you receive in the queue in the following ways:

= Set a priority for any question you have received

= |dentify the status of questions and answers—answered, unanswered, assigned,
private, dismissed, or deferred—and address questions that need your attention.

= Assign guestions to the appropriate expert on your team in the training session.

= Get an idea of the interactions between the panelists and attendees who ask

guestions.
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!ll
[ m Y mygeals) | Prioritized (4)

Wiew prionity: ) High b Madum W Low

Richard Leigh - 900 am
)2 [hawe & question,

Felicia W - 98 wn

defarred) Thank you for your question ., 'four quesstion ks
rred but will resnn in the queus. A panekst will srswer
ywour question &t & Lster bime.

@ MMelonde Euwo . 909 am

0z (assigied) Whisn B Clsoo 106 software release
12.37

Mary White - 9.5 e
10 {assigned) Will you send out the recording link?

Mary White - 5030 am O Mary White . w030 wm
(: What is long-term business goalz ———— m

Q Assign to |
Ericeity v

Anepevared Yarbaly

(1]

Copy

@ The auto-grouping of questions by tab make it easy for you to filter and answer questions.
Examples:
Follow up on the questions that are sent or assigned to you on the My Q & A panel.

View questions that have been given a priority status on the Prioritized tab; view only
questions with a certain priority status on the Prioritized tab.

() |Visual cues, such as "deferred” and "private," tell you the status of a question.

©

A question appears bold if no panelist has answered it.

(@ |Right-click (Windows) or select ctrl and click (Mac) a question to:
Assign it to a subject-matter expert, defer it, or dismiss it

Assign a priority status

Send a standard response if this question has been answered verbally
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Working with the tabs on your Q & A panel

Your Q & A panel consists of five tabs. The All tab displays by default. The following
table describes what each tab displays.

Tab

All

Unanswered

Answered

My Q & A

Prioritized

Opening a tab

Displays ...

All guestions and answers—unanswered, answered,
private, deferred, and dismissed—in the queue

Questions that have not been answered by a panelist

Questions that have been answered by a panelist and
answers

Questions thatattendees specifically send to you by your
name other panelists assign to you attendees send to All
Panelists and that you have answered attendees send to
Host&Presenter, Host, or Presenter, if you are the host
or presenter

Questions that have been assigned a priority status

When you open the Q & A panel, the All tab appears by default.

To open other tabs on the Q & A panel:

1 Depending on the operating system you are using, follow one of these steps:
= Windows: Right-click the All tab.
= Mac: Select ctrl and then click the All tab.

2 Choose Open Tab > the tab you want to open.
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[ Al A

Cpen Tab Answered -
Janet G | Linanswered |
: ques
My QBA

3 If you want to open one more tab, right-click (Windows) or select ctrl and click
(Mac) any of the open tab, and then choose Open Tab > the tab you want to
open.

Displaying hidden tabs

The Q & A panel cannot display all open tabs at one time unless you expand the
panels to the left.

To display a hidden tab on the Q & A panel:

Click the downward arrow, and then choose the tab you want to display.

L[

[ alpm 1 Unanswered {0} *'

Closing a tab

You can close all the tabs, except the All tab, on your Q & A panel.

To close atab on the Q & A panel:

Click the X button on the tab you want to close.

Note: Closing a tab does not remove the information on the tab. You can view
the information on that tab by opening it again. More... (on page 314)
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Assigning a question

You can assign questions to yourself or another panelist. The questions appear on
the designated panelists' My Q & A tab, with the text assigned next to them.

To assign a question:

From any of the tabs on which you received the question, right-click (Windows) or
select ctrl and then click (Mac) the question, and then choose Assign to > the
person you want to assign it to.

Janet Goodman -05:13pm
Q: |z there a recordino aftar tho o

f=sign ko Myl

Copy Felicity W

Defer

Dismiss

Deselect

Note:

To assign multiple questions at the same time, hold down the Ctrl key
while selecting the questions.

If an assigned question is answered, the text assigned still displays.
The text assigned does not display on attendees' Q & A panels.

Prioritizing questions

You can set priorities—high, medium, or low—for any questions you have received
on the Q & A panel. Your prioritized questions display on the Prioritized tab.

To set a priority for a question:
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Right-click (Windows) or select ctrl
and then click (Mac) the question,
and then choose Priority > High,

Mar!_.r Whlte 10529 amn

Essu;n ko Medium, or Low.
Il Mary
0: III“'-"| Priaity High
answered Yerbally MMedium
Copy
| Send | Defer
. et g I o T Ry

Fast track

After you set a priority for a question
for the first time during a training
session, a column appears to the left
of the Q & A panel showing
rectangular icons.

@ High
1 Medium

Lty

Click the rectangular icon for the
guestion you want to set priorities
for, and then choose High, Medium,
or Low.

To remove the priority status from
a question:

Click the rectangular icon for the
question, and then choose Clear.

Viewing prioritized questions

You view your prioritized questions on the Prioritized tab.

To view your prioritized questions:
1 Click the Prioritized tab.
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2 Optional. To view only questions with a certain priority status, select the status at
the "View priority" option.

[ A

My QA (5)

View prioriby:

“| prioritized (3) 7\ |

High

Mediurm

[] Low

- -\__‘_“__ﬁh_‘:_ Ww—ﬂ--\\_ﬁ _H.ﬂ_xﬁx?*.“_\‘:’pﬁ_ﬁ o

If you do not want to view
questions with a certain
status, uncheck the
appropriate check box.

Answering questions in a Q & A session

During a Q & A session, you can:

= Provide an answer to a question publicly. More... (on page 319)

= Provide an answer to a question privately. More... (on page 319)

= Defer a question. More... (on page 321)

= Dismiss a question. More... (on page 320)

Tip: You can respond to a question from any of the four tabs on which you receive the
specific question. If a question shows as assigned on the All tab, you can check whether

this question has been assigned to you on your My Q & A tab.

When a panelist is typing an answer to a question that no one else has responded to
yet, an in-progress indicator displays under that question for all participants. This
figure shows an example.

Alex Simpson -02:40 pm
2: {(azsigned) hello, i have a question.
Thiz question iz being answered. ..
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Providing a public answer

Your answer to a question appears on all participants' Q & A panels, unless you
choose to send your answer privately.

To provide a public answer during a Q & A session:

1 Onyour Q&A panel, select the question from any of the tabs on which you
received the question.

To select a question, click it once.

hl | 0&A 2] To copy the question into the text box, right-
— ot click (Windows) or press ctrl and then click
oAl My Q@A (L) | Una (Mac) your mouse, choose Copy, and then

paste it in the text box.

John Smith 0522 pm To clear the selection, right-click (Windows)

or press ctrl and then click (Mac) the
question, and then choose Deselect.

Q: hello, | have a question.

2 Type your answer in the text box.

To edit your answer before sending it, highlight the text you want to edit and then
right-click (Windows) or press ctrl and then click (Mac) the highlighted text. The
menu that appears provides editing commands.

3 When you finish typing your answer, click Send.

The answer appears on all panelists' and attendees' Q & A panels.

Answering a question privately
If you send your answer privately, these participants can see the private answer:
= the attendee who sent you the question

= all panelists

To answer a question privately:

1 Onyour Q&A panel, select the question from any of the tabs on which you
received the question, and then click Send Privately.
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To select a question, click it once.

hl | Q&A a8 To copy the question into the text box, right-click
——— Pt (Windows) or press ctrl and then click (Mac) your
oAl My Qih (1) | Una mouse, choose Copy, and then paste it in the text
box.

John Smith_us22om To clear the selection, right-click (Windows) or press

ctrl and then click (Mac) the question, and then
choose Deselect.

Q: hello, i have a question.

2 In the dialog box that appears, type your answer in the text box.

3 If you want to save the answer you typed as the standard private answer for all
panelists to use, click Save or Save as Default.

4 Click Send.

Dismissing a question

In a Q & A session, you can dismiss a question using a standard or customized
answer. The standard answer reads: Thank you for your question. The information
that you requested cannot be provided by any of the panelists.

If you dismiss a question, these participants can see the Dismiss answer:
= the attendee who sent the question

= all panelists

To dismiss a question during a Q & A session:

1 From any of the tabs where you received the question, right-click the question,
and then choose Dismiss.

Tip for Windows users: To dismiss multiple questions at one time, hold
down the Ctrl key while selecting the questions, right-click your mouse,
and then choose Dismiss.

The Respond Privately dialog box appears, containing the standard Dismiss
answer.

2 Optional. To customize the standard answer, click Custom, and then edit the text
in the text box.
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Optional. To save your customized answer as the standard Dismiss answer for all
panelists to use, click Save (Windows) or Save as Default (Mac).

Click Send.

Click Yes in the confirmation message box.

Deferring a question

In a Q & A session, you can defer a question using a standard or customized answer.
The standard answer reads: Thank you for your question. Your question was
deferred but will remain in the queue. A panelist will answer your question at a later
time.

If you defer a question, the following participants can see the Defer answer:

the attendee who sent the question

all panelists

To defer a question during a Q & A session:

1

From any of the tabs where you received the question, right-click the question,
and then choose Defer.

Tip for Windows users: To defer multiple questions at one time, hold down
the Ctrl key while selecting the questions, right-click your mouse, and
then choose Defer.

The Respond Privately dialog box appears, containing the standard Defer
answer.

Optional. To customize the standard answer, click Custom, and then edit the text
in the text box.

Optional. To save your customized answer as the standard Defer answer for all
panelists to use, click Save (Windows) or Save as Default (Mac).

Click Send.

Responding to questions answered verbally

If a question has been answered verbally, you can send a standard response: This
question has been answered verbally.
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Follow these steps:

Right-click (Windows) or select
ctrl and then click (Mac) the
question and then choose
Answered Verbally.

Mary White - 9:45 am
0: {agpinnnrﬁ will v cand

it the recording

A=sign to r

Mary ¥ Priority k
: Wh 5 goal?
q | Answered Yerbally g
) Mary &

: wh Lopy 5 goal?
Defer
Dismiss
Deselect

S Y *H ot

Archiving Q & A sessions

At any time during a training session, you can save the questions and answers on
the All tab on your Q & A panel to a .txt or .csv (comma-separated/comma-delimited
values) file. If there are updates in the Q & A session, you can save them to the
existing file.

Once you save a hew Q & A session to a file, you can also save a copy to another
file.

Saving a Q & A session

At any time during a training session, you can save the questions and answers on
the All tab on your Q & A panel to a .txt or .csv file.

Note: Training Manager automatically saves Q & A sessions every two
minutes to the WebEXx folder in the My Documents folder on the host and
presenter computers.

322



Chapter 20: Managing Question-and-Answer Sessions

To save aQ & A session:

1

In the Session window, on the File menu, choose Save > Questions and
Answers.

Choose a location at which to save the file.
Type a name for the file.

In the Save as type box, select Text Files (*.txt) or CSV (comma-
separated/comma-delimited values).

Click Save.

Training Manager saves the file at the location and format that you chose.

To review the content of an archived Q & A session, open the .txt file in a text editor
or the .csv file in a spreadsheet program, such as Microsoft Excel.

Saving changes to a saved Q & A session

If you have previously saved a Q & A session, and there are additional changes in
the Q & A session, you can save the updates to the existing file.

To save changes in an existing Q & A file:

In the training session window, on the File menu, choose Save > Questions and
Answers.

Training Center saves the changes to the existing Q & A file.

Note: If there are no changes on the All tab on your Q & A panel, the Save
option is unavailable.

Saving a copy of a previously saved Q & A session
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If you have previously saved a Q & A session, and you want to save another copy of
the session, you can do so by following these steps:

1

In the Session window, on the File menu, choose Save As > Question and
Answers.

The Save Questions and Answers As dialog box appears.

Do any or all of the following:
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= Type a new name for the file.
= Choose a new location at which to save the file.
= Choose a different format for the file.

3 Click Save.

Training Manager saves the file with any additional changes in the Q & A session.

Opening a Q & A file

The Q & A files that you saved during a training session have either a .txt or .csv
extension.

To view a .txt file, open it in a text editor, such as Notepad.

To view a .csv file, open it in a spreadsheet program, such as Microsoft Excel.
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Participating in a Question-
and-Answer Session

Question-and-Answer (Q & A) sessions during a training session allow you to ask
guestions and receive answers using your Q & A panel, in a more formal way than
Chat.

Your Q & A panel automatically groups questions and answers into these two tabs,
which make it easy for you to check whether your questions have been answered:

All—all questions and answers in a Q & A session during the training session
More... (on page 325)

My Q & A—the questions you sent and the answers to your questions More... (on
page 325)

Note: The host has to turn on the Q & A function in the event before you can
use the Q & A panel.

Working with the tabs on your Q & A panel
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Your Q & A panel provides two views of the question-and-answer queue: the All and
My Q & A tabs. The All tab stays open all the time on your Q & A panel.

The My Q & A tab displays as soon as you send your first question using Q & A. You
can close the My Q & A tab at any time.
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To open the My Q & A tab:

Right-click (Windows) or select ctrl and then click (Mac) the All tab, and then choose
Open Tab > My Q & A.

To close the My Q & A tab:

Right-click (Windows) or select ctrl and then click (Mac) the My Q & A tab, and then
choose Close Tab.

Note: Closing the My Q & A tab does not cause you to lose the questions and
answers on the tab. You can re-open it at any time.

Asking a questionin a Q & A session

During a training session, you can send your questions to all or specific panelists in a
Q & A session.

To ask a question in aQ & A session:
1 Openthe Q & A panel.
2 Onthe Q & A panel, type your question in the text box.

3 Optional. To edit your question, highlight the text you want to edit, and then right-
click (Windows) or select ctrl and then click (Mac) to use the editing commands in
the menu.

4 In the Ask drop-down list, select the recipient, and then click Send.

Checking the status of your questions

The auto-grouping of questions and answers and visual cues on attendees' Q & A
panels make it easy for you to check whether a panelist has responded to your
question.

Always check the My Q & A tab to quickly find out whether your question has been
answered. More... (on page 327)

When a panelist is answering your question, an indicator appears under the question.
More... (on page 327)
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My Q & A tab

Your Q & A panel provides two views of the question-and-answer queue: the All and
My Q & A tabs. Always check the My Q & A tab to quickly find out whether your
question has been answered. This tab displays a list of the questions you sent and
the answers, whether public or private, to those questions.

|~ | 0&A a8
EEICHR| MYQ&MZ}@‘

Jay Chow -10:46 am
2 | have a question.

Janet Goodman -10:42am
A yes, please zend it to me.

Jay Chow -10:5% am
2: Howe dao | recaord the session’?

Felicity Wu -10:58am
A [private] We will pozt the recording after the zession ends.

@ The My Q & A tab displays the questions that you sent and the answers to those
guestions.

@ If a panelist answers your question privately, the text private appears next to the answer.
No attendee can see this private answer, except yourself.

Answering indicator

When a panelist is typing an answer to a question, an in-progress indicator displays
under that question. This figure shows an example.
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Jay Chow -01:54pm
2: | have a question.
Thig question iz being anzwered. .
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Using Chat

Chat is useful during a training session 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 training
session window.

The Chat function allows you to perform these tasks:

Send chat messages More... (on page 329)
Assign sounds to incoming messages More... (on page 330)
Print chat messages More... (on page 331)
Save chat messages More... (on page 332)

Open a chat file during a training session More... (on page 333)

Sending chat messages

During a training session, the presenter can specify chat privileges for participants.
These privileges determine to whom participants can send chat messages.

329

To send a chat message:

1

2

Open the Chat panel.

In the Send to drop-down list, select the recipient of the message.
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3 Enter your message in the chat text box.
4 Depending on the operating system you use, follow this step:
= Windows: Click Send.

= Mac: Select enter on your keyboard.

Note: If you join a training session in progress, you can see only the chat
messages that participants send after you join the training session

Assigning sounds to incoming chat messages

You can choose to play a sound for one of these occasions:
= |f you are not viewing the Chat panel
= For only the first chat message that you receive in a thread

= Whenever you receive a chat message

To assign sounds to incoming chat messages:
1 Open the Personal Preferences dialog box using one of these two methods:

= On the Chat panel, right-click the Chat title bar, and then choose Sound
Alerts.

= |n the Session window, on the Edit menu, choose Personal Preferences.
2 Click Communications under Category.
3 Select Receiving a chat message.

4 In the When drop-down list, choose the occasion for which you want to assign a
sound.

5 Select a sound using one of these methods:
= Select a sound in the Play sound drop-down list.

This list contains the names of all sound files that reside at the default location
on your computer.

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

Optional. To play the currently selected sound, click the button =,

(o2}
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7 Click OK.

Note:

Training Center saves your sound preferences on your computer. However, if
you start or join a training session on another computer, you need to set your
preferences again on that computer.

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 Personal Preferences dialog box.

Printing chat messages

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

To print chat messages:

1 In the Session 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 training session or view the file's content outside a
training session by opening the file in a text editor.

Once you save chat messages to a file, you can save changes to the messages or
save a copy of them to another file.

For help in performing these tasks, click the "More" link:
= Save chat messages for the first time in a training session More... (on page 332)
= Save change to a chat file More... (on page 332)

= Create a copy of a chat file More... (on page 332)
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Note: Training Center also automatically saves chat messages every two
minutes to the WebEXx folder in the My Documents folder on the host and
presenter 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 Session 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.

Training 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 Session window, on the File menu, choose Save > Chat.

2 Training 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 In the Session window, on the File menu, choose Save As > Chat.
The Save Chat As dialog box appears.
2 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.
3 Click Save.

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

Opening a chat file during a training session

If you saved chat messages to a .txt file, you can display those chat messages on
your Chat panel by opening the file.

To open a chat file in a training session:

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

2 Select the chat file that you want to open.

3 Click Open.
The chat messages appear on the Chat panel.

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

If you want to... See...

get an overview of using Feedback About using feedback (on page 335)

allow participants to use Feedback options Allowing participants to provide feedback (on
page 336)

view a running tally of responses Viewing a running tally of responses (on page
337)

provide feedback Providing feedback (on page 338)

use emoticons in feedback Using emoticons in feedback (on page 339)

remove responses from the Participants panel Removing feedback (on page 340)

About using feedback

Feedback is a feature that allows the presenter to pose a question at any time—
either verbally during a WebEx Audio 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:
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= 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

= select Go Faster or Go Slower to request that the presenter speed up or slow
down his or her pacing

= express yourself using emoticons

Note: When participants use the Raise Hand icon, the panelists will see the
order in which the participants raised their hands, indicated by a number next
to the participant's icon. The panel will show this ordered raised hand for up
to 10 participants at a time.

Allowing participants to provide feedback

You can allow participants to use the Feedback options during a training session.

To allow participants to use the Feedback options:
1 Onthe Session menu, select Session Options.

The Training Session Options dialog box appears.
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Commurications | True Color Mode | kmpodt Mode |
Select the modes of communication that you wart o alow
b Chat
W asa
¥ Feedback
[+ ‘ideo
1 Singhe poink
F Wulti-point
W Attertion tracking

or | Cancel

2 Select the Feedback check box.
3 Click Apply, and then click OK.

A Feedback column appears on the Particpants panel.

Viewing a running tally of responses

You can view a running tally of responses from attendees during a training session.

To view a running tally of responses:

On the Participants panel, click the Feedback icon.

il -

The Feedback palette appears.

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

Current Results
O 2 Participant{s)
ves: 1 I

Mo: 1

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.
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=  Participants HH -
i} Mame L 2 of 2 ready Feedback
& Panelists: 2
& 2  MayNpyen  (Host) . X
& 2 Jeremy Gibson N
= Aftendees:?
E3 Johin Smith
&
LJ | | rvite... |7]
&) v [x] Al &l @ | a1~

Providing feedback

You can provide feedback by clicking one of the icons on the Participants panel.

O] x| 2| k] @l | L]

The response icon appears to the right of your name. You can remove the icon by

clicking it again.

The following table shows the types of feedback you can provide during a training

session:

M|

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

A

click to indicate yes in response to a question

I

click to indicate no in response to a question

E

click to indicate to the presenter to slow down his or her
pacing
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ﬁ click to indicate to the presenter to speed up his or her
pacing
@ = click to open the Emoticons palette on which you can use an
emoticon to express yourself
- click the icon to display a running tally of responses
‘7 click the icon to clear all feedback (attendee only)

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.

Using emoticons in feedback

You can use emoticons to express your feelings or status from the Participants
panel by using the emoticons drop-down menu.

To use emoticons:

1 Click the Emoticons button on the Participants panel.

@y

The Emoticons palette appears.

®@© &
OO0
&6 8

2 Select one of the following emoticons from the palette.

% applaud the presenter

@ approve the presenter
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indicate you are taking a rest or break or would like to take a break

indicate you are not available

S

indicate you have an idea

L
.-:.-\.

=
a=d

indicate that you are confused

e

indicate that you are sleepy or bored

ik
L%

show astonishment or surprise

indicate happiness

laugh out loud

show that you are curious or skeptical

indicate presenter to watch out or be careful

280 0

The corresponding emoticon appears to the right of your name on the Participants
panel.

Removing feedback

You can remove all the feedback at any time during a training session.

To remove feedback (erase all responses):

1

On the Session menu, select Session Options.

The Training Session Options dialog box appears.
Remove the check next to the Feedback check box.
Click Apply, and then click OK.

The Feedback column is no longer showing and all feedback is cleared.
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Managing Hands-on Lab

341

If you want to...
get an overview of Hands-on Lab

set up an in-session or on-demand Hands-on
Lab session

reserve computers for an in-session Hands-
on Lab

view the Hands-on Lab schedule

assign Hands-on Lab computers to registered
attendees

start Hands-on Lab sessions

record Hands-on Lab sessions

assign computers during Hands-on Lab
sessions

unassign participants from computers

respond to a request for help

take control of a Hands-on Lab computer

ask all to return from Hands-on Lab

end Hands-on Lab sessions

SEE 0
About Hands-on Lab (on page 342)

Setting up Hands-on Lab (on page 343)
Reserving computers for in-session Hands-on Lab
(on page 344)

Viewing the Hands-on Lab schedule (on page
345)

Assigning Hands-on Lab computers to registered
attendees (on page 346)

Starting a Hands-on Lab session (on page 350)
Recording Hands-on Lab sessions (on page 352)

Assigning computers during Hands-on Lab
sessions (on page 354)

Unassigning Participants from Computers (on
page 356)

Responding to a request for help (on page 357)

Taking control of a Hands-on Lab computer (on
page 358)

Asking all to return from labs (on page 358)

Ending the Hands-on Lab session (on page 359)
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About Hands-on Lab

Hands-on Lab sessions allow instructors to prepare lessons or exercises that
students can complete on remote computers on which training software is installed.
Students can use these remote computers during a training session for hands-on
learning and practice. Because instructors can control Hands-on Lab sessions, they
can maintain an optimized lab environment that is effective, familiar, and consistent.

You can schedule the following two types of Hands-on Lab sessions:

= In-session Hands-on Lab. For details, see Setting up in-session Hands-on Lab
(on page 343).

= On-Demand Hands-on Lab. For details, see Setting up on-demand Hands-on Lab
(on page 347).

To set up a Hands-on Lab session, the host schedules the lab and reserves the
computers for the presenter. Then the host starts the Hands-on Lab within the
training session. The presenter assigns computers to participants, connects the
computers with a mouse click, and then each participant can use the virtual computer
at remote locations. The presenter or host can also

= set recording options for the Hands-on Lab session
= broadcast a message to all participants

= respond to a participant's request for help

= ask all to return from the lab

= end the Hands-on Lab session

Note: If you chose the scheduling option to support over 500 attendees for
this session, the number of participants that can access a Hands-on Lab
computer is limited to 50.
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Setting up Hands-on Lab

If you want to... See...

reserve computers for Hands-on Lab Reserving computers for in-session Hands-on Lab
(on page 344)

view the Hands-on Lab schedule Viewing the Hands-on Lab schedule (on page
345)

assign Hands-on Lab computers to registered A Assigning Hands-on Lab computers to registered
attendees attendees (on page 346)

About the Hands-on Lab page

To access the Hands-on Lab page, log in to your Training Center Web site. On the
navigation bar, expand Host a Session, and then click Hands-On Lab.

You can do the following from this page:

Hands-on Labs tab

= View a list of the Hands-on Lab computers set up by your Hands-on Lab
administrator.

= View the schedule for each of the labs.

= Reserve computers for on-demand sessions.

My Reservations tab

= View the sessions you have scheduled for in-session or on-demand Hands-on
Lab.

= Change your reservations, such as inviting attendees and canceling reservations.

Setting up in-session Hands-on Lab

In-session Hands-on Lab allows attendees to practice what they learn while they are
attending a training session. Attendees gain hands-on experience by connecting to
remote computers on which training software has been installed.
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To set up in-session Hands-on Lab, first reserve computers in one of the labs when
scheduling a training session, and then start Hands-on Lab during the training
session.

See Also: Setting up on-demand Hands-on Lab (on page 347).

Note: Hosts reserve in-session Hands-on Lab computers from the same pool
of remote computers that hosts reserve for on-demand Hands-on Lab. Labs
and remote computers are set up by the Hands-on Lab administrator in your
organization.

Reserving computers for in-session Hands-on Lab

When scheduling a training session, you can set up a Hands-on Lab session and
reserve computers for that session. For more information on Hands-on Lab sessions,
see About Hands-on Lab (on page 342).

Your site administrator sets up Hands-on-Labs.

To reserve computers for an in-session Hands-on Lab:

1

On the Schedule Training Session or Edit Scheduled Training Session page,
scroll to In-session Hands-on Lab.

Select Reserve computers from lab.

For instructions on viewing the Hands-on Lab schedule, see Viewing the Hands-
on Lab schedule (on page 345).

Choose a lab from the drop-down list. Hands-on Labs are set up by your site
administrator.

To view the lab description or number of computers set up in a selected lab, click
Lab Info.

In the Number of computers box, type the number of computers that you want
to reserve.

To check availability of the computers and lab, click Check Availability.

The Computers Available dialog box appears indicating how many computers are
available for the time and lab that you specified.

Your reservation status appears in the Reservation status box. The reservation
status refreshes each time you click Check Availability.
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To pre-assign computers to registered attendees, select Require attendee
registration in the Registration section of the Schedule Training Session page.

Requiring attendee registration allows you to assign computers to attendees as
they register. To assign computers to attendees as they register, see Assigning
Hands-on Lab computers to registered attendees (on page 346).

When you are finished scheduling your training session and Hands-On Lab, click
Schedule at the bottom of the Schedule Training Session page.

Requiring attendee registration allows you to assign computers to attendees as
they register. To assign computers to attendees as they register, see Assigning
Hands-on Lab computers to registered attendees (on page 346).

If the computers are available for your scheduled Hands-on Lab, the Session
Scheduled page appears with your reservation confirmation.

If the computers are not available, the Computers Not Available page appears.
Click Close, and select a new reservation time or number of computers on the
Schedule Training Session page.

Click OK.

Viewing the Hands-on Lab schedule
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You can view the Hands-on Lab schedule from your Training Service Web site.

To view the Hands-on Lab schedule:

1

2

3

Log in to your Training Center Web site.

On the navigation bar, expand Host a Session to view a list of links.
Click Hands-On Lab.

The Hands-on Lab page appears.

For the lab in which you are interested, under Lab Schedule, click View
Schedule.

The Lab Schedule page appears.
Point to a time slot to view details of the lab schedule.
When finished, click Close.
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Assigning Hands-on Lab computers to registered attendees

You can assign Hands-on Lab computers to attendees as they register for your
training session. You can also either assign computers to participants during the
Hands-on Lab session, or allow participants to choose their Hands-on Lab computer
when they join the session.

Note: If you chose the scheduling option to support over 500 attendees for
this session, the number of participants that can access a Hands-on Lab
computer is limited to 50.

To pre-assign computers to registered attendees:

1

2

3

Log in to your Training Center Web site.

On the navigation bar, expand Attend a Session to view a list of links.
Click Live Sessions.

Click on your session topic.

The Session Information page appears.

Click Attendees.

The Registered Attendees page appears.

Click Pre-assign Computers.

The Pre-assign Computers page appears.

To assign an attendee to a computer, click on the name of the attendee under
Unassigned Attendees.

To assign multiple attendees to one computer, hold down the Ctrl key while
selecting the names of the attendees.

Click Assign.

You can continue to assign computers to attendees or groups of attendees as
long as computers are available.

10 When finished assigning computers, click OK.

346



Chapter 24: Managing Hands-on Lab

Setting up on-demand Hands-on Lab

To provide attendees with more hands-on training, Training Center supports on-
demand Hands-on Lab sessions in which attendees connect to remote computers
outside a training session to practice what they learn at their own pace.

You can schedule an on-demand Hands-on Lab session by reserving Hands-on Lab
computers. Each of the invited attendees can then join the lab session any time
within the time limit during the scheduled time frame.

To set up an on-demand Hands-on Lab session, first reserve computers in one of the
labs, and then invite attendees to use the reserved computers during the scheduled
time. For details, see Scheduling on-demand Hands-on Lab (on page 348).

See also: Setting up in-session Hands-on Lab (on page 343).

Note: Hosts reserve on-demand Hands-on Lab computers from the same
pool of remote computers that hosts reserve for in-session Hands-on Lab.
Labs and remote computers are set up by the Hands-on Lab administrator in
your organization.

About the Reserve Lab Computers for On-demand Use page

347

How to access this page

On your Training Center Web site, click Host a Session > Hands-On Lab. On the
Hands-on Lab page, click any Reserve Computers link.

Options on this page

Option Description
Topic Type a topic for this on-demand session.
Reserve

Choose a lab in the drop-down list, which displays all the labs set up by your

lc;)bmputers from Hands-on Lab administrator.
Lab Info Click this button to view the description of the selected lab and the number of

computers in the lab.
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Option Description

View Lab Click this button to view the schedule of the selected lab.

Schedule

Number of Specify the number of computers you want to reserve from the selected lab.
computers

Star.tlng .tlme and Attendees can join the lab session during the time frame you specify here.
Ending time
Time zone Specify the time zone in which you want to view the lab session time.

Total time limit

per attendee You can specify up to 12 hours for each attendee.

Note: Between the starting and ending times, an attendee can use a reserved
computer within the specified time limit.

Scheduling on-demand Hands-on Lab

To schedule an on-demand Hands-on Lab session, first reserve Hands-on Lab
computers for the session. Then invite attendees to use the reserved computers
during the scheduled time.

To schedule an on-demand Hands-on Lab session:

1 Go to the Hands-on Lab page on your Training Center Web site.

2 Click the Hands-on Labs tab.

3 Inthe On-demand Lab column, click any Reserve Computers link.
4 On the page that appears, specify the reservation options.

For details, see About the Reserve Lab Computers for On-demand Use page (on
page 347).

5 Click Reserve.

See also Inviting attendees for on-demand Hands-on Lab (on page 349).
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Inviting attendees for on-demand Hands-on Lab

Once you finish scheduling an on-demand Hands-on Lab session, you can invite
attendees to the session by sending them invitation email messages.

To invite attendees to a scheduled on-demand Hands-on Lab session:

1

On the Hands-on Lab page, under the My Reservations tab, click On-demand
use.

In the Session Name column, click the link for the topic of the Hands-on Lab
session.

The On-demand Hands-on Lab Session Information page appears.
Click Invite Attendees.
Do any of the following as appropriate:

= Click Select Live Sessions to invite all attendees from an existing training
session.

= Type the email addresses of the individuals you want to invite in the Invited
attendees text box.

= Click Select Attendees to select contacts from an address book stored on
your Training Center Web site.

= Optional. Click Edit Email Options to customize the content of the invitation
email message.

Click OK.

Changing reservations

349

You can change your reservations for on-demand Hands-on Lab at any time.

To change your reservation for an on-demand Hands-on Lab session:

1

On the Hands-on Lab page, click the My Reservations tab, and then click On-
demand use.

In the Session Name column, click the link for the Hands-on Lab session
reservation you want to change.

The On-demand Hands-on Lab Session Information page appears.
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3 Click Change Reservation. The Change Hands-on Lab Reservation page
appears.

4 Do one of the following as appropriate:
= To delete the reservation, click Cancel Reservation.

= To make changes to the reservation, update the information and click Change
Reservation.

For details about reservation options, see About the Reserve Lab Computers for On-
demand Use page (on page 347).

Starting a Hands-on Lab session

For training hosts only

If you have scheduled a Hands-on Lab, you can start the Hands-on Lab session
within 15 minutes of the reserved time. The presenter is responsible for managing
the Hands-on Lab session.

To start a Hands-on Lab session:
1 In the Session window, on the Lab menu, click Start Hands-on Lab.

The Start Hands-on Lab dialog box appears showing which lab and how many
computers are reserved.

'_'f" Start Hands-on Lab E|

Lab Resersation
'ou have reserved the following computers for this raining session;

Lak: HF zite lab

Resemved Computers: 1

Computer &llocation
(%) &llow attendees to choose computers

() Azsign attendees to computers matnually

[ ] Record remote computers automatically when participants connect

Cancel
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Note: You can start the Hands-on Lab session 15 minutes or less before
the scheduled reserved time. If you try to start the Hands-on Lab session
earlier than 15 minutes before the scheduled reserved time, an error
message appears informing you to start the Hands-on Lab session
during the reserved time.

Under Computer Allocation, select one of the following:

= Allow attendees to choose computers. This allows participants to choose
any computer reserved for this session.

= Assign attendees to computers manually. When you select this option,
participants can only connect to computers assigned to them.

Optional. Select the Record remote computers automatically when
participants connect check box. When you select this option, the Record button
turns on for all reserved computers. Whenever a participant logs into a reserved
computer, the computer records the actions. When the participant logs out, the
recording stops.

Click Start.

Training Manager contacts the remote computers reserved for your Hands-on
Lab session.

Once the reserved computers are contacted, the Start Hands-on Lab
Confirmation dialog box appears.

The Start Hands-on Lab Confirmation dialog box lists all the computers that are
connected to the session and the total attendees in the session.

Optional. To limit the number of attendees that can connect to each remote
computer, under Limit Attendees, select the check box next to Limit. Select the
number of attendees that you want to limit to each computer.

If you selected Assign attendees to computers manually in the Start Hands-on
Lab dialog box, see Assigning computers during Hands-on Lab sessions (on
page 354).

Click Done.
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Recording Hands-on Lab sessions

As the presenter, you can record the actions of each remote computer in the Hands-
on Lab session. This can be helpful for observing how participants use the remote
computer during a training session. You can choose to begin recording automatically
when participants connect to a remote computer, or you can start recording at any
time from the Hands-on Lab panel.

Once you record a remote computer, Training Manager downloads and installs
WebEXx Player on your computer. You must use WebEx Player to play a recording.

To record remote computers automatically when connected:
1 In the Session window, on the Lab menu, choose Hands-on Lab Options.

The Hands-on Lab Options dialog box appears.

™ Hands-on Lab Options

Recording Opkions

[] Record remate computers automatically when participants connect

Record to Folder: | C:\My Recorded Session

| QK Cancel

2 Select the Record remote computers automatically when participants
connect check box.

3 Under Record to folder on remote computer, type a folder location at which to
store the recording.

The folder is stored on the remote computer. The names of WebEx Recording
Format (WRF) files have a .wrf extension.

4 Click OK.

Training Manager records all actions taken on the remote computers while
participants are connected.
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To start recording from the Hands-on Lab panel:

1 On the Hands-on Lab panel, select the computer that you want to record from the
Computers list.

2 Click the Record button.

Training Manager records all actions taken on the remote computers while
participants are connected.

To pause recording:

1 Under Computers on the Hands-on Lab panel, select the computer that you want
to pause recording from the list of computers.

2 Click the Pause button.

3 To resume recording, click the Pause button again.

To stop recording:

1 Under Computers on the Hands-on Lab panel, select the computer that you want
to stop recording from the list of computers.

2 Click the Stop button.
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Assigning computers during Hands-on Lab
sessions

If you selected Assign attendees to computers manually in the Start Hands-on
Lab dialog box, you can assign computers to participants from the Start Hands-On

Lab Confirmation dialog box, from the Hands-on Lab panel, or from the Lab menu.

Note: If you chose the scheduling option to support over 500 attendees for
this session, the number of participants that can access a Hands-on Lab
computer is limited to 50.

To assign computers to participants during a Hands-on Lab session:

1 From the Start Hands-On Lab Confirmation dialog box, from the Hands-on Lab
panel, or from the Session window Lab menu, click Assign Computers.

The Assign Computers dialog box appears.
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™™ Assign Computers

Inassigned Participants:

SAny Mguyen
Cindy Smith
Cynthia King
Eric Francao
Jeremy Gibson

Jose Yega
Skevens MoCarkhy

Computers:

SR B COtPO0 =]

ﬁ Benny Goodman
g Bill Evans (panelist)
B Charlie Parker

B COMPODZ (0 users)

- COMPOD3 (2 users)

P [ mrkdnnod o0 st

Assign nassign |

e Give Control |

o]

Cancel |

Under Unassigned Participants, select the name or names of participants that
you want to assign to a particular computer. Hold down the Shift key to select

more than one participant.

Under Computers, select the computer that you want to assign to the selected

participant.

Click Assign.

To give control of the computer to a particular participant, click Give Control.

When you are finished assigning computers, click OK.

Click Done in the Start Hands-on Lab Confirmation dialog box.
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Unassigning Participants from Computers

To unassign a participant from a computer, do one of the following:

On the Lab menu, point to Assign Computers. In the Assign Computers dialog
box, select the name of the participant that you want to unassign. Click
Unassign.

On the Hands-on Lab panel, click Assign. In the Assign Computers dialog box,
under Computers, expand the user list for the computer. Select the name of the
participant that you want to unassign and click Unassign.

Click OK.

Broadcasting a message to participants

As the presenter, you can choose to broadcast a message to all participants or to
select participants in the Hands-on Lab session.

To broadcast a message,

1

Do either of the following:
= On the Lab menu, point to Broadcast Message To.

= On the Hands-on Lab panel, click the Broadcast Message button.

@

In the menu that appears, select All or choose a remote computer to which you
want to broadcast your message.

The Broadcast Message dialog box appears.
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.'_l Broadcast Message

To: Cindy Smith, Cynthia Kinc, Eric Franco, Jeremy Gibson,
Jose Vega (COMP303)

Message:

Ik Cancel

3 In the Message box, type your message.
4 Click OK.

Your message appears on the selected participants' desktops.

Responding to a request for help

If a participant requests help, the Ask for Help indicator appears next to participant's
name in the Hands-on Lab panel.

&

To respond to a request for help:

1 Next to the participant's name, click the Ask for Help indicator.
L
The Broadcast Message dialog box appears.
2 Type a message in the Message box.

3 Click OK.

Your message appears on the participant's desktop.
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Tip: You can then connect to the participant's remote computer and use the chat viewer
to continue to help the participant.

Taking control of a Hands-on Lab computer

As the presenter, you can take control of any Hands-on Lab computer.

To take control of a computer:
1 Connect to the remote computer.

2 In the Hands-on Lab Manager panel, click the Pass Control button.

¢

You now have control of the remote computer.

Asking all to return from labs

During a Hands-on Lab session, you can ask all the participants to return from the
Hands-on Lab session to the main training session. You can choose to have the
participants return immediately, or you can give them a time limit for returning.

To ask participants to return:
1 Onthe Lab menu, choose Ask All To Return.

The Ask All To Return dialog box appears.
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™ Ask All To Return

Ask all participants to return to the main kraining session:

(®) within minutes and end all sessions after the time period

() immediately and end all sessions after 30 seconds

Ik Cancel

2 Do either of the following:

= Select within and choose a time in minutes from the drop-down list. This
option gives participants time to finish the tasks that they are working on.

= Selectimmediately and end all sessions after 30 seconds.
3 Click OK.

A confirmation dialog box appears in which you confirm your request to ask all
participants to return from Hands-on Lab.

4 Click OK.

All participants receive a message asking them to return from Hands-on Lab. The
Hands-on Lab sessions end either after 30 seconds or after the time you selected in
the Ask All To Return dialog box.

Ending the Hands-on Lab session
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For training hosts only

You, as the training session host, can end the Hands-on Lab sessions at any time.

To end a Hands-on Lab session:

1 Onthe Lab menu, click End Hands-on Lab.
A confirmation message appears.

2 Click OK.

The Hands-on Lab session ends for all participants.
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Note: If you do not manually end the Hands-on Lab sessions, they end
automatically when your reservation for Hands-on Lab computers expires. A
message appears on your screen 15 minutes before your reservation
expires. If the computers have not been reserved for another training
session, you can continue to connect to the Hands-on Lab computers. If the
host of the new session attempts to connect to the reserved computers, you
will be disconnected from the reserved computers.
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If you want to...
get an overview of Hands-on Lab

connect to a reserved computer

use the Hands-on Lab Session Manager

use Hands-on Lab chat
ask for help in Hands-on Lab

transfer files in a Hands-on Lab session

pass control of the Hands-on Lab computer

leave a Hands-on Lab session

disconnect from computers

About Hands-on Lab

Hands-on Lab sessions allow instructors to prepare lessons or exercises that
students can complete on remote computers on which training software is installed.
Students can use these remote computers during a training session for hands-on
learning and practice. Because instructors can control Hands-on Lab sessions, they
can maintain an optimized lab environment that is effective, familiar, and consistent.
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See...
About Hands-on Lab (on page 361)

Connecting to a reserved computer (on page
362)

Using the Hands-on Lab Manager (on page
365)

Using Hands-on Lab chat (on page 366)
Asking for help in Hands-on Lab (on page 367)

Transferring files in a Hands-on Lab session (on
page 368)

Passing control of the Hands-on Lab computer
(on page 369)

Leaving a Hands-on Lab session (on page 370)

Disconnecting from computers (on page 371)
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To set up a Hands-on Lab session, the host schedules the lab and reserves the
computers for the presenter. Then the host starts the Hands-on Lab within the
training session. The presenter assigns computers to participants, connects the
computers with a mouse click so that participants can use the virtual computer for
their learning and practice activities. Participants can also

connect to a reserved computer

chat with other Hands-on Lab patrticipants
ask for help during a Hands-on Lab session
transfer files in a Hands-on Lab session
pass control of a Hands-on Lab computer

disconnect from a Hands-on Lab computer

Connecting to areserved computer

Participants in a Hands-on Lab session can connect to an unassigned computer or a
preassigned computer depending on which option the presenter chose when starting
the session.

Connecting to unassigned computers

If the presenter has allowed participants to choose their own remote computer, they
can connect to any reserved computer in the session.

To connect to a computer, do one of the following:

1

On the Lab menu, point to Connect to Computer. Then select the remote
computer to which you want to connect.

On the Hands-on Lab panel, select the computer to which you want to connect.
Click Connect.

You are connected to the remote computer. The Hands-on Lab Manager window
is available from the Session Controls Panel on your desktop. You can also
control the remote computer using the Sharing menu.
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Connecting to preassigned computers

If the presenter has manually assigned computers to Hands-on Lab participants, the
Hands-on Lab Session connect message appears on the participant's desktop.

Hands-on Lab Session x|

'ou have been aszigned to computer Elmo for the handz-on lab
geszion. Do pou want to connect now’y

Tes Mo

To connect to the remote computer, click Yes.

You are now connected to the remote computer. The Hands-on Lab Manager
window is available from the Session Controls Panel on your desktop. You can also
control the remote computer using the Sharing menu.

Using an audio conference in a Hands-on Lab session

You can communicate with participants in a Hands-on Lab session using your
computer or telephone. All the audio conferencing options that the host sets up in the
main session apply to the Hands-on Lab session.

Notes:
= Participants in a Hands-on Lab session cannot join a Hands-on Lab
session audio conference until the Hands-on Lab session presenter joins
the audio conference.
= When a participant who has already joined the main audio conference
session joins a Hands-on Lab session, he or she is switched from the
main session audio conference to the Hands-on Lab session audio
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conference automatically. Participants cannot join an audio conference in
the main session while connected to a Hands-on Lab session audio
conference.

If audio conferencing is not available or has not been started for the main
session before the Hands-on Lab session is started, audio conferencing
for Hands-on Lab sessions is disabled also.

When a participant who is in the Hands-on Lab session audio conference
leaves a Hands-on Lab session, he or she disconnects from the Hands-
on Lab session audio conference automatically. The participant returns to
the main session and can join the main audio conference by selecting
Join Audio Conference on the Audio menu.

Starting an audio conference during a Hands-on Lab session

When you start a Hands-on Lab session, all the audio conference options that the
host sets up in the main session are available during the Hands-on Lab session.

The Join Audio Conference message box automatically appears in the Session
window for each participant in the Hands-on Lab session.

Note: To use a VolP audio conference, your computer must meet the system
requirements for Integrated VolP. For details, see the Audio release notes
available from the User Guides page on your Training Center Web site.

To start an audio conference in a breakout session:

1

In the Audio Conference dialog box, decide whether to use the computer or
phone to join the audio conference. If the Audio Conference dialog is not already
appearing when the Hands-on Lab session starts, it is available from the Audio

If joining by phone, make your selections in the dialog box, click Call Me, and
then follow the instructions on the phone.

A telephone icon appears next to your name in the Participants panel to indicate
that you have joined the audio conference using your phone.

If joining by computer, click Join.

Optional. Use the Volume dialog box to adjust the volume of your speakers or
microphone or to mute or unmute your speakers or microphone.
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5 Optional. To use the Audio Setup Wizard to set up audio options, choose Audio
Setup Wizard on the Audio menu.

A headset symbol appears to the left of your name in the participant list on the
Hands-on Lab Sessions Manager panel.

Note: The headset or telephone icon flashes to indicate which participant
is speaking during the Hands-on Lab session.

To change to an audio conference in a Hands-on Lab session:

1 In the Audio Conference dialog box, decide whether to change to the Hands-on
Lab session audio conference.

2 Select Yes to join the Hands-on Lab session audio conference.

3 Select No to remain in the main session's audio conference.

Leaving and ending an audio conference in a Hands-on Lab session

You can leave or end an audio conference at any time during a Hands-on Lab
session.

To leave an audio conference:
1 Click the Audio button on the Participants panel.

2 In the Audio Conference dialog box, click Leave WebEx Audio.

To end a Hands-on Lab session and audio conference (hosts only):

From the Lab menu, click End Hands-on Lab, and then click OK in the confirmation
message that appears.

Using the Hands-on Lab Manager

Once the presenter starts the Hands-on Lab session and participants have
connected to the computers, the Hands-on Lab Session Manager is available on your
desktop. On the Session Controls Panel, click Hands-on Lab Panel.
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(.. | YouzrenHandsoniab | -
) <
- L2 . - =

The Hands-on Lab Manager lists the participants in the lab to which they are
connected. In the Hands-on Lab Manager, participants can transfer files to and from
their computers and ask for help. When you are in a Hands-on Lab session, you can
use the Hands-on Lab computer directly from your own computer just as if you are
sitting at the Hands-on Lab computer.

~ | Hands-on Lah = |-
B Computer: DeCarlo2 Elapsed time: 10:40
Marme ™
& A Jason Anthony
Ta Lessicatena ||

™ Raise Hand M @
L/

A green computer icon next to your name indicates that you are connected to the
Hands-on Lab computer.

A

Using Hands-on Lab chat

You can send and receive chat messages to and from other Hands-on Lab
participants. All chat messages that you either send or receive appear in your Chat
viewer. Hands-on Lab chat works the same way that chat works in the training
session, except in Hands-on Lab, your chat message sends to all Hands-on Lab
participants.
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To use Hands-on Lab chat:

1 On the Session Controls Panel on your desktop, click Chat Panel.

—3 | Youare n Hands-on iab | -
]
& UEe

2 Type a message in the Chat box.

~ [ Chat (2 ——L

lessica Lena: Canyou please transfer those files o me?

I
QI na problemtl Cend

Send to; | |v|

3 Click Send.

All Hands-on Lab participants receive the chat message in their Chat message
boxes.

Asking for help in Hands-on Lab

You can ask for help at any time during the Hands-on Lab session.

To ask for help:

On the Hands-on Lab Manager window, click the Raise Hand button.
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M, Raise Hand |

The Raise Hand indicator appears next to your name on the Hands-on Lab Manager
window, alerting the presenter to your request for help.

M

Transferring files in a Hands-on Lab session

During a Hands-on Lab session, you can transfer files to and from the Hands-on Lab
computer. You can transfer files that reside at any location on either the Hands-on
Lab computer or on your local computer.

Transferring files works the same way as it does within the training session.

Note: This feature is not supported on the Mac.
To transfer files to or from your computer,

1 Do one of the following:

= On the Hands-on Lab Manager window, click the Transfer File button.

£

= On the Sharing menu, click Transfer File.

The Hands-on Lab Transfer File window appears.
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8 Hands-on Lab

Local Computer Remote Computer
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In the pane on the left, the file directory for your local computer is labeled Local
Computer. The file directory for the Hands-on Lab remote computer is labeled
Remote Computer.

2 In the pane on the left, expand a directory to display the folder in which you want
to transfer a file.

3 In the pane on the right, expand the other directory until the file that you want to
transfer appears.

4 Drag the file to the folder in which you want to transfer it into the pane on the left.

Passing control of the Hands-on Lab computer

369

During a Hands-on Lab session, you can pass control of the computer to anyone
connected to the same computer.

To pass control of the computer:

1 On the Hands-on Lab Manager window, select the name of the participant to
whom you want to transfer control. The participant must be connected to the
computer at the time you transfer control.

A green icon next to a participant's name indicates that the participant is
connected to the computer.
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&

A gray icon next to a participant's name indicates that the participant is
disconnected from the computer.

T

2 In the Hands-on Lab Manager window, click the Pass Control icon.

The Pass Control icon appears next to the participant who has control of the
Hands-on Lab computer.

Leaving a Hands-on Lab session

You can leave a Hands-on Lab session and return anytime during the session.

To leave a Hands-on Lab session:

On the Sharing menu, click Leave Hands-on Lab.
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To reconnect to the Hands-on Lab computer, see Connecting to a reserved computer
(on page 362).

Disconnecting from computers

Once you have finished your Hands-on Lab sessions, you can disconnect from your
remote computer.

To disconnect from the remote computer:

1 On the Session Controls Panel, click Return to Main Window.

F ﬂ!;xpy_éze_gb@@%ﬂr_ue@__ =
no -l
by L i

The Return to Hands-on Lab Computer dialog box appears.

2 Click Disconnect from Computer.
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Using Breakout Sessions

About Breakout sessions

373

If you want to...

See...

get an overview of breakout sessions

About Breakout sessions (on page 373)

use the Breakout Sessions window

Using the Breakout Session window (on page
374)

use the breakout sessions menus

Breakout Session menus (on page 378)

control breakout sessions

Controlling breakout sessions (on page 382)

present a breakout session

Presenting breakout sessions (on page 393)

A breakout session is a private content sharing session that includes two or more
participants. Breakout sessions allow participants to brainstorm and collaborate in
small, private groups that can include presenters or other students, away from the
main training session. In a breakout session, small groups interact within a main
Breakout Session window using much of the same features, such as sharing
whiteboards and applications, as in the main training session. Multiple breakout
sessions can occur at once. For more information about the Breakout Session
window, see Using the Breakout Session window (on page 374).

Only those who are participating in a breakout session can view shared content. You
can view a list of current breakout sessions in the main Session window on the

Breakout Sessions panel.
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In a breakout session, the participant who starts and conducts the breakout session
is designated as the presenter of the breakout session. If Automatic Assignment is
enabled, then a presenter may be randomly assigned to a breakout session. The
Presenter's icon appears next to the presenter's name on the Breakout Session's
Participant's panel.

For participants to start and join breakout sessions, the presenter must first allow
breakout sessions for the training session. Then the host, the presenter, or an
attendee who has breakout session privileges can create a breakout session.

Tip: Although breakout session attendees can be assigned manually or automatically
during the training session, you can save time by pre-assigning attendees while
scheduling the training session. For more information, see Setting up breakout sessions
(on page 91).

Note: If you chose the scheduling option to support over 500 attendees for
this session, the number of participants that can join a breakout session will
still be limited to 100.

Using the Breakout Session window

If you want to... See...

get an overview of Breakout Session window | Breakout Session window overview (on page
375)

get an overview of Breakout Session panels | Breakout Session panel overview (on page
377)

get an overview of Breakout Session menus | Breakout Session menus (on page 378)
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Breakout Session window overview

375

The Breakout Session window appears in the main session window once you start or
join a breakout session. It provides the ability for you to share documents or
presentations, applications, whiteboards, or your desktop during a breakout session.

When you are viewing the Breakout Session window, the words Breakout Session
appears on the Breakout Session Quick Start and Info tabs, and on the title bar of the
window. The Breakout Session window has its own menus and toolbar. It also has a
Breakout Session panel that allows you to view the presenter and participants of the
breakout session. You can also chat with the other breakout session participants
using the Chat box on the Breakout Session panel.

The Breakout Session Quick Start page appears only for the Breakout Session
presenter. As a presenter, you can quickly connect to your Breakout Session audio
conference, open a new whiteboard, or choose a sharing option. The Session Info
page appears for both presenters and participants, and includes details for your
session.
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The Breakout Session panel appears on the right side of the Breakout Session
Manager window during a breakout session. It allows you to view the presenter and
participants of the breakout session. You can also chat with the other breakout
session participants using the Chat box on the Breakout Session panel.

The attendee's Breakout Session Participants panel also includes feedback icons, as
in the main session. For information on using feedback icons, see Providing

feedback (on page 338).

When an application, desktop, Web browser, or document is shared in a breakout
session, the Breakout Session panel appears on each participant's desktop as a
floating panel. You can then access the Sharing Controls dashboard that appears in

the breakout session window.
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¥  3F Breakoot Session

"Breskout session 17,
_Retumn to Main Session |
Elapsed time; 3:23

40 Nane
€y Dave DeCarlo
& O Jason Anthony

You are currently connected to the breakout session

Type chat messages here...

Send to: 1’

Breakout Session menus

If you want to...

See...

learn about Breakout Session File menu

Breakout Session File menu (on page 379)

learn about Breakout Session Edit menu

Breakout Session Edit menu (on page 380)

learn about Breakout Session Share menu

Breakout Session Share menu (on page 380)

learn about Breakout Session View menu

Breakout Session View menu (on page 381)

learn about Breakout Session Communicate
menu

Breakout Session Communicate menu (on
page 381)

learn about Breakout Session Participant
menu

Breakout Session Participant menu (on page
382)
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Note: For Mac users, the Breakout Session windows described in this section
will differ slightly. All functionality will remain, although selections may be
found under another menu. For example, the End Breakout Session
command is available from the Training Center menu.

Breakout Session: Breakout session 1 \

Cisco
[webex Session No. 018 949 983 | Attendee ID:3

Breakout Session File menu

[SCf Edt Share  Wiew Audio

Cpen and Share... Chris0
Qpen Chat...,

Save L
Save fAs
Print L

End Breakout Session

The File menu in the Breakout Session window is similar to the File menu in the
main Session window. You can open and share files, open chat, save documents
and chats, print, end the breakout session (if you are the presenter of that session),
or leave the breakout session (if you are a participant). You cannot end a training
session, and you cannot transfer files or upload files using the File menu in a
breakout session.
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Breakout Session Edit menu

Edit
Undo
Redo
Add Page
Paste As Mew Page

Annotate On 4

Clear 4

Fonit...

The Edit menu in the Breakout Session window is similar to the Edit menu in the
main Session window. Using the Edit menu, you can edit and annotate shared
content in the content viewer. The Find command and the Preferences command
are not available on the File menu in a breakout session.

Breakout Session Share menu

My Deskbop Crrialt+0 ™

Eile... Chrl4Alt+0
Appication L3
whitebosrd Chri+alt+M

‘Web Contert...

‘ieb Browser

The Share menu in the Breakout Session window works the same way as the Share
menu in the main Session window.
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Breakout Session View menu

Yiew
Full Screen At +Enter
Thumbnals

Rotate Page Left Ctri+-Shift+ <
Rotate Page Right  Ctrl+Shift+>

goom In Ctrie+
Zoom Out Ctrls-
Zocen By »
Fk in Viewer

Automatically Advance Pages...

Synchronize for Al CtrieShift+Y

Close Quick Start

The View menu in the Breakout Session window works the same way as the View
menu in the main Session window. The only difference is that the Panels command
refers to viewing the Breakout Session panel only.

Breakout Session Audio menu

Audo Conference. ..

SpeakerMicrophone fudio Test...

The Audio menu in the Breakout Session window is similar to the Audio menu in the
main Session window. The only differences are that you cannot open chat or
feedback from the Audio menu in a breakout session. Depending on your role and
privileges during a breakout session, the Audio menu provides commands to

= join, leave, or switch to another audio conference mode (join by phone or
computer)—all participants

= adjust volume in if joining by computer—all participants
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Breakout Session Participant menu

| Participant I
Mike CtrisM
Mute Al

Pass Presenter Role

Expel from Breakout Session

The Participant menu in the Breakout Session window is similar to the Participant
menu in the main Session window. Using the Participant menu, you can make a
participant the current speaker, mute and unmute microphones, pass the presenter
role to another participant, limit attendance to the breakout session, and expel a
participant from a breakout session (training session presenter only). Breakout
session participants are limited to muting themselves.

Controlling breakout sessions

If you want to...

See...

get an overview of control breakout sessions

About controlling breakout sessions (on page
383)

grant breakout session privileges

Granting breakout session privileges (on
page 383)

allow breakout sessions

Allowing breakout sessions (on page 384)

create a breakout session for another
participant

Manually creating a breakout session for
another participant (on page 388)

ask all participants to return from a breakout
session

Asking all participants to return from a
breakout session (on page 390)

end all breakout sessions

Ending all breakout sessions (on page 391)

request a breakout session presenter to
share content

Requesting a breakout session presenter to
share content (on page 391)
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If you want to... See...

remove a participant from a breakout session | Removing a participant from a breakout
session (on page 392)

About controlling breakout sessions

During a training session, depending on your role and privileges, you can control
breakout sessions by doing the following:

= Specify breakout session privileges for attendees.

= Allow participants to start their own breakout sessions.

= Create a breakout session for another participant.

= Send a broadcast message to all breakout session participants

= Ask panelists and participants to return from their breakout sessions.
= End all of the breakout sessions at once.

= Request a breakout session presenter to share content.

= Remove a participant from a breakout session.

Granting breakout session privileges

383

At any time during a training session, you can specify that attendees can start
breakout sessions with

= all attendees or all participants
= only the training session host
= only the presenter

= any other attendee, privately

You can also remove breakout session privileges at any time.

To specify privileges for attendees during a breakout session:
1 In the Session window, on the Participant menu, choose Assign Privileges.
The Assign Privileges dialog box appears.

2 Under Communications, select the check box next to Breakout sessions with:
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Then select the check boxes for the breakout session privileges that you want to
grant to all attendees:

= Host

*= Presenter

= Panelists

= All attendees
3 Click OK.

Note: The training session host and the presenter always have all breakout
session privileges, regardless of the breakout session privileges that other
attendees have.

Allowing breakout sessions

As a presenter, you can allow panelists or participants to start their own breakout
sessions.

Note: This option is only available when manual breakout session assignment
is selected.

To allow breakout sessions:

1 In the Session window, on the Breakout menu, choose Open Breakout Session
Panel.
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Open Breskout Sescon Panel

Breakout Session Assignment...

Share Breakouk Session Content...

2 On the Breakout Sessions panel, select Breakout Assignments.
The Breakout Session Assignment window appears.

3 Select the Allow attendees to create breakout sessions check box.

4 Click OK.

The Breakout menu displays the breakout session options for all participants.

Note:

= When a participant who has already joined the main audio conference
session joins a breakout session, he or she is switched from the main
session audio conference to the breakout session audio conference
automatically. Participants cannot join an audio conference in the main
session while connected to a breakout session audio conference.

= |f audio conferencing is not available or has not been started for the main
session before the breakout session is started, audio conferencing for
breakout sessions is disabled also.

= When a participant who is in the breakout session audio conference
leaves a breakout session, he or she disconnects from the breakout
session audio conference automatically. The participant returns to the
main session and can join the main audio conference by selecting Join
Audio Conference on the Audio menu.

Creating a breakout session with automatic assignment
For host, panelists, or training session presenters only

As the training session presenter or panelist, you can create a breakout session with
attendee assignments made automatically.
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To create a breakout session with automatic assignments:
1 In the Breakout Session panel, click Breakout Assignment.
The Breakout Session Assignment dialog box appears.

2 Select Automatically.

¥ Breakout Session Assignment

Create breakout sessions and assign attendees:
* Automatically " Manualy

To create breakout sessions automatically, provide the Followsng Infarmation:
(%" Set the number of breakout sessions: ‘ Bl j

(™~ Set the number of attendees in esch breskout session: | j

oK Cancel

3 Choose one of the following settings for your breakout session:
= Set the number of breakout sessions
= Set the number of attendees in each breakout session

4 Choose the number value for your setting.

5 Click OK.

Your settings will be reflected in the Breakout Session panel. Once you start a
breakout session, an attendee will be assigned randomly as the presenter.

Creating a breakout session with manual assignment
For host, panelists, or training session presenters only

As the training session presenter or panelist, you can create a breakout session and
assign attendees manually during a session.

To create a breakout session and manually assign attendees:
1 In the Breakout Session panel, click Breakout Assignment.

The Breakout Session Assignment dialog box appears.
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¥ Breokout Session Assignment

Create breakout sessions and assign attendees:

" Automatically @ Marualy
To create breakout sessions manualy, manage your assignment below:
Not Assigned: Assigned:
[ sea e Add Session

¥ Pansists

& Dave (Host)
¥ Attendees
Jason Anthony

< > » Options for:

[ Allow sttendeas to create breakout sassions

oK Cancel j

Select Manually.

Add a session by clicking the following:

Windows version Mac version

In the breakout session name text box, type a new name or use the default name

that is provided.

Highlight the name of the breakout session.

Highlight the names of any Not Assigned participant for whom you want to add
to the breakout session and click the >> button.
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7 Select the radio button next to the participant that you would like to be the
presenter.

8 Click OK.

The breakout session appears in the Breakout Session panel and can be started
by the presenter at any time.

Manually creating a breakout session for another participant
For host, panelists, or training session presenters only

As the training session presenter or panelist, you can create a breakout session and
select another participant as the breakout session presenter.

To create a breakout session manually for another participant:

1 In the Breakout Session window, select the name of the participants whom you
want to invite to the breakout session. To select more than one participant, hold
down the Shift key while you select participants.

2 Do either of the following:
= On the Breakout menu, point to Breakout Session Assignment.
= On the Breakout Session panel, click Breakout Assignment.

The Breakout Session Assignment dialog box appears.
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¥ Breokout Session Assignment

Create breakout sessions and assign attendees:

" Automatically * Marualy
To create breakout sessions manualy, manage your assignment below:
Not Assigned: Assigned:
[ = » Add Session

¥ Pansists

& Dave (Host)
¥ Attendees
Jason Anthony

< > » Options for:

[ Allow sttendeas to create breakout sassions

oK Cancel j

Add a session by clicking the following:

St brietth SR

Windows version Mac version

In the breakout session name text box, type a new name or use the default name

that is provided.

Highlight the name of the breakout session.

Highlight the name of the participant for whom you are creating the breakout

session and click the >> button.

Add additional Not Assigned participants to the session.
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8 Ensure that the radio button is selected next to the participant that you would like
to be the presenter.

9 Click OK.

The breakout session appears in the Breakout Session panel and can be started
by the presenter at any time.

Asking all participants to return from a breakout session

As the presenter, you can ask panelists and participants to return from their breakout
sessions.

To ask all to return from breakout sessions:
In the Session window, on the Breakout menu, choose Ask All to Return.

All participants in breakout sessions receive a message asking them to return to the
main training session. They can choose to leave the session or continue.

Sending a broadcast message to all breakout sessions

As the presenter, you can broadcast a message to all participants or to select
participants in breakout sessions.

To broadcast a message:
1 In the Session window, on the Breakout menu, choose Broadcast Message.

The Broadcast Message dialog box appears.

¥ Broadcast Message

To: Presanters orly v

Message: 'Mease resrend participants that they wil be presenting
their proposals after lunch.

2 Select who you would like to receive the message from the To drop-down list.
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3 In the Message box, type your message.
4 Click OK.

Your message appears on the selected participants' desktops during their
breakout sessions.

Ending all breakout sessions

As the presenter, you can end all of the breakout sessions at once.

To end all breakout sessions:

In the Breakout Session panel, click End All. You can also end all sessions from the
Breakout menu.

All participants receive a message that their breakout session will end in 30 seconds.

Requesting a breakout session presenter to share content

As the training session presenter, you can request a breakout session presenter to
share his or her shared content in the main training session. Before a breakout
session presenter can share content in the main session, you must end all the
breakout sessions.

To request a breakout session presenter to share content:

1 In the Session window, on the Breakout menu, choose Share Breakout
Session Content.

The Share Breakout Session Content dialog box appears. The names of the

breakout sessions and the names of the last presenters of the breakout sessions
appears in a list.
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"™ Share Breakout Session Content gl

To request the last presenter bor 5 breakout sesscn bo shans cortent in the main
Iraining settion, tebact the session in the kL and then chek DK The lagd
peesenker then recenves instrachion: for shamng conlent from the beeakout
SEEHON.

Eireakout gessions that have occumed.

Last Fresent | Breskout Session
Beeakout Session
Cirdy Srrith My Seszion
Cirdy Sreith Breakcud Sesiaon
Jose ega Supes 2000
Nicioda Arde ton Bireaiccust by Micols
Rakesh Desda Blreakcout Sesmon 2
i »

ok, | Cancsl |

2 Select the name of the presenter in the list whom you want to request to share
breakout session content.

3 Click OK.

The last presenter receives instructions for sharing content from the breakout
session in the main training session.

Removing a participant from a breakout session

As the original presenter of a training session, you can remove a participant from a
breakout session. Removing a participant from a breakout session does not remove
the participant from the main training session.

To remove a participant from a breakout session:

1 In the Breakout Session window, in the participant list on the Breakout Session
panel, select the name of the participant whom you want to remove from the
breakout session.

2 On the Participant menu, choose Expel from Breakout Session.

A confirmation message appears, in which you can verify that you want to remove
the participant from the breakout session.

3 Click Yes.
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The participant is removed from the breakout session.

Presenting breakout sessions

If you want to...

See...

get an overview of presenting a breakout
session

About presenting a breakout session (on
page 393)

create a breakout session

Creating a breakout session (on page 394)

start a breakout session that was created for
you

Starting a breakout session that was created
for you (on page 396)

leave a breakout session

Leaving a breakout session (on page 397)

use an audio conference in a breakout
session

Using an audio conference in breakout
sessions (on page 397)

allow, limit, or prevent more participants from
joining the breakout session

Managing who can join the breakout session
(on page 399)

pass the presenter role to another participant

Passing the presenter role to another
participant (on page 401)

present information in a breakout session

Presenting information in a breakout session
(on page 402)

grant remote control to a participant in a
breakout session

Granting remote control to a participant in a
breakout session (on page 402)

end your breakout session

Ending your breakout session (on page 403)

share content from your breakout session in
the main session

Sharing content from your breakout session
in the main session (on page 404)

About presenting a breakout session
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Once you start a breakout session, you can begin sharing content. The Breakout

Session window replaces the main Session window on your desktop. You conduct
your breakout session using the options available in the Breakout Session window
menus and the Sharing Controls dashboard that appears on your screen.

As the presenter of the breakout session, you can:
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= Use an audio conference. For details, see Using an audio conference in breakout
sessions (on page 397).

= Allow or prevent more participants from joining a breakout session, as well as
limit the number of participants. For details, see Managing who can join the
breakout session (on page 399).

= Pass the presenter role to another participant. For details, see Passing the
presenter role to another participant (on page 401).

= Present information from your computer. For details, see Presenting information
in a breakout session (on page 402).

= Let another participant remotely control your application or desktop. For details,
see Granting remote control to a participant in a breakout session (on page 402).

= End the breakout session. For details, see Ending your breakout session (on
page 403).

= Share content from your breakout session in the main session (last presenters
only). For details, see Sharing content from your breakout session in the main
session (on page 404).

Creating a breakout session - attendees

Once the presenter allows breakout sessions, attendees can create their own
sessions.

To create a breakout session:
1 Do either of the following:
= On the Breakout menu, point to Breakout Session Assignment.

= On the Breakout Session panel in the main Session window, click Breakout
Assignment.

The Breakout Session Assignment dialog box appears.

394



395

Chapter 26: Using Breakout Sessions

Create breakout sessions and assign attendees:
" Automaticalty * Marualy

To create breakout sessions manualy, manage your assignment below:

Not Assigned: Assigned:
| P Add Session
¥ Pansists
& Dave (Host)
¥ Attendees
Jason Anthorry
< > » Options for:

[ Allow sttendeas to create breakout sassions

¥ Breakout Session Assignment

Cancel J

Select Manually and then add a breakout session.

Add a session by clicking the following:

____Add Session | T

mbloshrbroatobet B

Windows version Mac version

Highlight the name of the breakout session.

Optional. To view additional options, select the options icon.

Type a new breakout session name or use the default name that is provided.

Highlight the names of the Not Assigned participants for whom you want to add
to the breakout session and click the >> button.
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8

10

» Options for: e

Windows version Mac version

Optional. To allow participants to join the breakout session without an invitation,
select the check box next to Let others join the breakout session without
invitation.

Optional. To limit the number of participants for the breakout session, select the
check box next to Limit number of participants who can join this session.
Then, in the box, type or select a number of participants.

Click OK.

Your breakout session automatically starts, and each invitee receives an
invitation to join. The invitee can choose Yes or No. For breakout session
participants, the Breakout Session window appears, listing the names of the
presenter and participants of the breakout session in the Breakout Sessions
panel. It also displays a chat panel in which participants can chat with other
participants. Your name appears in the Breakout Sessions panel in the main
Session window.

Starting a breakout session that was created for you

The training session host, presenter, or panelist may create a breakout session by
inviting participants and designate you as the presenter.

To start a breakout session that was created for you:

1

In the message box that you receive when someone else creates a breakout
session for you, click Yes.

Optional. To start the breakout session later, click No. You can start the breakout
session any time by selecting the name of the session or your name on the
Breakout Session panel, and then clicking Start.

Joining a breakout session

The presenter determines whether a participant can join a breakout session, either
by inviting participants, or by allowing participants to join without an invitation.
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For details on the audio conference in a breakout session, see Using an audio
conference in breakout sessions (on page 397).
To join a breakout session, do one of the following:

= On the Breakout menu, choose Join Breakout Session and then the name of
the breakout session that you wish to join.

= On the Breakout Session panel, highlight the name of the breakout session that
you wish to join and then click Join.

Leaving and re-joining a breakout session

If you are a participant in a breakout session, rather than the presenter, you can
leave a session and return to it later.
To leave a breakout session, do one of the following:

= Close the Breakout Session Manager window by clicking the Close button in the
upper-right corner of the window.

= On the File menu, choose Leave Breakout Session.

= On the Breakout Session panel, click Leave Breakout Session.

To re-join a breakout session:

From the Breakout Session menu, select Join Breakout Session.

Using an audio conference in breakout sessions

You can communicate with participants in a breakout session using your computer or
telephone. All the audio conferencing options that the host sets up in the main
session apply to the breakout session.

Note:

When a participant who has already joined the main audio conference
session joins a breakout session, he or she is switched from the main session
audio conference to the breakout session audio conference automatically.
Participants cannot join an audio conference in the main session while
connected to a breakout session audio conference.

If audio conferencing is not available or has not been started for the main
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session before the breakout session is started, audio conferencing for breakout
sessions is disabled also.

When a participant who is in the breakout session audio conference
leaves a breakout session, he or she disconnects from the breakout session
audio conference automatically. The participant returns to the main session and
can join the main audio conference by selecting Join Audio Conference on the
Audio menu.

Starting an audio conference during a breakout session

When you start a breakout session, all the audio conference options that the host
sets up in the main session are available during the breakout sessions.

The Join Audio Conference message box automatically appears in the Session
window for each participant in the breakout session.

Note: To use a VolP audio conference, your computer must meet the system
requirements for Integrated VolP. For details, see the Audio release notes
available from the User Guides page on your Training Center Web site.

To start an audio conference in a breakout session:

1

In the Audio Conference dialog box, decide whether to use the computer or
phone to join the audio conference. If the Audio Conference dialog is not already
appearing when the breakout session starts, it is available from the Audio menu.

If joining by phone, make your selections in the dialog box, click Call Me, and
then follow the instructions on the phone.

A telephone icon appears next to your name in the Participants panel to indicate
that you have joined the audio conference using your phone.

If joining by computer, click Join.

Optional. Use the Volume dialog box to adjust the volume of your speakers or
microphone or to mute or unmute your speakers or microphone.

Optional. To use the Audio Setup Wizard to set up audio options, choose Audio
Setup Wizard on the Audio menu.

A headset symbol appears to the left of your name in the participant list on the
Breakout Sessions panel.
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Note: The headset or telephone icon flashes to indicate which participant
is speaking during the breakout session.

To change to an audio conference in a breakout session:

1 In the Audio Conference dialog box, decide whether to change to the breakout
session audio conference.

2 Select Yes to join the breakout session audio conference.

3 Select No to remain in the main session's audio conference.

Leaving and ending an audio conference in a breakout session

You can leave or end an audio conference at any time during a breakout session.

To leave an audio conference:
1 Click the Audio button on the Participants panel.

2 In the Audio Conference dialog box, click Leave WebEx Audio.

To end a breakout session and audio conference:

In the Breakout Session panel, click End Breakout Session.

Managing who can join the breakout session

You can control who can join a breakout session that is in progress in several ways:
= Let more participants join
= Prevent more participants from joining

= Specify the number of participants that can join

Note: If you chose the scheduling option to support over 500 attendees for
this session, the number of participants that can join a breakout session will
still be limited to 100.
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To manage who can join a breakout session in progress:

1 Do either of the following:

Assignment.

The Breakout Session Assignment dialog box appears.

On the Breakout menu, point to Breakout Session Assignment.

On the Breakout Session panel in the main Session window, click Breakout

¥ Breakout Session Assignment

Create breakout sessions and assign attendees:
" Automatically * Marualy
To create breakout sessions manualy, manage your assignment below:
Not Assigned: Assigned:
[ sea » Add Session
¥ Pansists
& Dave (Host)
¥ Attendees
Jason Anthony
< > » Options for:
[ Allow attendesas to create breakout sassions

Cancel J

2 Select Manually and then add a breakout session.

3 Add a session by clicking the following:

= rvrbrett S

Windows version

Mac version
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Type a new breakout session name or use the default name that is provided.
Highlight the name of the breakout session.

Highlight the names of the Not Assigned patrticipants for whom you want to add
to the breakout session and click the >> button.

Optional. To view additional options, select the options icon.

» Options for: e

Windows version Mac version

Optional. To allow participants to join the breakout session without an invitation,
select the check box next to Let others join the breakout session without
invitation.

Optional. To limit the number of participants for the breakout session, select the
check box next to Limit number of participants who can join this session.
Then, in the box, type or select a number of participants.

10 Click OK.

Note: If when starting the session, you specified a number of participants who can join
the session, only that number of participants can join the session, even if the Let more
participants join this session without invitation command is selected.

Passing the presenter role to another participant
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As the breakout session presenter, you can pass the presenter role to another
breakout session participant. The presenter of the breakout session is responsible for
conducting the breakout session.

To pass the presenter role:

On the Breakout Session panel, in the participant list, select the name of the
participant to whom you want to pass the presenter role.

Do either of the following:
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= In the Breakout Session window, on the Participant menu, choose Pass
Presenter Role.

= On the Breakout Session panel, click Make Presenter.

The selected participant is now the presenter of the breakout session. The
presenter indicator appears next to the participant's name.

Note: You cannot pass the presenter role when sharing an application, your
desktop, or a Web browser.

Presenting information in a breakout session

Presenting and sharing information in a breakout session works similarly to
presenting information in the main session. The only difference is that you select
what content or software that you want to share from the Share menu within the
Breakout Session window. The Share menu in the Breakout Session window works
the same way as the Share menu in the main Session window.

In a breakout session, you can choose to share

= documents or presentations

= a whiteboard in the Breakout Session window
= aWeb browser

= your desktop

= an application

=  UCF multimedia

Granting remote control to a participant in a breakout
session

During a breakout session, you can allow another participant to remotely control your
application. A participant who has remote control of shared software can interact with
it completely.

Caution: A participant who has remote control of your desktop can run any
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programs and access any files on your computer that you have not protected
with a password.

To grant remote control of a shared application to a breakout session
participant:

1 Once you are sharing, select Assign Control on the Session Controls Panel.

| IR Y BN B, e |8 |

asie Shae Azogn Audo \ Brediow Se... Panloparis Cha Arcotate ).

L]

e You are shiring 3 applcations

2 On the menu that appears, point to Pass Keyboard and Mouse Control for what
you are sharing, and then choose the participant to whom you want to grant
remote control.

Once the participant assumes control, your mouse pointer is no longer active.

Note:

You can reassume control of a shared application at any time by clicking your
mouse.

If a participant requests remote control, a request message appears next to your
mouse pointer.

Ending your breakout session

403

If you are the presenter in a breakout session, you can end your session for all
participants.

To end a breakout session:
1 Do one of the following:
= On the Quick Start page, click End Breakout Session.

= Close the Breakout Session Manager window by clicking the Close button in
the upper-right corner of the window.

= On the File menu in the Breakout session window, choose End Breakout
session.
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2

= On the Breakout Sessions panel in the main Session window, click End
Breakout Session.

In the dialog box that appears, click Yes.

Restarting a breakout session

Once a breakout session has ended, it remains in the Breakout Session panel and
can be restarted at any time by the presenter. As a presenter, you can restart with
the same participant assignment, or have new assignments created automatically.

To restart the breakout session:

1

In the Breakout Session panel, highlight the breakout session that you want to
restart.

Click the down arrow on the Start button.

Select whether to restart this breakout session with the same attendee
assignments as before, or with new assignments made automatically.

Sharing content from your breakout session in the main
session

If the training session presenter or host sends you a request, you can share content
that you shared in a breakout session when you return to the main training session.

To be able to share content in the main session, the training session presenter must
have ended all the breakout sessions.

To share breakout session content in the main session:

1

If the training session presenter or host sends you a request to share breakout
session content, the Share Breakout Session Content dialog box appears.

The content that you shared in your breakout session appears in a list.

Select the content that you want to share in the main training session. Hold down
the Shift key to select more than one choice.

Click OK.

Training Manager first opens the shared content, then displays it in your content
viewer. Attendees can then view the shared content in their content viewers.

You can share the content in the main session the same way that you did in the
breakout session.
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Testing and Grading

407

If you want to...

get an overview of testing and grading

add tests to a scheduled training session
add tests to a recorded training session that
you created using the On-Demand Module
get detailed information about the test library
create tests

convert an existing test or poll questionnaire
to tests

determine when and how to deliver the
scheduled training session test

determine when and how to deliver the
recorded training session test in a
Presentation Studio presentation

manage every aspect of a scheduled test
manage every aspect of a recorded test in a

Presentation Studio presentation

score the answers after a test

See...
About testing and grading (on page 408)

Adding tests to a scheduled training session (on
page 408)

Adding tests to a recorded training session (on
page 410)

Understanding the Test Library (on page 413)
Creating a new test (on page 414)

Converting test or poll questionnaires to tests (on
page 416)

Specifying test delivery options for a scheduled
training session (on page 417)

Specifying test delivery options for a recorded
training session (on page 419)

Starting and managing scheduled training session
tests (on page 420)

Managing recorded tests (on page 423)

Scoring and grading answers for a test (on page
425)
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About testing and grading

The Testing feature in Training Center gives you direct control over test creation, test
delivery, test management, and scoring and grading, and the ability to track each
attendee's performance. It also gives you access to the Test Library on your
organization's Training Center Web site where you can store your tests and share
your tests with other hosts in your organization. Tests are Web-based and easy to
manage.

You can add tests to a training session and administer them at all stages of the
learning process:

= Pre-session—Test attendees' knowledge so you can plan more effective and
relevant training content

= In-session—Ensure that attendees follow the training content; receive feedback
from attendees

= Post-session—Test attendees' comprehension of the training content; helps you
plan your next training sessions based on the results of a post-session test

= Recorded session (only for sites that include the On-Demand Module option,
which is Training Center with the Presentation Studio Integration)—Test users'
comprehension of the training content; session and test can be taken at any time

Tip: You can also import a poll questionnaire and convert it to a Web-based test.

Adding tests to a scheduled training session

To test attendees, you must add tests to the training session that they will be
attending.

Before you can add tests, schedule, but do not start, a session to turn on the Testing
feature.

Note: During the training session scheduling process, you can also add a
test that you have already created and saved to the Test Library.
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To add atest to a scheduled training session:
1 Go to the Session Information page for the session by clicking the session topic.

2 Click Add New Test on the Session Information page.

Important: During scheduling, if you selected the option to automatically delete the
training session from your Training Center Web site after it ends, a message box will
appear. If you do not turn off this option, you will lose all tests associated with this
session.

3 Onthe Add Test page, select one of the following and click Next:
= Create a new test
For details, see Creating a new test (on page 414).
= Copy an existing test from the Test Library
Select the test you want to copy from the Test Library and click Next.
For details, see Understanding the Test Library (on page 413).

= Import test questions from saved test or poll questionnaire (*.atp or
*wxt file)

Select the file and click Next.
For details, see Converting test or poll questionnaires to tests (on page 416).
4 Compose or edit the test, and click Save.

5 Specify delivery options, such as the test date and time limit, and click Save. For
details, see Specifying test delivery options for a scheduled training session (on
page 417).

The Manage Test page appears. The following figure shows an example of the
Manage Test page.
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Manage Test: Administration Procedures Test

Test Delivery
Status:
Delivery Method:
Time limit:

Test Questions
Test Title:
Test Description:
Author:
Number of allowed

Not started
Presenter starts the test within a live session.
(none)

[ Change Delivery Options ]

Administration Procedures Test
Product Quiz
David DeCarlo

1
attempts:

Number of questions:
Display questions:

2
All questions in one page

Copy to Test Librany H Edit Test ]

Daone

6 To return to the Session Information page, click Done. For details about
managing your tests, see Starting and managing scheduled training session tests

(on page 420).

7 Follow the same instructions to add multiple tests to a session.

Adding tests to a recorded training session

To test users of a recorded training session that you created using the On-Demand
Module, you must add tests to the training recording that they will be using.

Before you can add a test to a recording, the test must already exist in the Test
Library. Tests cannot be created or edited in the Presentation Studio editor.

To add atest to arecorded training session:

1 Log in to your Training Center Web site.

2 Do one of the following:

= Click Host a Session > My Training Recordings.

= Click My WebEx > My Files

> My Training Recordings.
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The My Training Recordings page appears.

My Training Recordings

Search

Topic Presenter Type Date

_"d_f’d!e Jason Anthony Private  August 29, 2003
;T»'J}i-'-'-i'«‘gﬁ'}—s‘ﬂ“-'-'—z Jason Anthony Private  August 28, 2008
!"’j"i"” module 1 Jason Anthony Private  August 27, 2008

Add a Recording £ Registration required &) Password requited ¢

.
Size

N/A

NA

NA
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Capacity: 3000 MB Used: 0 MB
Total 3 recordings

Duration  Format

Presentation Studio (» J &)~ v)
4 minutes Presentation Studio *» | &) b
1 minute Presentation Studio [» ] &) = ~)

Uploading in progress

In your list of recordings, click the More drop-down icon for the recording for

which you want to add a test and select Modify.

The Presentation Studio editor opens to the Edit Properties page.

Click Edit Slides.
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0 ® @ )

Edit Properties Customize Presentation Slide Detall Edit Slides

Current Presantation

1. training m ... T27 PM Content Presentati &
ini ... Meeting Center

... WebACD ’

... Remote Support =

act omote Access

" Webex(13)
... Sales Center v

Be sure to submityour changes when you're done. |__SubmitChanges || Cancel |

5 Under Current Presentation, select a slide in the location where you want to insert
the test.

6 Under Source, select Insert a test.
7 Select the appropriate insert option from the drop-down list.
8 Click Insert.

The Add a Test page opens in a new window.
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Add a Test

To add a test, please select a test from following list

Private Tests
Description Author Last modified
aduct Gz 1 Dave DeCarla 02012006 D0:30:34
aduct Rewven Dawe DeCarlo 0200120085 00:44:23
Shared Tests
Title Description Author Last modified
O Product Quiz 1 Diave DeCarlo 02/01,/2005 00:39:34

Select a test and click Next.

In the Test Delivery Options page that appears, select the appropriate options
and click Save.

Click Close to return to the Edit Slides page.

Repeat these steps to add multiple tests to a session.
Click Submit Changes.

Click OK on the Recording Updated page.

You will be notified by email when your updated presentation is ready.

Understanding the Test Library

The Test Library serves as a repository of tests on your organization's Training
Center Web site. In the Test Library, you can do the following:

413

Create, edit, duplicate, or delete a test

Import a poll or test questionnaire, with an .atp or .wxt file extension, and convert
it to a test

Copy your tests to the Shared Tests section so other training hosts can access
the tests

Copy shared tests to the Private Tests section
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The tests you create or import appear in the Private Tests section.

To access Test Library:

1

2

Creating a new test

Log in to your Training Center Web site.

Click Test Library under Host a Session on the left navigation bar.

The Test Library page appears.

Test Library

Private Tests
Title
I~ Chemistry 101
[ Chemistry 105
I~ Copy of Chemistry 101 Mid-term
[~ ¥Westemn Literature

Shared Tests

Title
[ Western Literature

Welcome, Wesley Talbot

Description Author
Introductory test to chemistry Wesley Talbot
Take-home quiz Wesley Talbot

Wesley Talbot
Chapter 5 of Greek Mythology YWesley Talbot

Edit Duplicate...

Last modified
12/05/2003 01:16:30

12/01/2003 21:57:51
124112003 02:41:08
114132003 00:31:58

Copyto Shared | Deletel

Description Author
Chapter 5 of Greek Mythology Wesley Talbot

Duplicate...

Last modified
12/05/2003 00:34:22

| Copy to Private | Delelel

Impart.. | Creats New Test

You can create a test in the Test Library or create a test and then add it to a
scheduled training session. You can add a test to a recorded session only if your site
includes the On-Demand Module option.

To create a test:

1

Do one of the following:

= On the Test Library page, click Create New Test.

= On the Session Information page, click Add New Test. Select Create a new

test, and click Next.

The Create Test page appears.
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2 Specify the following:

Test title and description

Maximum score — Select the check box and type the score in the text box to
specify the maximum score an attendee can receive.

Grades — Select the check box to assign a grade based on the attendee's
scores. Click the Specify Grades link to specify a grading scale.

Display question — Select one of the following:
= All questions in one page

= One question per page

3 Click the Insert Question link to add a question or instructions to the test.

The Add Question window appears.

4  Click the Question Type drop-down list.

The following table defines each question type.

Question type
Description

Essay A question that requires attendees to type text answers

Fill in the blanks A question that requires attendees to type text answers in the blanks

Instructions Instructions that you can provide attendees in the beginning of a test

Multiple Choice A question that requires attendees to select one correct answer

Multiple Response A question that requires attendees to select more than one correct answer

True/False A question that requires attendees to indicate whether the statement in the
question is true or false

5 In the drop-down list, do one of the following:

Choose Instructions to add instructions in the beginning of the test, and click
Save.

Choose one question type, compose the question, specify the correct
answers, and click Save.
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Important: To save you time in scoring, Training Center automatically checks
attendees' answers against the correct answers you specify. You must specify
answers for all question types except Essay. Once you start a test, you cannot
change the questions or answers. Ensure that the answers are correct before you
start the test or the scoring will be incorrect. For details, see Scoring and grading
answers for a test (on page 425).

6 Follow the same instructions to add additional questions to the test.

7 Inthe Scoring Panel area for each question, specify a score for the correct
answer and optionally type scoring guidelines or comments for the person who
will score the test.

8 To rearrange questions, click the Move Up or Move Down links. To edit a
question, click Edit.

9 Click Save.

Converting test or poll questionnaires to tests

You can import test or poll guestionnaires that were created and saved in previous
versions of Training Center and convert them to Web-based tests. Test or poll
questionnaire files have a .atp extension.

You can also import files that have been converted with the WebEx Conversion Tool
for use in Training Center. These files have a .wxt extension.

To convert a test or poll questionnaire to a test:
1 Do one of the following:
= On the Test Library page, click Import.

= On the Session Information page, click Add New Test, select Import test
questions from saved test or poll questionnaire (*.atp or *.wxt file), and
click Next.

2 Select the file that you want to import and click Next.
The questionnaire is copied to the Edit Test page.
3 Edit the questions if necessary.

4 Click Save.
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Specifying test delivery options for a scheduled
training session

The Test Delivery Options page appears during the process of adding a test to a
scheduled training session. On this page, you determine when and how to deliver the
test. Once you start a test, you cannot change the delivery options.

The following figure shows an example of the Test Delivery Options page.

Test Delivery Options

Delivery method: O Start this test within a live session

@ Deliver this test an the website (pre-session and post-session test)

Start date and time:| parch w | 27 % || 2007 v
4 ¥ [4B¥ Oam @ pm

Due date and time: Al w3 w2007 v
4 v 45 ¥ Oam ®pm

Time limit: @ No time limit
O Attendees must finish the test within |30 minutes
Email attendees: Invitation erail to take the test

Send the email |5 days |0 hours |0 minutes before the test starts
Send this email to all attendees that register afler the test starts
Reminder email after test starts

Motify host when an attendee submits a test
Scaring and grading report
Attempt limit: & Allow attendees to take the test |2 times

O Mo lirmit

Sawve | | Cancel

Specifying the delivery method
Next to Delivery method, select one of the following:

= Start this test within a live session—You can start the test anytime during the
training session.
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= Deliver this test on the Web site—Specify the starting and due dates and times
for the test. Attendees can take the test anytime between the starting and due
dates and times.

Specifying a time limit

Next to Time limit, select one of the following:

= No time limit

= Attendees must finish the test within X minutes

Type the length of time in the text box.

Note: If the test is set to be delivered outside the session, attendees can take
the test anytime between the starting and due dates but must finish the test
within the specified length of time.

Sending email messages to attendees
Next to Email attendees, select from the following:

= |nvitation email to take the test—Specifies when to send the email before the
test starts

Type the number of days, hours, and minutes before the test starts to send the
email in the text box.

= Send this email to all attendees that register after the test starts
= Reminder email after a test starts
= Notify host when an attendee submits a test

= Scoring and grading report—Sends grade reports to attendees after the host
finishes scoring their tests or after the host updates the scores or comments

Specifying a test attempt limit
Next to Attempt limit, select from the following:
= Allow attendees to take the test X times

Type the number of times that an attendee can take the test.
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= No limit

Specifying test delivery options for a recorded
training session

The Test Delivery Options page appears during the process of adding or managing a
test for a recorded training session that you created using the On-Demand Module.
On this page, you determine the time limit and email options for the test.

The following figure shows the Test Delivery Options page.

Test Delivery Options

Time limit: @ Mo time limit
O Attendees must finish the test within |30 minutes

Email attendees: Scoring and grading report

Specifying a time limit
Next to Time limit, select one of the following:
= No time limit
= Attendees must finish the test within X minutes

Type the length of time in the text box.

Note: Attendees can start the test at any point during the recording but must
finish the test within a specified length of time.

Sending email messages to attendees

Next to Email attendees, select the Scoring and grading report check box to send
grade reports to attendees after the host finishes scoring their tests or after the host
updates the scores or comments.
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Starting and managing scheduled training

session tests

You can use the Manage Test page to manage every aspect of a test.

To access the Manage Test page for a test:

Click the test topic on the Session Information page. The following figure shows an
example of the Test section on a Session Information page.

Test

Title Delivary Status

® Administration Procedures Te... In-session Mot started

O post-session test Website Mot started (starting 32907 at 12:15 pm)

Addd New Test H Manage H

Score & Report ][ Duplicate ][ Delete ]

Click the Manage button to open the Manage Test page.

Manage Test: Administration Procedures Test

Test Delivery
Status:
Delivery Method:
Time limit:

Test Questions
Test Title:
Test Description:
Author:

Number of allowed
attempts:

Number of questions:
Display questions:

Not started
Presenter starts the test within a live session.
(none)

[ Change Delivery Options ]

Administration Procedures Test
Product Quiz
David DeCarlo

1

2
All questions in one page

Copy to Test Librany

| [ EditTest |

Daone
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The options on the Manage Test page vary, dependent on the delivery options and
the status of the test. Tests can fall into the following categories:

= Pre-session tests and post-session tests

= |n-session tests

Managing pre-and post-session tests

To manage pre- and post-session tests:

Pre- and post-session tests automatically start at the time you specified on the Test
Delivery Options page.

The following table shows the management options for a pre- or post-session test.

Status Management Options
Change delivery options
Before test starts Copy the test to Test Library

Edit test questions

End test immediately
Extend due date of the test

Test in progress View and score attendees' answers
Copy the test to Test Library

View test questions

Re-start the test

View and score attendees' answers
After test ends )

Copy the test to Test Library

View test questions

Managing and starting in-session tests

You administer an in-session test during a training session. Attendees take the test
during the session rather than before or after.
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To manage in-session tests:

1 Specify Start this test within a live session option on the Test Delivery Options
page when adding the test to the session.

2  After the session starts, choose Testing in the drop-down list on the Participants

& Communications panel.

3 Select the title of the test, and then click Launch for All.

4 On the page that appears, click Start Test.

The following table shows the management options for an in-session test.

Status

Before test starts

After you click Launch
for All

Test in progress

After test ends

Test suspended in the
event of a session crash

Management Options

Change delivery options
Copy the test to Test Library

Edit test questions

Start the test
Copy the test to Test Library

Edit test questions

End the test immediately

Increase time limit if you have specified it
View and score attendees' answers
Copy the test to Test Library

View test questions

Re-start the test
View and score attendees' answers
Copy the test to Test Libra

View test questions

Resume the test

Re-start the test

View and score attendees' answers
Copy the test to Test Library

View test questions
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Managing recorded tests

You can use the Manage Test page to manage every aspect of a test that you
created using the On-Demand Module.

To access the Manage Test page for a test:

Click the test topic on the Recording Information page. The following figure shows an
example of the Tests in Presentation section on a Recording Information page.

Tests in Presentation: |Tjye
Test 3 Manage Test
Product Review Manage Test

You can add a new test or delete an existing one by editing the
presentation associated with this recorded session.

% Can | edit a test?

Click the Manage Test link next to your test to open its Manage Test page.
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Manage Test: Chemistry 101

Test Delivery

Delivery method:

Time limit:

Student Answers

Student status:

Scoring:

Test Questions

Test Title:

Test Description:
Author:

Number of questions:
Display questions:

Delivered when an attendee view the Presentation Studio
presentation.
40 minutes

Change Delivery Options

15 students have submitted their tests.
3 students have started but not yet finished the test.

1 out of 15 submitted tests have been completely scored.

Fefresh Status Yiew and Score Answers

Chernistry 101

Mid-terrn of Chemistry 101
Eric Franco

g

One guestion per page

Copy to TestLibrany YWiew Questions

Dane |

The host has the following management options for a recorded test:
= Change the time and email options by clicking Change Delivery Options.
= Copy the test to the Test Library.

= View the test questions.

Note: The questions cannot be edited in a recording. They can only be edited in the Test
Library.

" Check the status of the students taking the test.
View and score students' answers.
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Training Center automatically checks attendees' answers against the correct
answers you specified when creating the test and then scores the results.

An entire test is scored automatically if it contains no essay or fill-in-the-blanks
questions. In this case, attendees can view test results once they submit their

answers.

If a test contains essay or fill-in-the-blanks questions, you must manually review and
score the test. A complete score is unavailable until you finish scoring the essay or

fill-in-the-blanks questions.

To score the answers for a test:

1 Do one of the following:

= From the Session Information page, click Score & Report.

= From the Manage Test page, in the Student Answers section, click View and

Score Answers.

The Submitted Tests page appears. This page lists attendees who have
submitted their tests and attendees who have received their scores and grades, if
assigned. You can also view the questions and grading scale, if specified.

Submitted Tests

YWiew Ouestions |

YWiew Grades. |

Student Name +
Gordon Ford

Jenny Parker
Etic Franco

. o
Cathy Lee
John Srnith

Dianna Liang

Tatal submitted tests: 7

Email

gordonf! @webex. com
Jennypl@webex. com
ericfl@webex.com
cynthiak1@webex. com
cathyl1i@webesx. com
johns1@webex. com

diannall@webex. com

Date & Time
submitted

8/8/03 11:03 am
8/5/03 9:54 am
8/18/03 2:00 pm
8/5/03 11:58 am
8/28/03 1:05 am
81703 3:23 pm
8/3/03 500 pm

Score Grade

SCore Answers

95 A
a0 B
70 ©
100 A
Score Answers
=ia] =i



Chapter 27: Testing and Grading

2 To score an attendee's test, click the Score Answers link for the attendee or click
the attendee's name.

The Score Submitted Answers page appears. All answers, except for essay
questions, are automatically scored. A partial score appears in the Results area.
Although fill-in-the-blanks answers are scored automatically, you may want to
review them and change the scores, if necessary.

3 Review the essays or fill-in-the-blanks answers that need manual scoring, and
specify the scores for the essays.

= To quickly go to a question that needs manual scoring, go to the Unscored
guestions section, choose a question in the drop-down list, and click Go.

= To change the score for a fill-in-the-blanks answer, select correct or
incorrect for the question. Clicking Save updates the score.

4 Optionally type comments for the attendee.
5 Click Save to update the score or your comments.

The test results are updated on the View Test Results page. If you have specified
to send grade reports to attendees, the attendee receives the update via email.
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Taking a Test

If you want to... See...

get an overview of taking a test About taking a test (on page 427)

obtain test information before taking a test Obtaining test information (on page 428)

take a pre- or post-session test Taking a pre- or post-session test (on page 431)
take an in-session test Taking an in-session test (on page 434)

take a recorded session test in a Presentation Taking a recorded session test in a Presentation
Studio presentation Studio presentation (on page 436)

know how to answer questions during a test | Answering questions (on page 438)

view your test results Viewing test results (on page 440)

About taking a test

The host or presenter of a training session that you are attending can conduct tests
before, during, or after the session, or during a recorded session in a Presentation
Studio presentation, to test your knowledge of the training content or seek feedback.

A host may request you to take one of the following types of tests:

= Pre- or post-session tests—A test starts and ends at the specified times and
dates outside a training session. Email messages you receive from the host
contain information about how to access these tests.
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= In-session tests—The host starts a test during a training session. Your training
service does not send email messages about these tests on behalf of the host.
You can obtain test information by contacting the host.

= Recorded session tests (only in Presentation Studio presentations)—A test can
be taken once, at any time during the recorded session.

You take tests and submit your answers on the Web. Once scoring is completed, you
can view test results from the Session Information page on your Training Center Web
site, on the Test Submitted page for a recorded session, or from the host's emalil
message that contains your grade report.

To access the Session Information page for a training session, you can go to the
training calendar on your Training Center Web site and then click the link for the
session topic.

Obtaining test information

If you want to... See...

get an overview of obtaining test information | About obtaining test information (on page 428)

obtain test information from a registration Obtaining test information from a registration
confirmation email message you receive from ' confirmation email message (on page 429)

the host

obtain test information from the training Obtaining test information from the training
calendar on your Training Center Web site calendar (on page 429)

obtain test information from an invitation Obtaining test information from an invitation email
email message to take a test message to take a test (on page 430)

About obtaining test information

Note: Test information is not available in advance for recorded session tests.

You can obtain information about a pre- or post-session test from any of the
following:

= A registration confirmation email message
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The training calendar on your Training Center Web site

An invitation email message to take a test, if you received the email from the host

To obtain information about an in-session test prior to joining the training session,
contact your training session host.

Obtaining test information from a registration confirmation
email message

Once the training session host approves your registration request, you receive a
registration confirmation email message that contains a link you can click to obtain
test information.

To obtain test information from a registration confirmation email message:

1

2

Open the registration confirmation email, and then click the appropriate link.

If the host requires a session password, type the session password in the
Password text box, and then click View Info.

The Session Information page, with full details, appears. The Tests section
displays all pre- or post-session tests associated with this training session.

In the Test section, locate the test you want to view, and then do either of the
following:

= In the Action column, click View Info.
= In the Title column, click the test title.
The Take Test page appears.

Enter the session password, and click OK.
Click OK.

The Session Information page appears.

Obtaining test information from the training calendar

You can obtain test information from the training calendar on your Training Center
Web site once the training session host approves your registration.
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To obtain test information from the training calendar:

1

On your Training Center Web site, expand Attend a Session, and then click Live
Sessions.

Locate the training session with which the test is associated, and then click the
link for the session topic.

The Session Information page appears.
Click View Session Details.
The Take Test page appears.

If the host requires a session password, type the session password in the text
box, and then click OK.

The Session Information page, with full details, appears. The Test section
displays all pre- or post-session tests associated with this training session.

In the Test section, locate the test you want to view, and then do either of the
following:

= In the Action column, click View Info.
= In the Title column, click the test title.
The Take Test page appears.

Click OK.

Obtaining test information from an invitation email message
to take a test

You may receive an invitation email message to take a test if the training session
host sends such email messages to attendees whose registration has been
approved.

To obtain test information from an invitation email message to take a test:

Open the invitation email message, and then click the appropriate link.

The Take Test page appears.

About attendee accounts

An attendee account stores a user's personal information and session information
associated with that user, such as a registration number.
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A training session host may require that you have an attendee account to join a
training session, view test information, or take a test. If you sign in using an attendee
account, you do not need to provide personal information or a registration number for

those tasks.

For information about obtaining an attendee account, ask your training session host.

Taking a pre- or post-session test

If you want to...

get an overview of taking a pre- or post-
session test

take a test from a registration confirmation
email message you receive from the host

take a test from the training calendar on your
Training Center Web site

take a test from an invitation email message
to take a test

leave and return to a test

See...

About taking a pre- or post-session test (on page
431)

Taking a test from a registration confirmation
email message (on page 432)

Taking a test from the training calendar (on page
432)

Taking a test from an invitation email message
(on page 433)

Leaving and returning to a test (on page 433)

About taking a pre- or post-session test

431

A pre- or post-session test starts and ends at the times specified by your training
session host. If the host also specifies a time limit, you must finish the test within the

time limit during the scheduled time frame.

You can take a pre- or post-session test from any of the following:

= A registration confirmation email message

= The training calendar on your Training Center Web site

= An invitation email message to take a test, if you received the email from the host
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Taking a test from aregistration confirmation email message

Once the host approves your registration, you receive a confirmation email message
that contains a link you can click to open the Session Information page, from which
you can take a test.

To take a test from aregistration confirmation email message:

1

2

5

6

7

Open the email, and then click the appropriate link.

If the host requires a session password, type the session password in the
Password text box, and then click View Info.

The Session Information page, with full details, appears. The Test section
displays all pre- or post-session tests associated with this training session.

In the Test section, do either of the following:

= In the Action column, click Take Test.

= In the Title column, click the test title.

The Take Test page appears.

If the host requires a session password, type it in the text box, and then click OK.
Click Take Test.

Answer the questions.

When finished, click Submit Test.

For more information about answering questions, see Answering questions (on page
438).

Taking a test from the training calendar

You can take a test from the training calendar on your Training Center Web site.

To take a test from the training calendar:

1

On your Training Center Web site, expand Attend a Session, and then click Live
Sessions.

Locate the training session with which the test is associated, and then click the
link for the session topic.

Click View Session Details.
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If the host requires a session password, type the session password in the text
box, and then click OK.

The Session Information page, with full details, appears. The Test section
displays all pre- or post-session tests associated with this training session.

In the Test section, locate the test that you want to take, and then click Take Test
in the Action column.

The Take Test page appears.
Provide the required information, and then click OK.
Click Take Test.

Answer the questions. When finished, click Submit Test.

For more information about answering questions, see Answering questions (on page
438).

Taking a test from an invitation email message

If you receive an invitation email message to take a test, you can take the test from
the email message.

To take a test from an invitation email message:

1

2

3

4

Open the invitation email, and then click the appropriate link.
The Take Test page appears.

Click Take Test.

Answer the questions.

When finished, click Submit Test.

For more information about answering questions, see Answering questions (on page
438).

Leaving and returning to a test

You can leave a test and return to it later only if the test is pre- or post-session.

If the host specifies a time limit for the test you are taking, remember the following:

433

You must return to the test within the time limit.

The duration of your absence counts toward the time limit.
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To leave a test temporarily:
1 Click Return to Test Later.
The Leave Test page appears.
2 To confirm your leaving, click Leave Test.

The Session Information page appears.

To return to the test that you left temporarily:

Follow the same steps as if you were to take the test for the first time. For details,
see Taking a pre- or post-session test (on page 431).

Taking an in-session test

If you want to... See...

get an overview of taking an in-session test ' About taking an in-session test (on page 434)

take an in-session test Taking an in-session test (on page 435)

About taking an in-session test

During the training session that you are attending, the presenter may conduct in-
session tests.

Before the presenter starts the test, there may be a waiting period that allows you to
view test information, such as the test title and description, time limit, if any, number
of questions, and the maximum score, if any.

The following figure shows an example of the page that appears in a new Web
browser on your computer while you wait for the presenter to start the test.
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Take Test: Chemistry 101

Student name:  Sandra Jofinson
Student email address:  sandra johnsornithebes, com
Teegt title:  Chemistry 101
Test Description:  Wid-tarm of Chemastry 1071
Amthor:  Eric Franco
Time limit: 40 rmintes
Humbar of questions: 5
Maximum scora: 100 poiniz

Heliesh

Taking an in-session test

To take an in-session test, follow these steps:

1 Once the presenter starts the test, a page appears on which you can answer the
questions.

Note: When taking an in-session test, you cannot leave and return to the test
later.

2 When finished, click Submit Test.

For more information about answering questions, see Answering questions (on page
438).
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Taking a recorded session test in a Presentation
Studio presentation

If you want to... See...

get an overview of taking a recorded session | About taking a recorded session test (on

test page 436)

take a recorded session test Taking a recorded session test (on page 437)

About taking arecorded session test

During the recorded training session that you are viewing, there may be tests within
the presentation if it is a Presentation Studio presentation.

When you arrive at a test in the recorded session, the Take Test page appears,
which shows test information, such as the test title and description, time limit, if any,
number of questions, and the maximum score, if any. You have the option to take the
test now or continue with the presentation and return to the test at a later time. You
can take each test only once.

There are also fields for you to enter your name and email address. These fields will
be populated if you have already registered for the recorded session or have already
taken a test during the session.

The following figure shows an example of the Take Test page.
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Take Test: Test 3

Are you sure you want to take this test?

If you start the test, you rmust finish it within the time limit. ¥ou can only
take this test once. If you are not prepared, you may skip this test and
return to it at a later time.

Student name:

Student email address:

Test title:  Test 3
Test Description: Lessons 7-10 Quiz
Author: Dave DeCarlo
Time limit: 30 minutes
Number of questions: 4
Maximum score: 100 points

Take Test H Skip Test

Taking a recorded session test

To take a recorded session test, follow the steps:
1 Onthe Take Test page, click Take Test.

A page appears on which you can answer the questions.
2 When finished, click Submit Test.

For more information about answering questions, see Answering questions (on page
438).

Leaving and returning to a recorded session test

You can leave a test and return to it later during a recorded session.

If a time limit is specified for the test you are taking, remember the following:
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= You must return to the test within the time limit.

= The duration of your absence counts toward the time limit.

To leave a test temporarily:
1 Click the Save Answers button to save all of your answered guestions.

The button changes to Answer Saved for those questions that you have already
answered.

For more information about answering questions, see Answering questions (on
page 438).

2 Click the arrows or another slide in the presentation to change slides.

To return to the test that you left temporarily:

Click the slide that contains the test to resume the test. All answers that have been
saved will remain answered.

Answering questions

If you want to... See...

learn how to answer questions in a test Answering questions (on page 438)

know how to save your answers and navigate Saving answers and navigating in a test (on page
in a test 439)

Answering questions

Answering questions in a test requires that you select or type your answers by using
your mouse.

To learn how to answer each type of question, see the following table.

If you want to Do the following

answer a question that Click the radio button for your choice.

requires you to select one . )
correct answer Note To click, press your mouse once and then release it.
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If you want to Do the following

change the answer you
selected in a question that
requires you to select one
correct answer

Click a different radio button.

answer a question that
requires you to select more Click the check boxes for your choices.
than one correct answer

cancel the answers you

Click the selected check boxes again.
selected

answer an essay or fill-in-the-

blanks question Type your answer in the text box.

Saving answers and navigating in a test

The ways you navigate in a test and save your answers differ, depending on how the
questions are displayed. The host who creates a test can choose either of the
following displays:

= All questions in one page—Displays test information, instructions, if any, and all
questions in one page.

To view more questions on the page, use the scroll bar in your browser.
To save all the answers you have not saved, click any Save Answers button.

Each question is indicated by one of the following buttons, so you know which
guestions you have or have not answered.

| Mat et Anzwered

= One question per page—Each page displays only one question. The first page
displays the test information; the second page displays the instructions, if any.
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To navigate between questions, use the Control Panel, which appears in each
page. Moving to any question saves the answers you previously selected or
typed.

The following figure shows the Control Panel.

Control Panel
o to;

Previous Page I Fage 1/6: Cowver Fage j Mext Page
(* = page with unanswered guestion)

To move to a question, do either of the following:
= Choose the question in the drop-down list.

= Click Next Page or Previous Page to move to the question.

Viewing test results

If you want to... See...

get an overview of viewing test results About viewing test results (on page 440)

view results of a test that contains essay or Viewing results of a test that requires manual
fill-in-the-blanks questions scoring (on page 441)

retake the test Taking the test again (on page 442)

About viewing test results

You can click View Results on the Session Information page or, for a recorded
session, on the Test Submitted page, to view your test results. You can also click a
link sent via email to view your test results if you receive grade reports from the host.

If the test contains no essay or fill-in-the-blanks questions that need manual scoring,
your test results are available once you submit your answers. In this case, you can
click the view the results link to view your test results. See the following figure for an
example.
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Test Submitted: Chemistry 101

Your 1est has beban submitied to the instructor,

For a recorded session test, you can view results or continue with the presentation by
clicking the appropriate button.

Test Submitted: Test 3

Your test has been submitted to the instructor.

Your test is scored and graded automatically. You
can view the results now.

Yiew Results ] [ Continue Presentation>> ]

Viewing results of a test that requires manual scoring

If a test contains essay or fill-in-the-blanks questions that require manual scoring, you
must wait for the instructor to complete scoring.

For in-session, pre-, or post-session tests, check the Session Information page on
your Training Center Web site for your test results, or the host's email message that
contains your grade reports. For recorded session tests, your results will be emailed

to you when they are ready.

Note:
= Before the test ends, and if the scoring is completed, you can view your
score and grade, if assigned.

441



Chapter 28: Taking a Test

After the test ends, and if the scoring is completed, you can view detailed
results, including your score, your grade, if assigned, correct answers,
and the instructor's comments. You may also be able to retake the test.

Taking the test again

The training session host who creates the test will determine whether a test can be
retaken, as well as the number of attempts.

If you are allowed to retake the test, once the test has been graded, you will see the
following box on the View Test Results page.

Result Panel
Attempt 1

Submit tirne: 3729707 12:07 prm
Total score: 50
Grade: F

Take Test Again

Click Take Test Again.

The Take Test page opens, and you can retake the test.
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If a video camera is installed on your computer, you can send video. Other
participants can see you, or whatever you focus your webcam on. To see video,
participants do not need to have a webcam installed on their computers.

WebEx Meeting Center supports high-definition (HD) video with up to 720p
resolution. Other WebEXx services, such as Training Center, Event Center, and
Support Center, support high-quality video with up to 360p resolution. The Cisco
technology automatically adjusts video to the highest quality for each participant
according to the computer capabilities and network bandwidth.

Your administrator can set video options at the site level. A meeting host can set
video options on the scheduler as well as in the meeting. If your site or meeting is not
set up to use HD or high-quality video, standard video is used.

To start or stop sending video, select the video icon beside your name.

I The icon turns green when you are
" 1 Jill day (Host, me) - .ﬁ' sending video.

Mariah [ ]

If you have a High Definition camera and you select the video icon, a one-time
notification indicating You are ready to send HD video to other participants
displays.
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ou are ready to send HD video to

‘:‘TV‘-:—r partiopants.
(™) Dave Dear(Host, me ﬁi
LV 7)) [ TR 2
Audo = 2

After you start sending video, you can perform the following tasks depending on your
role.

Role Tasks

What you can do:
Start or stop sending video at will.
Host Lock focus on one participant (on page 445).
View everyone who is sending video (on page 448) on one big screen.
List participants or show thumbnails. (on page 446)

Set webcam options (on page 451).

What you can do:
Start or stop sending video at will.
Participant View everyone who is sending video (on page 448) on one big screen.
List participants or show thumbnails. (on page 446)

Set webcam options (on page 451).

Note: If you are managing a meeting that includes TelePresence systems (Meeting
Center only), the following WebEx features are unavailable:
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Recording

Polling

File Transfer

Chat with TelePresence room participants

Minimum system requirements

To send or receive video with a resolution of 360p, ensure that your system meets
the following minimum requirements:

Action What you need

A webcam capable of producing high-quality video. WebEx supports
most webcams of this type

Send A computer with at least 1 GB of RAM and a dual-core processor
A fast network connection
] A computer with at least 1 GB of RAM and a dual-core processor
Receive

A fast network connection

To send or receive video with a resolution of 720p, ensure that your system meets
the following minimum requirements:

Action What you need

A webcam capable of producing HD video. WebEx supports most
webcams of this type

Send A computer with at least 2 GB of RAM and a quad-core processor
A fast network connection
) A computer with at least 2 GB of RAM and a dual-core processor
Receive

A fast network connection

Locking focus on one participant

If you are the host, you can select whose video you want everyone to see. Follow
these steps:

1 Select the name on the video display.
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v 2% Participants

L, Carl Morrison (Host, me) - &'
© W Jack Shen
€ Robert Williams -

2 In the dialog box, select one of the following:

® Lock Focus on a Participant The active speaker. This is the
default. The display focuses on the
person currently speaking and switches
as the loudest speaker changes.

Wil Ll 310

D The ackive spaaker

WL [ | A el

A specific participant. The display
focuses on only the specific participant
that you select. All participants see that
person, regardless of who is speaking.

Rebs=cca Cox (Host)

Switching between a list or thumbnail view of
participants

You can switch between the Participant List and participants' video thumbnails.
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To view video thumbnails:
Select the list icon.
® |t .
Select Thumbnails.

Thumbnails

To view Participant List:
Select the thumbnail icon.

Select List.

List

®  Thumbnails

i the thumbnails view, select the down or
up arrow to view additional thumbnails.

) | [
Jing Hou | el
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Viewing everyone who is sending video

With one click, you can view live, high-quality video display across your entire
screen. In the video view, you see all participants who are sending video, including:

= the active speaker or a specific participant whom the host chose to lock on

= five thumbnails on the bottom. To see more participants, use the arrow on either
side.

v 2% Participants O X To view all participants who are sending

video:

Select the icon in the upper-right corner of
the display.

L, Carl Morrison {Host, me) [ TRE 2

© " Jack Shen

€ Robert Williams

To return to the Session window:

_ Select Exit Full-Screen Mode in the

upper-right corner of the screen.

Understanding the large video view

When you are viewing everyone who is sending video, high-quality video displays
across your entire screen.
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One of the following is displayed here:

The active speaker's video, which switches as the loudest speaker changes

A specific participant's video that the host chose to lock on

®

Your self-view appears in this corner. You can

Minimize or restore the display by selecting the icon in the upper-right corner of the
self-view.

Mute or unmute your audio by selecting Mute Me or Unmute Me.

Stop or show your self-view by selecting Stop My Video or Start My Video.

Video thumbnails of five other participants appear here.

Use these controls to see additional participants.

If you are the host or presenter, you can choose to lock everyone's focus on the active
speaker's video or a specific participant's video. Select the name to get started. More... (on
page 445)

©® © 6|e

You can expand the active speaker's video display to full screen. More... (on page 450)
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Expanding the active speaker's video display

When you are viewing all participants who are sending video, you can expand the
active speaker's video display to full screen. With the full-screen display, you can
continue sending or receiving HD video (applicable for Meeting Center only).

To see the active speaker (or the specific participant
the host chose to lock on) in full-screen view, select
this icon in the upper-right corner of the active
speaker's display.

To return to the view where you see everyone who
is sending video, select this icon in the upper-right
corner of your screen.

Floating Icon Tray in Video Full Screen Mode

Meeting participants have access the the Floating Icon Tray in full video mode
making it easy to use the all the common WebEx functions. The Floating Icon Tray
automatically displays at the top of the video screen.
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[N

Note: Screen save option is disabled in video and other full screen
modes.

Setting webcam options

If you have a working webcam, you can set options that are available for that
webcam directly from your training session.

To set webcam options:

Windows:

+ M participants Fo BIBT8 At the top right of the
' Participants panel, select the
options icon.

i - T Mac:
2] Aud|ﬂ| |'_ |- 2] At the bottom right of the
Participants panel, select the

options icon.

Typically, you can set options for general settings, such as contrast, sharpness, and
brightness. But options can vary depending on your webcam.
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Managing video display during sharing

When you are sharing information or someone else is sharing information with you, a
floating panel containing participant video and your self-view appears on the right-
hand side of your screen.

W vousesmnngpouoemp 6 — eaaa—

_3 - ' 7 = = — -~

ix’ sult.do?siteuri=go&servi » t | Wl 42| X | B Live Search

4 .l > D m v P

; "
N

f - adobe Reader

2 (4/78) @& ® % - | =y | mn G _‘—r
L Ty =, r~"- -Tn - .; —

| Statys ¢:alog boxes
ger Qilog hoxes

Fnder dlog bones

* ot el T DR 0 AN e, o a AR AN oGl o b i, ety ek s A st oamintaatibite . 8

What you can do on the floating panel:

= Stop or start your video. More... (on page 452)

= Minimize or restore your video. More... (on page 452)

= Move the panel by dragging it. More... (on page 453)

= Switch to view everyone who is sending video. More... (on page 453)

= Lock focus on another participant (for host and presenter only). More... (on page
445)

Note: If your are viewing everyone sending video and the presenter starts
sharing, you will automatically exit the video view so that you can view what
is being shared.

Controlling your self-view

During sharing, your self-view appears in the lower-right portion of the floating panel.
You can manage your self-view in several ways.
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Tatsuto Kishi

Controlling video display
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To minimize self-view:

Select the icon in the upper-right portion of the self-
view display.

To restore self-view:

Select the icon in the lower-right portion of the
floating panel.

To stop or show self-view:

Select the video icon at the center of the self-view
display.

During sharing, you see the active speaker's video or a specific participant's video, if
the host chose to lock on the participant, in a floating panel. You can manage this

video display in several ways.

Tatsuto Kishi
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To minimize:

Select the downward arrow in the upper-left
corner.

To resize:

Select the bottom right-corner and drag the
edge.

To move:

Select and drag the display to another
location on your screen.

To lock another participant's video:

Select the name and then select the
participant in the dialog box. For details, see
Locking focus on one participant (on page
445).,

To switch to view everyone:

Select the icon in the upper-right corner of
the display.
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Obtaining video and audio data during a training
session

Having video or audio problems in a meeting? If you contact technical support, the
video and audio data you can obtain within the meeting comes in handy.
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To obtain audio and video data while in the Session window:

| Meeting Windows

Information
Audio & Yideo Statistics. .. Select Meeting > Audio & Video
Statistics...
Skart Recording
I
1 Recorder Settings r

Welcome Message. ..

Qpkions. ..

Ji] Restrict Access

{
paatt e S Y -‘ w"““"“
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MAC

Select Meeting > Audio & Video
Statistics...

S I Start Recording
Welcome Message...

Restrict Access ¥R

e o fp

B T RSN R T

To obtain audio and video data while viewing everyone sending video:

Right-click the active speaker's display and then select Audio & Video Statistics...

Mewmize My ¥ideo
Expand Acties Spasker View

Ext Ful-Soreen Mode
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If you want to...
get an overview of My WebEx

set up a user account on your WebEXx service
Web site

log in to or out from My WebEx

use your list of meetings

install WebEx Productivity Tools, which let
you start One-Click meetings, start instant
training sessions from applications on your
desktop, or schedule training sessions from
Microsoft Outlook or IBM Lotus Notes

set up a One-Click Meeting

view or set options for your Personal Meeting
Room page

set up or access remote computers, using
Access Anywhere

add, edit, or delete files in your personal
storage space for files

See...
About My WebEx (on page 458)

Obtaining a user account (on page 459)
Logging in to and out of the WebEXx service
site (on page 460)

Using your list of meetings (on page 461)

Installing WebEx Productivity Tools (on page
130)

Setting Up a One-Click Meeting (on page
125)

Maintaining Your Personal Meeting Room
Page (on page 474)

Using Access Anywhere (My Computers) (on
page 478)

Maintaining files in your personal folders (on
page 479)
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publish recorded training sessions on your Publishing a Recorded Training Session (on
WebEXx service Web site page 527)

add, edit, or delete information about your Maintaining contact information (on page
contacts in your online address book 498)

change information or settings in your user Maintaining your user profile (on page 513)
profile, including personal information and
preferences

manage the scheduling templates you saved | Managing scheduling templates (on page
520)

generate reports about online sessions Generating Reports (on page 522)

About My WebEx

My WebEx 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 WebEXx service site.

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

Recorded training session management: Lets you maintain recorded training
sessions and publish them on your WebEXx service Web site. For more
information, see Publishing a Recorded Training Session (on page 527).

Address book: Lets you keep information about your personal contacts on your
WebEX 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 WebEXx 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

Once you obtain a user account, you can use My WebEx features and host s on the
Web.
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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.
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To obtain a user account using the self-registration feature:

1

2

Go to your WebEXx service Web site.

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

Provide the required information.

Click Sign Up Now.

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.
For details, see Maintaining your user profile (on page 513).

Logging in to and out of the WebEXx service site

To manage your online meetings and maintain your user account, you must log in to
your WebEXx service Web site. If you do not yet have a user account, see Obtaining a
user account (on page 459).

To log in to your WebEXx 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.
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To log out from your WebEXx service site:

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

Using your list of meetings

If you want to... See...

get an overview of your list of meetings About your list of meetings (on page 461)

open your list of meetings Opening your meetings list (on page 461)

maintain your list of meetings Maintaining your scheduled meetings list (on
page 463)

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 WebEx service Web site. For details, see Maintaining your user
profile (on page 513).

Opening your meetings list

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

= Start a training session
= Modify a training session

= Cancel a training session
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You can open your personal list of meetings to which you are invited:
= Obtain information about a training session

= Join a training session 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.

My WebEx Meetings Welcome, Alice Helgado
g Go to My Personal Meeting Room [ Start a One-Click Meeting @ E
Daily Weekly Menthly All Meetings English : Pacific DT

4dMarch 21, 2007 ¥ :1

The meetings you host ¥ | [ Shaw past meetings

00 Time~ Topic Type O & &

[] 3:00 pm ZipSoft Fundarmentals Training MAS  MAA NG W Start
[ 2:00 prm ZipSoft Fundamentals |l Training MAA WA NAA T Start
[] 5:00 pm ZipSoft: Advanced Technigues Training M MAS NAA e Start
[] 6:00 pm Hands-On Training with ZipSoft Training 1] 0 0 ® Sitart

oRequests Pending ] Requests Approved ] Requests 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.

= To include 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.
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= Toinclude 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 WebEXx service Web site. For details, see Maintaining your user
profile (on page 513).

Maintaining your scheduled meetings list

Once you schedule a training session, it appears in your meetings list on your My
Meetings page. For more information, see Opening your meetings list (on page 461).

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

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

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

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

For details about the options on the My WebEx Meetings page, see About the My
WebEx Meetings page (on page 463).

About the My WebEx Meetings page

463

How to access this tab

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

What you can do here

Access these features:
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= Alink to your personal meeting room

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

month

= Alist of all meetings you are hosting or are invited to

= Alink to start a One-Click meeting

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 training sessions

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

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

Start a One-Click Start a One-Click Meeting based on settings you have specified
Meeting in One-Click Setup. For details, see Setting Up a One-Click
Meeting (on page 125).

Daily View a list all of the meetings for the specified day. For details,
see About the My WebEx Meetings - Daily tab (on page 465).

Weekly View a list all of the meetings for the specified week. For detalils,
see About the My WebEx Meetings - Weekly tab (on page 467).

Monthly View a list all of the meetings for the specified month. For
details, see About the My WebEx Meetings - Monthly tab (on
page 470)

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

topic, or words in the agenda. For details, see About the My
WebEx Meetings - All Meetings tab (on page 472)

Refresh Refresh the information in the meeting list.

(]
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About the My WebEx Meetings page - Daily tab

How to access this tab

On your WebEx 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 training sessions.

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.

The date for the daily list of training sessions. The default is

Date the current date.
Click the Previous Day icon to display a list of training
4 sessions for the previous day.
b_ Click the Next Day icon to display a list of training sessions for

the next day.

. Shows a list all of the online training sessions or Personal

The meetings you host . .
Conference meetings that you are hosting.

The meetings you are Shows a list all of the training sessions or Personal

invited to Conference meetings to which you have been invited.

. Select to include concluded training sessions in the list of

Show past meetings ;
meetings.

The Ascending Sort indicator appears next to a column

- heading, and the training sessions are sorted by the column, in

ascending order.

The Descending Sort indicator appears next to a column

- heading, and the training sessions are sorted by the column, in
descending order.
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Time

Topic

Type

Assist

Status

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

The topic for a training session that you are hosting. Click the
topic name to get information about that training session.

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

If an Assist has been requested for this training session,
indicates the type of Assist:

None

Dry Run

Consult

Live Event Support
Audio Streaming
Video

Indicates that the live training session is in process.

The status of the training session.

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

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

Join: Lets you join the training session in progress.
End: Ends the training session.

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

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

Full: The maximum number of attendees has registered
for the training session. (Applies to training sessions only.)

Closed: The host has closed registration for the training
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session. (Applies to training sessions only.)

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

About the My WebEx Meetings page - Weekly tab

How to access this tab
On your WebEx service Web site, click My WebEx > My Meetings > Weekly tab.
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Options on this tab

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

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

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

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

The beginning and ending date for the weekly list of training

Week link .
sessions.
Click the Previous Week icon to display a list of meetings for
4 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 training sessions or Personal

The meetings you host . ;
Conference meetings that you are hosting.

The meetings you are Shows a list all of the training sessions or Personal

invited to Conference meetings to which you have been invited.

. Select to include concluded training sessions in the list of
Show past meetings ;
meetings.
Day link Opens the Daily view, which shows the scheduled training
. sessions for the selected day.
Friday

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

The Descending Sort indicator appears next to a column

= heading, and the training sessions are sorted by the column, in
descending order.
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The Expand button appears next to a Day link. Click this
4 button to expand and display the list of training sessions for
that day.

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

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

Time

. The topic for a training session that you are hosting. Click the
Topic topic name to get information about that training session.

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

If an Assist has been requested for this training session,
indicates the type of Assist:

None
Dry Run
Assist Consult
Live Event Support
Audio Streaming

Video

Indicates that the live training session is in process.
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Status The status of the training session.

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

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

Join: Lets you join the training session in progress.
End: Ends the training session.

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

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

Full: The maximum number of attendees has registered for the
training session. (Applies to training sessions only.)

Closed: The host has closed registration for the training
session. (Applies to training sessions only.)

Delete Cancels any training sessions 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 training session. Another
message appears, allowing you to inform any invited
attendees that you canceled the training session. (Does not
apply to support sessions.)

About the My WebEx Meetings page - Monthly tab

How to access this tab

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

Options on this tab

Option Description
@ Click the Refresh icon at any time to display the most current
list of training sessions.
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Click to open the Preferences page, where you can select the

Language link language setting for your WebEXx 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.

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

Click the Previous Month icon to display a list of training

4 sessions for the previous month.
’ Click the Next Month icon to display a list of training sessions
for the next month.

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.

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

Wk
i0
Day link Opens the Daily view, which shows the scheduled training
sessions for the selected day.
2

Shows a list all of the online training sessions or Personal

The meetings you host Conference meetings that you are hosting.

The meetings you are Shows a list all of the training sessions or Personal
invited to Conference meetings to which you have been invited.

Select to include concluded training sessions in the list of

Show past meetings meetings.

_ The topic for a training session that you are hosting. Click the
Topic topic name to get information about that training session.

Indicates that the live training session is in process.
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About the My WebEx Meetings page - All Meetings tab

How to access this tab

On your WebEx service Web site, click My WebEx > My Meetings > All Meetings

tab.

Options on this tab

Option

(]

Language link

Time zone link

Date

4

4

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

E
The meetings you host

The meetings you are
invited to

Show past meetings

Description

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

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.

The date for the daily list of training sessions. The default is
the current date.

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

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

Allows you type or select a date range to search for training
sessions, 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 training sessions or Personal
Conference meetings that you are hosting.

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

Select to include concluded training sessions in the list of
meetings.
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The Ascending Sort indicator appears next to a column
- heading, and the training sessions are sorted by the column, in
ascending order.

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

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

Time

_ The topic for a training session that you are hosting. Click the
Topic topic name to get information about that training session.

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

If an Assist has been requested for this training session,
indicates the type of Assist:

None
Dry Run
Assist Consult
Live Event Support
Audio Streaming

Video

Indicates that the live training session is in process.
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Status

Delete

The status of the training session.

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

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

Join: Lets you join the training session in progress.
End: Ends the training session.

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

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

Full: The maximum number of attendees has registered for the
training session. (Applies to training sessions only.)

Closed: The host has closed registration for the training
session. (Applies to training sessions only.)

Cancels any training sessions 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 training session. Another
message appears, allowing you to inform any invited
attendees that you canceled the training session. (Does not
apply to support sessions.)

Maintaining Your Personal Meeting Room Page

If you want to... See...
get an overview of your Personal Meeting About your Personal Meeting Room (on page
Room page 475)

access your Personal Meeting Room page Viewing your Personal Meeting Room (on

page 475)

add images and text to your Personal Setting options for your Personal Meeting

Meeting Room page

Room (on page 476)

share files on your Personal Meeting Room Sharing files on your Personal Meeting Room
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If you want to... See...
page (on page 477)

About your Personal Meeting Room page

Your user account includes a Personal Training Session Room page on your WebEx
service Web site. Users who visit your page can:

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

= Join a training session in progress.

= 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. For more information, see
Viewing your Personal Meeting Room page (on page 475).

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

Viewing your Personal Meeting Room page
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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 WebEXx Profile page

To view your Personal Meeting Room page:

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

2 Click the Go to My Personal Meeting Room link.
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Alternatively, in My WebEX, 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

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

Setting options for your Personal Meeting Room page

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

. An image (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 WebEx service Web site. For
details, see Logging in to and out of the WebEx service site (on page 460).

2 On the navigation bar at the top of the page, click My WebEXx.
3 Click My Profile.
The My WebEXx Profile page appears.
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4 Under Personal Meeting Room, specify options for your page.
5 At the bottom of the My WebEXx Profile page, click Update.

6 For details about the options for your Personal Meeting Room page, see About
your Personal Meeting Room page (on page 475) .

Sharing files on your Personal Meeting Room page

477

You can share folders on your My WebEX 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.

For more information about your Personal Meeting Room page, see About your
Personal Meeting Room page (on page 475).

To share files on your Personal Meeting Room page:

1 Open the My WebEXx Files page. For details, see Opening your personal folders,
documents, and files (on page 481).

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.

E

The Edit Folder Properties window appears.
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(= Edit Folder Properties - Windows Internet Explorer El@@
v o8

IEdit Folder Properties

Name: pictures

B Description:

Size: 401 KB
Share: MNote the changes apply to all the files in this folde
® Do not share this foider

O Share this folder

3@
Read
(download only. file names are visible)
Wiite

{upload only. file names are not visible)

Allow files to be overwritten

8 Password protected
Password

Confirm

¥ @ Internet H100%

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

For details about sharing options, see About the Edit Folder Properties page (on
page 488).

Using Access Anywhere (My Computers)

For information about and instructions for using Access Anywhere to set up and
access a remote computer, please refer to the guide Getting Started with WebEXx
Access Anywhere. This guide is available on the Support page on your WebEx
service Web site.

About the My Computers page

How to access this page

On your WebEXx service Web site, click My WebEx Files > My Computers.
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Set up and access remote computers using Access Anywhere.

Options on this page

Link or option

Computer

Status

Application

Status

Remove

[ Set Up Computer ]

Download manual installer

Description

The name you have assigned to your remote computer.

The status of your remote computer:
Available—the computer is available for remote access.

Offline—the computer is offline and is not available for
remote access.

The application on your remote computer that you have
allowed to access, based on what you specified during set up.
It may be Desktop, if you set up your desktop for access, or it
may be a specific application name.

If the computer is available for access, you can click the
Connect link to connect to your remote computer.

Removes the selected computer from the list of remote
computers.

Sets up the current computer for Access Anywhere and adds
it to the list of remote computers.

Downloads the manual installer for the Access Anywhere
software.

Maintaining files in your personal folders
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If you want to... See...

get an overview of your personal storage About maintaining files in your folders (on
space for files page 480)

open your personal storage space for files Opening your personal folders, documents,

and files (on page 481)
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If you want to...

create new folders to organize your files
upload files to your personal folders
move or copy files or an entire folder to

another folder

change information about files or folders,
including their names or descriptions

search for files or folders in your personal
storage space for files

download files in your personal storage space
to your computer

share, or publish, files in your personal
folders on your Personal Meeting Room, so
others can access them

remove files or folders from your personal
folders

See...
Adding new folders to your personal folders
(on page 482)

Uploading files to your personal folders (on
page 482)

Moving or copying files or folders in your
personal folders (on page 483)

Editing information about files or folders in
your personal folders (on page 484)

Searching for files or folders in your personal
folders (on page 485)

Downloading files in your personal folders (on
page 486)

Sharing files on your Personal Meeting Room

page (on page 477)

Deleting files or folders in your personal
folders (on page 486)

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.
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.

If you share a folder, visitors to your Personal Meeting Room page can
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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 training sessions, and so on. For more information about your
Personal Meeting Room, see About your Personal Meeting Room (on page 475).

Opening your personal folders, documents, and files

To store files on your WebEXx 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 WebEXx.
2 Click My Files.

The My WebEX 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 WebEXx Files Welcome, Marie Brooks
My Documents | My Recordings Vf' [_—,_:
[Search Capacity: 50000 MB  Used: 729 KB
Name Description Size Actions Shared
000t Folds 729 KB @A R 8
% B [ adveddisement g1 283 KB ®E G
% B3 [Jog 2KB (ORI |
® B3 [ piatyre 401K8 @3
B0 pisct catline 29KE @ [
O 022 poduct shiga 14 KE ® |

g
B Requires password  R:Read only  W: Write only  R/W: Read & Write

| [CCopv. J[Mowe. ]

[Select All ] [_Clear Al ] [_Delete
( J J1

For details about the My WebEXx Files page, see About the My WebEx Files > My
Documents page (on page 486) and About the My WebEx Files > My Recordings
page (on page 496).
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Adding new folders to your personal folders

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

To create a new folder:

1 Open the My Documents page. For details, see Opening your personal folders,
documents, and files (on page 481).

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. The is no limit to the size of the files, as
long as you have available storage space. 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. For details, see Opening your personal folders,
documents, and files (on page 481).

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.

i

482



Chapter 30: Using My WebEx

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

483

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

To move or copy afile or folder:

1

Open the My Documents page. For details, see Opening your personal folders,
documents, and files (on page 481).

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
Training Session Room page. For more information, see Sharing files on your
Personal Training Session Room page (on page 477).

To edit information about a file or folder:

1 Open the My Documents page. For details, see Opening your personal folders,
documents, and files (on page 481).

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

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

2

The Edit File Properties or Edit Folder Properties window appears.
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(= Edit Folder Properties - Windows Internet Explorer

lEdit Folder Properties

Name: pictures

B Description:

Size: 401 KB
Share: MNote the changes apply to all the files in this foldar
® Do not share this folder

O Share this folder

Read
(download only. file names are visible)
Wiite
{upload only. file names are not wisible)

Read & Write

Allow files to be cverwritten

8 Password protected
Password

Confirm

¥ @ Internet

{download and upload; file names are wsibls)

Update Cancel

H100% ~

Chapter 30: Using My WebEx

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

Searching for files or folders in your personal folders

In your personal folders on your WebEx 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.

485

To search for a file or folder:

1

Open the My Documents page. For details, see Opening your personal folders,
documents, and files (on page 481).

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

A list of any files or folders that contain the search text appears.
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Downloading files in your personal folders

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

1 Open the My Documents page. For details, see Opening your personal folders,
documents, and files (on page 481).

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. For details, see Opening your personal folders,
documents, and files (on page 481).

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 WebEXx Files > My Documents page

How to access this page

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

Capacity The storage space available for your files, in megabytes (MB).

The amount of storage space that your files occupy, in megabytes
Used (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.

Search for

@ 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.

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

Indicates that the item is a file.

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

Size 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.

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

(Y Download file: Available only for files. Click this icon to
- download the file associated with it.
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Link or option Description

Ej 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.

Shared W 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.

1 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.

Selects the check boxes for all the folders and files that are visible in
Select All 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

Clear All the list.
Delete Deletes the selected folders and files from the list.
Opens a page on which you can copy the selected folder or file to
Copy
another folder.
Move Opens a page on which you can move the selected folder or file to

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.
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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:

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

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 WebEx service Web site can access this
folder.

With users with host accounts only: Only visitors to your Personal
Meeting Room who have a host account on your WebEX service
Web site can access this folder.

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.
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Use this option...

Password protected

Update

Cancel

To...

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.

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

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

2

Log in to your WebEXx service Web site, and then click My WebEXx.
Click My Files > My Recordings.

The My Recordings page appears, showing your recording files.

For details about the My Recordings page, see About the My WebEXx Files > My
Recordings page (on page 496).

Uploading a recording file

If you recorded a training session 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.

For instructions on editing a recording, see Editing information about a recording (on

page 491).
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Note: If you recorded a training session 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 arecording file:

1

Go to the My Recordings page. For details, see Opening the My Recordings page
(on page 490).

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

For details about what you can do with each option on the Add/Edit Recordings
page, see About the My WebEx Files > My Recordings page (on page 496).

Click Save.

Editing information about a recording

491

You can edit information about a recording at any time.

To edit information about a recording:

1

Go to the My Recordings page. For details, see Opening the My Recordings page
(on page 490).

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

Z|

The Edit Recording page appears.
Make your changes.

For details about what you can do with each option on the Edit Recording page,
see About the My WebEXx Files > My Recordings page (on page 496).

Click Save.



Chapter 30: Using My WebEx

About the Add/Edit Recording page

How to access this page

If you are adding a recording...
1 Onyour WebEXx 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 WebEXx 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.

. ,J

3 Click Modify.

L& Download
[ &

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.

Description Provide a description of this recording.

Recording file Click Browse to select the recording file that resides on your
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Use this option.... To....
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....

Recording Playback
Range

Include NBR player
controls

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.

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.

Download the recording.

Enable or disable the recording
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= 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.

The status of the recording. The possible options are Enable or
Status .

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

NBR).
Play Now _ )
If you want to download the recording, you can also click the

link for downloading under Play Recorded a training session
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 L -
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.

Medify 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 WebEXx 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 WebEXx Files > My Recordings page

How to access this page

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

496



Chapter 30: Using My WebEx

About the My WebEXx Files > My Recordings > Miscellaneous
page

497

How to access this page

Log in to your WebEXx service Web site, and then click My WebEXx. From the left
navigation bar, click My Files > My Recordings > Miscellaneous.

What you can do here

Manage, upload, and maintain recording files of training sessions 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 percentage of available personal storage space on your

WebEXx Service Web site that is being used by your recordings.

This field appears only if your site administrator has turned on
You are currently using X ' the option to show personal recording storage allocation usage.
% of Y GB If this field does appear, and you exceed your personal storage
allocation, you will not be able to record meetings until some
recordings are deleted or the storage allocation is increased by
your system administrator.

The percentage of total available storage space on your WebEx
Service Web site that is being used by all recordings on your
Site storage X % of Y GB | site. If your site exceeds its storage allocation, users will not be
able to record meetings until recordings are deleted or the
storage allocation is increased by your system administrator.

The name of the recording. If you record a training session on
the server, the WebEx server automatically uploads the

Topic recording to this page. In this case, the topic of the recording is
the topic of the training session. You can edit the topic at any
time.

ize The size of the recording.

Create Time/Date The date and time the recording was created.
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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)
format. For Event Center and Training Center, you can also
store Shockwave Flash Object (SWF) format files.

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.

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

Displays a menu with more options for your recording:

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

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

T Modify: Lets you edit information of the recording. For
details, see About the Add/Edit Recordings page (on page 492).

@ Disable: Lets you disable the recording in all locations.

¥ Delete: Lets you delete the recording from this page.

& Indicates that a recording is password-protected.

Maintaining contact information

If you want to... See...

get an overview of your personal address About maintaining contact information (on
book page 499)

open your personal address book Opening your address book (on page 499)

add a new contact to your personal address | Adding a contact to your address book (on
book page 501)

add multiple contacts to your address book at ' Importing contact information in a file to your
once address book (on page 503)
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If you want to...

add contacts in Microsoft Outlook to your
personal address book

view or change information about contacts in
your personal address book

find a contact in your personal address book
combine multiple contacts into a single
distribution list

edit information about a distribution list

delete a contact or distribution list

Chapter 30: Using My WebEx

See...
Importing contact information from Outlook to
your address book (on page 506)

Viewing and editing contact information in
your address book (on page 507)

Finding a contact in your personal address
book (on page 508)

Creating a distribution list in your address
book (on page 508)

Editing a distribution list in your address book
(on page 510)

Deleting contact information in your address
book (on page 512)

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.

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.
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To open your address book:

1 Log in to your WebEXx service Web site. For details, see Logging in to and out of

the WebEXx service site (on page 460).
2 On the navigation bar at the top of the page, click My WebEx.
3 Click My Contacts.

The My WebEx Contacts page appears.

My WebEx Contacts welcome, Alice Helgado

Vieawr: IPerSDnaI Contacts j Export |
Import From: |Microsoﬂ Qutlook j Impar I
Search for: I Search |

Moter Search quenas cantact pame and email addrass Naldz anly

Index;: A# B CDEF @& HIJKLMHBKMDDERZESTUWMWXYZ# A

Name Email Address Phone Number Language
™ &8 Planning Cornrnittes English
[ &8 Sales Departrment English
[l Christine Huliste christine@ asr. corm 1-543-654-04 31 English
I~ John Mullen mullen @ zyire. com 1-408-123-4567 English
[T Lisa Grantham lisag@zilo. com 1-512-908-0001 English
T LisaWal lisw @7 elss. corm 1-515-998-0523 English
[l Marzel Tillman mtillman @ protech. com 1-415-288-5544 English
I~ Sallen Chen schen @ micolite. com 1-512-534-1222 English

Selectal | 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. For details, see Opening your address book

(on page 499).
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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:

Ernail address:

Company
Job title:

URL

Phone nurnkber:

Phote nurmber for mobile device:

Fax nurnker:

Addressi:
Address2:

Gty
State/Province:
ZIP/Postal code:
Country/Region:
Uszer name:

Metes:

501

(required)

I (required)

Countn/Region Amaorety eode: Mumber

[if krican)

Extenszion:

f | |

Countny/Region Ama orcity code: Mumber

Extenszion:

I | |

Country/Region Amsorety eode: Mumber

Extension:

f | |

[if kncwn)

-
=

Add

Cancel




Chapter 30: Using My WebEx

4  Provide information about the contact.
5 Click Add.

For descriptions of the information and options on the New Contact page, see About
the New/Edit Contact page (on page 502).

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. For details, see Importing contact information in a
file to your address book (on page 503).

About the New/Edit Contact page

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... To...

Full name Enter the contact's first and last name.

Email address Enter the contact's email address.

Language 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.

Company Enter the company or organization for which the contact works.
Job title Enter the contact's position in a company or organization.
URL Enter the URL, or Web address, for the contact's company or

organization.
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Use this option...

Phone number/Phone
number for mobile
device/Fax number

Country Code

Area or city code
Number
Extension
Address 1
Address 2
State/Province
ZIP/Postal code
Country

Username

Notes

Chapter 30: Using My WebEx

To...

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.
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

503

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. For details, see Opening your address book (on page

499).

2 In the View drop-down list, ensure that Personal Address Book is selected.

3 Click Export.

4  Save the .csv file to your computer.
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8

Open the .csv file that you saved in a spreadsheet program, such as Microsoft
Excel.

Optional. If contact information exists in the file, you can delete it.

Specify information about the new contacts in the .csv file.

Important: If you add a new contact, ensure that the UID field is blank. For
information about the fields in the .csv file, see About the Contact Information CSV
template (on page 505).

Save the .csv file. Ensure that you save it as a .csv file.

To import a CSV file containing new contact information:

1

Open your address book. For details, see Opening your address book (on page
499).

In the View drop-down list, ensure that Personal Contacts is selected.
In the Import From drop-down list, select Comma Delimited Files.
Click Import.

Select the .csv file in which you added new contact information.

Click Open.

Click Upload File.

The View Personal Contacts page appears, allowing you to review the contact
information you are importing.

Click Submit.
A confirmation message appears.
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.
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About the Contact Information CSV template

505

How to access this template

On your WebEx 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
UuID

Name

Email

Company
JobTitle
URL

OffCntry

OffArea
OffLoc
OffExt

CellCntry

CellArea

CellLoc

Description

A number that your WebEXx service site creates to identify the contact. If
you add a new contact to the CSV file, you must leave this field blank.

Required. The contact's first and last name.

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.
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Option
CellExt

FaxCntry

FaxArea
FaxLoc
FaxExt
Address 1
Address 2
State/Province
ZIP/Postal
Country

Username

Notes

Description
The 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 WebEx service Web
site, if the contact has a user account.

Any additional information about the contact.

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

WebEXx service Web site.

To import contacts from Outlook to your personal address book:

1

Open your address book. For details, see Opening your address book (on page

499).

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.
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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

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.

507

To view or edit contact information:

1

Open your address book. For details, see Opening your address book (on page
499).

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. For details about
locating a contact, see Finding a contact in your personal address book (on page
508).

Under Name, select the contact whose information you want to view or edit.
Do one of the following:
= |f the contact is in your Personal Contacts list, click Edit.

= |f the contact is in your Company Address Book, click View Info.
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Information about the contact appears.

6 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.

For descriptions of the information and options of the Edit Contact's Information
page, see About the New/Edit Contact page (on page 502).

7 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 Open your address book. For details, see Opening your address book (on page
499).

2 Inthe View drop-down list, select a contacts list.
3 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.

= |f 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.

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 a training session,
you can select the group rather than each member individually.
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To create a distribution list:

1 Open your address book. For details, see Opening your address book (on page
499).

2 Click Add Distribution List.
The Add Distribution List page appears.

Add Distribution List

Cistribation List |niomaion:
Hame ||
Dveg g proe | j
Hombera
Saang ﬂ
Personad oodvimes S oS
Index: &
civl
Addy
<R
Add Castas

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.
= Click All to list all contacts in your Personal Contacts list.

6 Optional. To add a new contact to your Personal Contacts list, under Members,
click Add Contact.

7 In the box on the left, select the contacts that you want to add to the distribution
list.
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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:

|_F'Iannir‘u:| Crorninitt e

For descriptions of the information and options on the Add Distribution List page, see
About the Add/Edit Distribution List page (on page 511).

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

Open your address book. For details, see Opening your address book (on page
499).

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_F'Ianninu Cornrmittes

Under Name, select the name of the distribution list. The Edit Distribution List
page appears.
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Distribution List Information:
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Marme: IDistributDrs {Required)
e SuperGizmo distributors ;I
Desotiption: for Western Region. j
Members
Search: GDl
Personal contacts Selected contacts
Indesx: 2. E ©C O E E
GHILJELMHINES John kullen
FoRBRSTUWV W Lisa Wai
XX 2 & Al
Uze Ctrl to select multiple
users
Christine Huliste
Lisa Grantham
Marcel Tillman ﬂl

Sallen Chen

<Femowe |

Add Contact |

3 Edit information about the distribution list.
4  Click Update.

Cancell

For descriptions of the information and options on the Edit Distribution List page, see
About the Add/Edit Distribution List (on page 511).

About the Add/Edit Distribution List page

511

How to access this page

On your WebEXx service Web site, click My WebEx > My Contacts > Add
Distribution List. Or, select distribution list in Personal Contacts list.
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What you can do here

Add contacts to your distribution list or remove contacts from your distribution list.

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

2

Open your address book. For details, see Opening your address book (on page

499).

In the View drop-down list, select Personal Contacts.
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In the list that appears, select the check box for the contact or distribution list that
you want to delete.

Click Delete.
A message appears, asking you to confirm the deletion.
Click OK.

Maintaining your user profile

If you want to... See...

get an overview of maintaining your user About maintaining your user profile (on page
profile 513)

edit your user profile Editing your user profile (on page 520)

About maintaining your user profile

513

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 training
sessions (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 Training Session Room options, including the
images and welcome message that appear on the page

Set default options for your online sessions, including
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The default session type that you want to use, if your account includes
multiple session types

Whether your scheduled training sessions are automatically removed from
your list of training sessions once the training session ends

Whether the Quick Start page appears in the content viewer once you start a
training session

The users who can schedule training sessions on your behalf

Set Web site preferences, including:

The home page that appears when you access your WebEXx service Web site
The time zone in which training session 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 WebEx 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

Training Session options

Web page preferences, including your home page and language

Support Center CSR Dashboard options (Support Center only)
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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.

Change Password Old password: Type the old password for your account.

New password: Specify the new password for your
account. A password:

Must contain at least four characters
Can consist of a maximum of 32 characters

Can include any letters, numbers, or special
characters, but not spaces

Is case sensitive

Retype New password: Verify that you typed your
password correctly in the New password box.

Call-in authentication If enabled by your site administrator, allows you to be
authenticated and placed into the correct teleconference without
needing to enter a meeting number whenever you dial into any
CLI (caller line identification) or ANI (automatic number
identification) enabled teleconference. Selecting this option for a
phone number in your user profile maps your email address to
that phone number. Caller authentication is available only if you
have been invited to a CLI/ANI enabled teleconference by email
during the meeting scheduling process. Caller authentication is
not available if you are dialing in to a CLI/ANI enabled
teleconference.

Call-back When selected for a phone number in your user profile, allows
you to receive a call from the teleconferencing service if it is
using an integrated call-back feature. If your site includes the
international call-back option, participants in other countries
receive a call back. For more information about this option, ask
your site administrator.

PIN If enabled by your site administrator, allows you specify a call-in
authentication PIN to prevent “spoofers” from using your
number to dial into a teleconference. If your site administrator
sets the authentication PIN as mandatory for all accounts using
call-in authentication on your site, you must specify a PIN
number or caller authentication will be disabled for your
account. This option is available only if you have selected the
Call-in authentication option for at least one of the phone
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Use this option... To...
numbers in your profile. The PIN can also be used to provide a
secondary level of authentication for calls where the host is
using the phone and may need to invite additional attendees.

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 WebEXx 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 WebEx 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.

Scheduling template options

Use these options to manage scheduling templates that you set up using the
scheduling options on your site.

Use this option... To...

Get Info Shows the settings you set for the selected template.

Edit Opens the scheduling options on your site for the selected
template.

Delete Removes the selected template from your profile.

Select All Selects all the scheduling templates, allowing you to delete

them all at once.

Calendar Work Hours options

Use these options to specify working hours to use with scheduling calendars.
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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.

Personal Meeting Room options

Use this option... To...

Personal Meeting Room | Go to your Personal Meeting Room page. You can click the
URL 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.

Welcome Message 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.

Upload Image 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.

Customize branding of Upload a banner image to the non-scrolling header area for

header area 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
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Use this option...

To...
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

Session Options

Use this option...

Default session type

To....

Specify that WebEx Productivity Tools should be downloaded
automatically when you log in to the WebEx service site. If this
option is turned off, you can still download Productivity Tools
manually.

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.
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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.

Scheduling permission Type the email addresses for any users whom you want to let

schedule meetings for you. Separate email addresses with
either a comma or a semicolon.

Select From Host List: Open the Select Host page, which
contains a list of all users who have accounts on your WebEx
service Web site. On this page, you can select users whom you
want to let schedule meetings for you.

Web page preferences options

Use this option...
Home page

Time zone

519

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
WebEXx 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. For details, see Logging in to and out of
the WebEXx service site (on page 460).

On the navigation bar, click My WebEX.
Click My Profile.
Edit the information on the page.

When you are finished editing your user profile, click Update.

For descriptions of the information and options on the My Profile page, see About the
My WebEx Profile page (on page 514).

Managing scheduling templates

If you want to... See...

get an overview of managing your scheduling = About managing scheduling templates (on

templates page 521)

view, edit, or delete a scheduling template Managing scheduling templates (on page
521)
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About managing scheduling templates

Scheduling templates let you save the options you set for a training session for later
use. Once you save a scheduling template, you can use it to quickly schedule
another training session, instead of setting the same options again. If you saved a
scheduling template using the Save As Template option when scheduling a training
session, 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.

Managing scheduling templates

You can view, edit, or delete any scheduling templates that you saved.

To manage scheduling templates:

1 Log in to your WebEXx service Web site. For details, see Logging in to and out of
the WebEXx service site (on page 460).

2 On the navigation bar, click My WebEXx.
3 Click My Profile.
The My Profile page appears.

4 Under Scheduling Templates, select a template in the list.

Scheduling Templates

(Use Ctrl to zelect multiple templates)
TC: Multiple-Session Course Getlnfa | E
TC: Single-Session Course
Edit |
Delete |

Selectall

5 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.
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Generating Reports

If you want to... See...

get an overview of what reports you can About generating reports (on page 522)
generate from your WebEXx service Web site

generate usage reports that provide Generating reports (on page 524)
information about each session that you have
hosted on your site

About generating reports

If your user account includes the reports option, you can view the following reports:

Note:

For some reports, if you click on the report link within 15 minutes
after the training session 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 training session 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 Training Session Usage reports

These reports contains information about each online session that you host. You can
view the following reports:

= Summary Usage report: Contains summary information about each training
session 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
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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 training session, including the minutes that all
participants were connected to the training session and tracking codes.

= Session Detail report: Contains detailed information about each participant in a
training session, including the time the participant joined and left the training
session, the attentiveness during the training session, 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.

Access Anywhere usage report

This report shows information about the computers that you access remotely,
including the date and start and end times for each session.

Training Center reports

= These reports contain detailed information about the training sessions you host.
You can view the following types of Training Center reports:

= Live Training Usage report: The Live Training Usage report is available in two
formats:

= Live Training Usage Summary report: Contains a summary of the
information about each training session, including the topic, date, start and
end time, duration, number of attendees you invited, number of attendees
who registered, and number of invited attendees who attended.

Note: Initially, this report appears as a Preliminary Live Training
Usage Summary Report, but after the final, more accurate usage and
attendance data is available, it is replaced by the Final Live Training
Usage Summary Report.

= Live Training Usage Detail report: Contains detailed information about each
attendee in a training session, including the time the participant joined and left
the meeting and any information that the attendee provided, such as
registration information. You can also view information about any registrants
who did not attend a session.
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= Recorded Training Access report: Contains access and registration information
about each recorded training session that you published on your Training Center
Web site.

= Registration Report: Contains attendance, invitation, and registration
information all of your live training sessions.

Generating reports

You can generate usage reports that provide information about each online training
session 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 Log in to your WebEXx service Web site, and then click My WebEXx.
2 Click My Reports.
The My Reports page appears.
3 Choose the type of report you want to generate.

4  Specify your search criteria, such as a date range for which you want to view
report data.

5 Click Display Report.
6 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.

7 Do one of the following, as appropriate:

= |If you are viewing a general training session usage report and want to display
the report in a format that is suitable for printing, click Printer-Friendly
Format.

8 If you are viewing the usage report for a training session and want to view the
content in the report, click the link for the training session name.

9 To export the report data in comma-separated values (CSV) format, click Export
Report or Export.

10 If available, click links on the report to display more details.
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Publishing a Recorded
Training Session

527

If you want to...

get an overview of publishing recorded
training sessions on your Training Center
Web site

open your list of published training session
recordings

publish a new recorded training session or
training presentation on your Training Center
Web site

send a URL of your recording to a user

edit information about or change options for a

published recording

edit a published training recording that you
created with the On-Demand Module

stop publishing a recorded training session

See...

About publishing recorded training sessions (on
page 528)

Opening your list of recorded training sessions (on
page 528)

Publishing a recorded training session (on page
529)

Making a recording available to users (on page

533)

Editing information about a recorded training
session (on page 535)

Editing a recorded training presentation (on page
537)

Removing a recorded training session from your
site (on page 543)
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About publishing recorded training sessions

If you or another user records a training session using WebEx Recorder, you can
publish the recording on your Training Center Web site. Users on your site can either
view or download the recording from the Recorded Sessions page, or from the
Recording Information page if you have sent them a recording URL. For information
on sending a recording URL to a user, see Making a recording available to users (on
page 533).

You can publish a recording by:
= Uploading it to your Training Center Web site.

= Specify the Web address, or URL, at which the recording resides on another
server.

= Creating a presentation using the On-Demand Module, if your site includes that
option

When publishing a recording, you can:

= Specify whether all users on your site can view or download the recording, or only
users who have an account on your site

= Password-protect the recording

= Require that users register to view or download the recording
Once you publish a recording, you can:

= Edit information about it

= Edit the recording, if your site has the On-Demand Module option

= Stop publishing it

Opening your list of recorded training sessions

To publish, delete, or edit information about a recording, you must open your list of
recorded training sessions.

To open your list of recorded training sessions:
1 Log in to your Training Center Web site.
2 Do one of the following:

= Click Host a Session > My Training Recordings.
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=  Click My WebEx > My Files > My Training Recordings.

The My Training Recordings page appears.

My Training Recordings

Search:

Search

Topic Presenter Type Date

Session 3 Dawid

DeCarlo Public  March 29, 2007

[raining session 032907 Deawid
m DeCarlo Private  March 29, 2007
:‘m.*:I"!"'r'l""r'l"I Dl Private  March 28, 2007
DeCarlo
Add aRecording |

Capacity: 50000.0 MB Used: 2.14 MB

Size Duration Format

499 KB 1 hour )
56 KB 1 haur v JLg] 2]t
A Presentation Studi_* | _:?J o)

o Registration required & Password requirgd ) Uploading in progress

Publishing arecorded training session

529

You can publish a recorded training session that was created with WebEx Recorder.
A recording that you publish must be in the WebEx Recording format (WRF), which

has a .wrf extension.

To publish a recording, you can do one of the following:

= (Optional feature) Create a presentation using the On-Demand Module, with
which you can re-create the live training experience, insert a test, or add
narration. You can upload an existing recording file or PowerPoint file from your
computer or another computer on your local network.

Note: The number of On-Demand presentations that can be stored on
your Training Center Web site is determined by your licensing
agreement. If the upload limit has been reached, you will be unable to
create a recording until one is removed.

Upload the recording to the server for your Training Center Web site. The file that

you upload must reside on your computer or a local server.

Specify the Web address, or URL, for the recording on a publicly accessible Web

server. Because your storage space for recordings on your site is limited, you can
use this option to publish an unlimited number of recordings, or recordings with
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large file sizes. To use this option, you may need to ask your organization's
Webmaster to store the recording on the server and provide you with its URL.

To publish arecorded training session:

1

10

Open the My Training Recordings page. For details, see Opening your list of
recorded training sessions (on page 528).

Click Add a Recording.
The Add a Recording page appears.
In the Recording topic box, specify the topic of the recorded training.

Under Type, select an option to specify whether the recording is listed on the
Recorded Sessions page on your site and, if it is listed, which types of users can
view the recording.

Optional. If eCommerce is enabled for your Training Center Web site, enter the
session fee and payment information. You must enable Registration in order to
use this feature.

= Session fee: Enter the amount you want to charge for the session. The
default value is 0O (free).

= Allow attendees to use coupons: Select this check box to allow attendees
to use coupons when registering.

= Access period: Specify how often an attendee can view the recording after
registration is approved.

In the Presenter box, specify the presenter's name.
In the Email Address box, specify the presenter's email address.
In the Description box, enter a description of the recorded training session.
Optional: Specify the agenda for the training session.
Under Recording File, publish the recording in one of the following ways:
Specify the URL for the file on another server:

a. Select | will provide a URL.

b. Type the URL in the box.

Upload the recording from your local machine to your Training Center Web site:
a. Select Use the file on my local machine.

b. Click Browse, and then select the file that you want to publish.
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c. Click Upload file.

Upload the recording from the network server:
a. Select Find the recording from WebEx network.

b. Click Look Up, and then select the file that you want to publish.

11 (Optional feature) Create a presentation using the On-Demand Module. After
selecting Create a Presentation Using Presentation Studio, you can create
one of the following presentations:

Note: Choosing this option will disable the duration, file size, date, and
destination address fields.

Specify a WebEx Recording file:
a. Select WebEx Recording File (*.wrf).

b. Click Browse, and then select the file that you want to publish.

Note: The maximum file size is 200 MB. Files that exceed the maximum
will not be created, causing the Recording Creation Failed page to
appear.

c. Click Open.

d. Select either Graphics or Text for playback quality optimization.

Specify a PowerPoint presentation for which you will add narration via
telephone:

a. Select PowerPoint with audio narration using telephone.
b. Click Browse to select the presentation's PowerPoint file.

c. If you want to attach the PowerPoint file for presentation viewers to
download it, select the Make this file available as an attachment check box.

Specify a PowerPoint presentation for which you will add narration using a
video or audio file:

a. Select PowerPoint with narration using video or audio File.
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b. Click Browse to select the presentation's PowerPoint file.

c. If you want to attach the PowerPoint file for presentation viewers to
download it, select the Make this file available as an attachment check box.

d. Select whether you want to upload a video or audio file from the File type
drop-down list. This file should be prepared in advance.

e. Click Browse to select the video or audio file.

f. In the Width and Height boxes, specify the size, in pixels, of the video
screen in the audio/video window of the Presentation Player.

Note: The width must be between 192 to 360 pixels, and the height must
be between 144 and 240 pixels.

Specify a video-only or audio-only presentation:
a. Select Video or audio only.

b. Select whether you want to upload a video or audio file from the File type
drop-down list. This file should be prepared in advance.

c. Click Browse to select the video or audio file.

12 If you did not use the On-Demand Module:
a. Specify the duration, file size, and date for the recording.

b. Optional: Specify a destination URL—that is, a Web page that appears
automatically once a visitor finishes viewing a recording.

13 Optional: Specify file access options.

These settings protect your recording by requiring user authentication to view or
download, and are necessary if eCommerce is enabled.

14 Click Add.

If you used the On-Demand Module, the Recording Created page opens.
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Recording Created

The Sollowng recordirg has been creatod successSully

Recording topic: Training session 2
Fite: C:\Sample_Files'SC_session WIF

Note: You have speciied to create 3 WebEx presentation using the selected fe. The Slo has been uploaded

successiully and grrently beng procested When your pretentaton s resdy, you wil be notéed by an emad

message whch o sent 10

The time & takes 10 receive your new Presentaton URL will vary depending on customer usage and rebwork trafic
Normally, this precess takes about 10 memtes but can be up to 3 maximum of 2 hours. Thank you for your
paerce

15 Click OK.

You will receive an email confirmation that the presentation has been successfully
uploaded and converted into a Presentation Studio presentation. The email will
include a link that will take you to the My Training Recordings page.

Note: For details about the options on the Add a Recording page, see
About the Add a Recording/Edit Recording Information page (on page
548).

Making a recording available to users
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Training Center automatically generates a URL for each recorded training session or
On-Demand Module recorded session that you create. This URL appears on the
Recording Information page.
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Recording Information: Test PS

Author:

Emall addross:
Last modified:
Duration:
FoofUSDS):
Description:
Agenda:

File size:
Password:
View/Download:

SCORM data: SCORN

URL:

Prosentation Studio:

Tests in
Presentation:

roger

2@ webax com

Sunday, Apnl 22, 2007 735 pmn

0 menute

3

tost

FS tecoed

NA

None requeed

Attendees can only view thes recordng

SCORMLY SCORMI2 SCORM2004

Test agamst SCORM 2004 standards on ADL ste (hiip Vawwr adinet qov)
Mips Honc2 M webex comAZA2'e php?AT=RINF BrecordnglD=57166

Make aemlable via el or by copying the URL to another location

Your Presentation Studio e is ready for e310g You may also namate INg presentation
Sossion status: Ready

No Test in Presentation

You can 234 a new test or delete an existing one by sdiing Ihe [resentation associated
with ths recorded sesson

Modidy Upload Audo or Video Namate Altendees Back 10 List

Play Racorded Moeting Now

You Can vaw your recorded meeting by chicking

Play Now
[ Play Now_|

¥ you want 10 download the rectedng, chck hare

Share My Recording

You can send an emad o shate your recordng
with others by chcking Send Email

W you wiart 10 use your local emal chent 10 send
the eenad, chck heco

You can make the recording available to users in the following ways:
= Send the URL via emall

= Copy the URL to another location, such as an instant message or to a Web site

Note: If you have set a password, registration, or eCommerce for your
recording, these features will be enabled when the user accesses the
recording from the URL.

To make the recording available via email:

1 On the Recording Information page, in the URL section, click the email link.

Your email tool opens, with the recording URL in the body of the email.

534



Chapter 31: Publishing a Recorded Training Session

¥® Invitation to view Recorded WebEx Training Session:Recording0221 - Message (HTML)

Pk Edt Wew [set Fomat Took  Acions Heb

i 121 5end | %) Attach as Adobe PDF | [ E - - ALB L U KW = ===}
i (& snaglt [ | Wirdow .!

Subgect: Irvvitation bo view Recorded WebEx Training Session:RecordinglZ2L

Hella,

test has invited you to view a Recorded WebEx Training Session titled Recordingl221".
Click the following ink to view more inforrmation about the recorded session or lo access it
hitpe: 19168 178154424 3/ e php? AT=RINF LrecordinglD=18082,

To contact test, send a message to this address test@weabex. com.

2 Enter the recipient's email address and send the email.

To copy the recording URL to another location:

1 On the Recording Information page, in the URL section, highlight the URL with
your cursor.

2 Right-click the URL and select Copy.
3 Do one of the following:
= Paste the URL into an instant message and send it to users.

= Add the URL to another Web site where users can access the recording.

Editing information about a recorded training session

535

Once you publish a recorded training session, you can edit information about the
recording at any time. This information appears on the Recording Information page
that users can view if they select a recording to view or download on the Recorded
Sessions page.

Note: If your site has the On-Demand Module option, and the recording
contains a Presentation Studio presentation, you can edit information about
the recording only in the On-Demand Module (Presentation Studio) editor.
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To edit information about a recorded training session:

1

7

Open the My Training Recordings page. For details, see Opening your list of
recorded training sessions (on page 528).

In your list of recordings, click Modify for the recording for which you want to edit
information.

If your site does not include the Presentation Studio option, the Edit Recording
Information page appears.

Specify new information about the recording.
Click Save.

If your site includes the On-Demand Module option, the On-Demand Module
(Presentation Studio) editor opens to the Edit Properties page.

Specify new information about the recording.
Click Submit Changes.
The Recording Updated page opens.

Recording Updated

The following recerding has boen updated succosstully

Recerding topic: 7 smap

Note: ¥

Click OK.

You will receive an email confirmation that the presentation has been successfully
republished.

Note: For details about the options on the Add a Recording page, see
About the Add a Recording/Edit Recording Information page (on page
548).
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Editing a recorded training presentation

If you publish a recorded training presentation that you created using the On-
Demand Module, you can edit the recording at any time.

To edit arecorded training session:

1 Open the My Training Recordings page. For details, see Opening your list
of recorded training sessions (on page 528).

2 Inyour list of recordings, click Modify for the recording for which you want
to edit information.

The On-Demand Module (Presentation Studio) editor opens.

Edit Properies Custormize Preseniation Slide Detail Edit Slides
Presentation title: ppt12s
Basic Information: s
Fresentation Topic: | Project Roadmap Ragquired)
O Private
(& Listed for all users (public)
© Listed for host account holders only (internal)
Presanter | Justin Davd
Email Address. | justin david@rwebax. com

Deseriphion: (project descriptions from each PN

Agenda Opening: Justin ~

Design changes: Jessica
Build updace: Jason
Schedule: Sarah v

File Access Settings:

Set Password
Confirn Password

Registration: [ Require Re gistration (Customize foom)

Be sure to submit your changes when you're done [ Submit Changes | | Cencel

You can edit the presentation by clicking one of the four links at the top of the
page:

= Edit Properties: Edit the training recording information. For details, see Editing
information about a recorded training session (on page 535).

= Customize Presentation: (Optional) Customize the Presentation Player by
adding your own logo or presenter image.
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= Slide Detail: Display slide title and start time, as well as display a larger image
of the file.

. Edit Slides: Modify your presentation by:
Changing the title of a slide
Rearranging the slide order

Deleting a slide

O o0o0oaad

Inserting a file. For details, see Adding a file to your presentation (on page
539).

Inserting a URL. For details, see Adding a URL to your presentation (on
page 540).

O

[ Inserting a test. For details, see Adding a test to your recording (on page
540).

[ Inserting a Presentation Studio presentation. For details, see Adding
slides from a Presentation Studio presentation (on page 542).

3 Click Submit Changes when you have completed your edits.

The Recording Updated page opens.

Recording Updated

The following recerding has been updated successfully:

Recerding topic: 7

4 Click OK.

You will receive an email confirmation that the presentation has been successfully
republished.

Note: For details about the options on the On-Demand Module
(Presentation Studio) editor, see About the Add a Recording/Edit
Recording Information page (on page 548).
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Adding a file to your presentation

You can insert a slide from a file located on your computer.

To insert a file into your presentation:

1 In the On-Demand Module (Presentation Studio) editor, click Edit Slides.

Edit Properties Customnize Presentation Slide Detail Edit Slides
|Presentation title: Monday taining
| To add new slides © a presentation, select a source presentation and insert the shides into the designated

| presentation.
|

t Presentation Slides:

Source - - | Current Presentation

Selectwhat kind of slide to insert after v |

Cre )L = e

Select 3 presentation: You are editing:
Monday training

Select slide: Select shde:

4. Monday tra ... The New Face of Trainin &
5. Monday tra ... Quick Start

6. Monday tra .. Icons

8. Monday tra ... PowerPanels

9. Monday tra ... Contextual Settings

10. Monday tra ... On-the-fly Switching

11. Monday tra ... Annotations

12. Monday tra ... Share Training Client

13. Monday tra ... Improved Feedback ¥

= e T

i — -y =T

e = 3 -
Zom Zoom

 audo & pesan)

Besulelasubmllvnuvcnanqeswhenyou‘ledone[ Submit Changes ][ Cancel ]

2 Under Current Presentation, highlight the slide next to which you want to
insert the file.

3 Under Source, ensure that Insert a file is selected.

4 From the drop-down list, select the appropriate insert option for the file,
relative to your highlighted slide.

5 Click Insert.

6 Inthe Insert a File page, enter a title for the new slide that will contain the
file.

7 Click Browse to insert the file from your computer.

g8 Select the file and click Open.

9 Select the check box if you want to pause the Media Player at this slide
during playback.
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10 Click Insert.

11 Click Close to return to the Edit Slides page.

Adding a URL to your presentation

You can insert a slide that contains a URL. When this page is reached in the
presentation, a separate window opens up at this Web address.

To insert a URL into your presentation:
12 In the On-Demand Module (Presentation Studio) editor, click Edit Slides.

13 Under Current Presentation, highlight the slide next to which you want to
insert the URL.

14 Under Source, select Insert a URL.

15 From the drop-down list, select the appropriate insert option for the URL,
relative to your highlighted slide.

16 Click Insert.

17 Inthe Insert a URL page, enter a title for the new slide that will contain the
URL.

18 Enter the URL and click Insert.

19 Select the check box if you want to pause the Media Player at this URL
slide during playback.

20 Click Close to return to the Edit Slides page.

Adding atest to your recording

To test users of a recorded training session, you must add tests to the training
recording that they will be using.

Before you can add a test to a recording, the test must already exist in the
Test Library. Tests cannot be created or edited in the On-Demand Module
(Presentation Studio) editor.

For detailed information about testing users of the recorded session, see
Testing and Grading on page 351.

To insert a test into your presentation:

1 In the On-Demand Module (Presentation Studio) editor, click Edit Slides.
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2 Under Current Presentation, highlight the slide next to which you want to
insert the test.

3 Under Source, select Insert a test.

4 From the drop-down list, select the appropriate insert option for the URL,
relative to your highlighted slide.

5 Click Insert.

The Add a Test page opens in a new window.

Add a Test
To add @ test, please select a test from following list
Private Tests
Title Description Author Last modified
® Product Quiz 1 Diave DeCarla 02012005 00:39:34
} Product Revie Dave DeCarla 020120085 00:44:23
Shared Tests
Title Description Author Last modified
O Product Quiz 1 Dave DeCarla 02012005 00:39:34
=1

6 Select a test and click Next.

7 In the Test Delivery Options page that appears, select the appropriate
options and click Save.

g8 Click Close to return to the Edit Slides page.

Adding PowerPoint slides from your desktop

If your Training Center site includes the On-Demand Module option, you can
insert slides from an existing PowerPoint presentation on your desktop.

To add PowerPoint slides from your desktop:
9 Inthe On-Demand Module (Presentation Studio) editor, click Edit Slides.

10 Under Current Presentation, highlight the slide next to which you want to
insert the PowerPoint slides.

11 Under Source, select Insert PowerPoint slides from desktop.

12 From the drop-down list, select the appropriate insert option for the
PowerPoint slides, relative to your highlighted slide.
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13 Click Insert.

14 In the Insert slides page, click Browse to select the PowerPoint file to
insert.

15 Click Insert.

16 Click Close to return to the Edit Slides page.

Adding slides from a Presentation Studio presentation

If your Training Center site includes the On-Demand Module option, you can
insert a slide from one of your existing Presentation Studio presentations.

To add slides from another presentation:
1 Inthe On-Demand Module (Presentation Studio) editor, click Edit Slides.

2 Under Current Presentation, highlight a slide near the point in which you
want to insert a new slide from an existing presentation.

3 Under Source, click Select an online presentation.

The My Presentations page opens in a new window.

a My Presentations - Microsoft Internet E... g@
S

Please select a presentation:

Title Slides video Duration Action
0127H05 sezsion 2 00:01:45 [ Select |
oiize T —
Marcay training 19 @
Project Roadmap T

4 Click Select to select the presentation from which you want to insert a
slide into your current presentation.

5 Highlight the slide that you want to insert.

6 Click Replace slide only to replace the highlighted slide in the current
presentation with the highlighted slide in the source presentation.

7 Click Insert before or Insert after to insert the Source highlighted slide
into the Current Presentation relative to its highlighted slide.
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Adding narration to your presentation

You can use your phone to record audio narration for your presentation slides.
Your viewers will hear your narration when they view your presentation.

Note: You can add narration only to a PowerPoint presentation that has been
successfully converted to a Presentation Studio presentation. Upon
successful conversion, you will receive narration instructions by email.

To add narration to your presentation from the Recording Information
page:

1

Open the My Training Recordings page. For details, see Opening your list
of recorded training sessions (on page 528).

In your list of recordings, click the Topic for the recording for which you
want to add narration.

From the Recording Information page, click Narrate.

Follow the instructions listed on the Record an Audio Narration page.

Removing a recorded training session from your site
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You can either:

Temporarily remove the recording from the Recorded Sessions page on
your site but keep it in your list of recordings on your My Training
Recordings page

Permanently remove the recording from both the Recorded Sessions page
on your site and your My Training Recordings page

(For sites without the On-Demand Module) To temporarily remove a
published recorded training session from the Recorded Sessions page:

1

Open the My Training Recordings page. For details, see Opening your list
of recorded training sessions (on page 528).

In your list of recordings, select Modify from the drop-down list for the
recording for which you want to edit information.

Under Type, select Private.
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4

Click Save.

(For sites with the On-Demand Module) To temporarily remove a
published recorded training session from the Recorded Sessions page:

1

Open the My Training Recordings page. For details, see Opening your list
of recorded training sessions (on page 528).

In your list of recordings, select Modify from the drop-down list for the
recording for which you want to edit information.

The On-Demand Module (Presentation Studio) editor opens to the Edit
Properties page.

Select Private.

Click Submit Changes.

The Recording Updated page opens.
Click OK.

permanently remove a published recorded training session:

Open the My Training Recordings page. For details, see Opening your list
of recorded training sessions (on page 528).

In your list of recordings, select Delete from the drop-down list for the
recording that you want to delete.

A confirmation message appears.
Click OK.

Viewing the Recorded Training Access Detail Report

The Recorded Training Access Detail Report contains access information
about recorded training sessions on your Training Center Web site. This
report includes the following information for each time that your recorded
training session is viewed:

viewer's name and email address
registration information
download information

access time and date
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= for WebEx presentations created with the On-Demand Module, the
duration that the recording was viewed

To view the Recorded Training Access Detail Report:
1 Log in to your Training Center Web site, and then click My WebEXx.
2 Click My Reports.
The My WebEx Reports page appears.
3 Click Recorded Training Access Report.

The Recorded Training Access Report page appears.

Recorded Training Access Report

Wiew Access and Registration information for your Recarded Training sessions,
Hote: You can run reports for any three-month penod within the last 12 manths

From: | kMarch ¥ 23 | (2007 >
To: | March | 29 w | 2007 v
Topic:

Sort results by: | Topic w Display Report

4 Specify your search criteria, such as a date range, topic, and sorting
preferences, and click Display Report.

The Recorded Training Access Summary Report page appears, which
includes information on all the recorded training sessions that have been
viewed.

Recorded Training Access Summary Report

You can sort results by clicking on the colurmn headers. Search again Prirter-friendly format Export Repart I

Search Results from 7/18/06 to 7/24/06 @

Al sessions in GMT O7:00, Pacific Daylight Time (San Francisco)

Tapic & Upload date  Upload ime  Durstions  Registersd Dovenlaad viewed Foe
0629nbe-002 7/18/06 &:13 pm & rning 1 1 1 #9.90
------ OFZ1-11111 7i20/06 10:41 prov 45 ming 1 [] 1 Fre
foe 0623~ limit to 3 days &/ 2206 Bi3% pm 30 ming z L] z $15.00
Eesse07 181 720406 2120 pm 120 mins 3 2 3 $39.99

5 Click the Topic for the recorded training session report that you wish to
view.
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The Recorded Training Access Detail Report page appears.

Recorded Training Access Detail Report

Session detail for 06Z9nbr002 Printer-friendly forrmat Export Report

All sessions in GMT -07.00, Pacific Daylight Time (San Francisco)
Participant 1

Tays Email: tayatdwabax, corn. en
Tas Registared date 41905
VigafCaupan Sarsion faa: $9.90

$5.00

$0.90 Coupen numbar 123454

Vas Viewed: vas

6/25/08 Accass tirme &:16 prn

&6 rning

Addrased: City
Sesta/Provina: CountryRLagisn:

ZIB/Postal Code:

6 If you wish to print the results, click Printer-friendly format.

7 If you wish to save the report as a comma-separated values (CSV) file,
which you can export into a spreadsheet program, click Export Report.

About the My Training Recordings page

How to access this page
On your Training Center Web site, do one of the following:
= Click Host a Session > My Training Recordings.

= Click My WebEx > My Files > My Training Recordings.

What you can do here

You can use the My Training Recordings page to archive and publish
recordings of training sessions that you host. You can record training sessions
using WebEx Recorder, which is available in the Session window during a
training session.

Options on this tab
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Option Description

Indicates the topic for the recording. Once you publish a recording, you can
Topic click this link to view information about the recording and access a page on
which you can change information about the recording.

Indicates the name of the person who presented information that was

Presenter recorded. By default, your name appears as the presenter.

Indicates the publication status of the recorded training session, which can be

one of the following:

=  Private: The recorded session is not published; that is, the recorded
session does not appear on the Recorded Sessions page on your
Training Center Web site.

Type =  Public: The recorded session is published; that is, the recorded session
appears on the Recorded Sessions page on your Training Center Web
site.

Internal: The recorded session is published, but only users who have an
account on your Training Center Web site can view the recording on the
Recorded Sessions page on your Training Center Web site.

Date Indicates the date that the recording was created.

Size Indicates the size of the recorded file, in kilobytes.

Duration Indicates the duration of the recording.

Indicates the format of the recorded file. The recording may include a
Format PowerPoint file (PPT), a network-based recording file (ARF), or an On-
Demand Module file (Presentation Studio).
LJ Click this icon to play the recording.
_'lJ Click this icon to send the recording via email.
Click this icon to reveal the Download, Modify, and Delete options.

_{!’J Click this icon to download the recording to a local drive.

Click this icon to change any information about the recording that appears in

ﬁ] this list.

For details about the editing options, see About the Add a Recording/Edit
Recording Information page (on page 548).

EJ Click this icon to delete the selected recording file from the list.
- If this icon appears, indicates that registration is required; that is, users must

provide information on a registration form to view the recording. You can
specify the information that you want users to provide by editing the
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Option Description
recording's information.

& If this icon appears, indicates that the recording is password protected; that is,
users must provide the password that you specify to view the recording.

) If this icon appears, indicates that the recording file is currently uploading.
Opens the Add a Recording page, on which you can publish a recording by
doing one of the following:

= Specify the URL for the file on another server

=  Upload the recording from your local machine to your Training Center
Web site

Add a Recording | = Upload the recording from the network server

=  Create a Presentation Studio presentation, if your site has the On-
Demand Module option.

Once you add a recording, it appears in the list.

For details about the options for publishing a recording, see About the Add a
Recording/Edit Recording Information page (on page 548).

About the Add a Recording/Edit Recording Information page

How to access this page
On your Training Center Web site, do one of the following:

= Click Host a Session > My Training Recordings > Add a Recording or
Edit icon.

= Click My WebEx > My Files > My Training Recordings > Add a
Recording or Edit icon.

Options on this page

Option Description

(This information appears on the Edit Properties page if you have the On-Demand Module.)

Specifies the topic for the recording. (Required with the On-Demand

Recording topic Module)

Type Specifies to whom the recording is available.
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Session Fee and
Payment

Presenter

Email Address

Description

Agenda

Recording file
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Description

= Private: The recording is not published on the Recorded Sessions
page on your Training Center Web site. It appears only on your My
Training Recordings page.

= Listed for all (public): Publishes the recording on the Recorded
Sessions page on your Training Center Web site. Visitors to your
site need not log in to your site to see the recording in the list.

= Listed for authorized users only (internal): Publishes the
recording on the Recorded Sessions page on your Training Center
Web site. Users must log in to your site to see the recording in the
list.

(Optional feature) Set up eCommerce if you want to charge attendees for
viewing the recording:

=  Enter the session fee

= Select whether you want to allow viewers to use coupons.
=  Set the access period.

Note Registration must be enabled in order to use eCommerce.

Specifies the name of the presenter for the training session or the person
who made the recording. (Required with the On-Demand Module)

Specifies the presenter's email address. (Required with the On-Demand
Module)

Specifies a description of the recorded training session. (Required with
the On-Demand Module)

Specifies the agenda for the recorded session.

Lets you select a recording file to publish.

= | will provide a URL: Specifies that the recording file resides on a
server on the Internet. Specify the URL for a recording file in the
box. The server on which the file resides must be publicly
accessible—that is, the server cannot be behind a firewall on your
private network. If you use this option, your Training Center Web
site creates a link to the file on the Recorded Sessions page.

= Use the file on my local machine: Specifies that the recording file
resides on your computer or another computer on your local
network.

O Browse: Lets you select a recording file that resides on your
computer or another local computer on your network.

O Upload file: Uploads the file specified in the Browse box to
your Training Center Web site.

= Find the recording from WebEx network: Specifies that the
recording file resides on your WebEx network server.

O Look Up: Lets you select a file from a list of recordings that
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Option Description
resides on your WebEXx network server.

[0 See the "Playback Control Options" section later in this section
for information on recording playback options.

= (Optional feature) Create a Presentation Using Presentation
Studio: Specifies that you want to create a presentation using the
On-Demand Module. There are four options:

[0 WebEx Recording File (.wrf) - create a presentation based on a
recorded training session

O PowerPoint with audio narration using telephone - create a
voice narrated presentation based on a PowerPoint
presentation

O PowerPoint with narration using video or audio File - create a
Web-based presentation with streaming video or audio based
on a PowerPoint presentation

O  Video or audio only - create a standalone Web-based
presentation with streaming video or audio. No PowerPoint
presentation is necessary.

Note If you choose the Create a Presentation Using Presentation
Studio option, the Duration, File size, and Date fields will be disabled.

Duration
(Sites without the On-  Specifies the length of time for the recording.
Demand Module)

File size
(Sites without the On-  Specifies the size of the recording file, in kilobytes (KB).
Demand Module)

Date
(Sites without the On-  Specifies the date on which the recording was made.
Demand Module)

Set password Specifies the password to view or download the recording.
Confirm password Specifies the password again, to prevent typing errors.

= Requires registration: Specifies that a user must provide
information on a registration form before viewing or downloading the
Registration recording.

= Customize form: Opens a page on which you can specify the
information that a user must specify on the registration form.

= Attendees can view recordings: Users can view the recording on

your Training Center Web site, but they cannot download the

Add View/Download recording file to their computers.

= Attendees can view and download recordings: Users can view
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Option

Display this URL at
end of playback

(Sites without the On-
Demand Module)
Add

(Sites without the On-
Demand Module)

Add

(Sites with the On-
Demand Module)

Save

(Sites without the On-
Demand Module)

Save

(Sites with the On-
Demand Module)
Submit Changes
(Sites without the On-
Demand Module)
Cancel

(Sites without the On-
Demand Module)
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Description
the recording on your Training Center Web site, and they can
download the recording file to their computers.

Note The Attendees can view and download recordings option is
disabled for Presentation Studio recordings.

Specifies a Web page that automatically appears once the recording
ends.

Adds the new recording to your list of recordings. If you published the
recording, it appears on the Recorded Sessions page on your Training
Center Web site.

Opens the Recording Created page, which shows that your recording
has been created successfully. Clicking OK adds the new recording to
your list of recordings. If you published the recording, it appears on the
Recorded Sessions page on your Training Center Web site.

Saves your changes to the information about the recording.

Opens the Recording Updated page, which shows that your recording
has been updated successfully. Clicking OK saves your changes to the
information about the recording.

Opens the Recording Updated page, which shows that your recording
has been updated successfully. Clicking OK saves your changes and
opens the Recording Information page.

Cancels all changes made on the page and returns you to the My
Training Recordings page.

Customize Presentation page (On-Demand Module only)

Select alogo image
for the presentation
(optional)

Select a presenter
image (optional)

Submit Changes

Click Browse to select a JPEG or GIF file that resides on your computer.
The file size should be less than 60 KB (210W x 40H pixels is
recommended).

Click Browse to select a JPEG file that resides on your computer. The
file size should be less than 60 KB (192W x 144H pixels is
recommended). If there is no presenter image, the first PowerPoint slide
will appear.

Opens the Recording Updated page, which shows that your recording
has been updated successfully. Clicking OK saves your changes and
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Option Description
opens the Recording Information page.

Cancels all changes made on the page and returns you to the My

Cancel Training Recordings page.

Slide Detail page (On-Demand Module only)

Click the slide thumbnail or Zoom to view a larger image of the slide. If

Thumbnail/Zoom the slide contains a file, URL, or test, it will open in a separate window
for viewing.
Listen to Audio Click Listen to Audio to open the associated audio file in a new window.

Opens the Recording Updated page, which shows that your recording
Submit Changes has been updated successfully. Clicking OK saves your changes and
opens the Recording Information page.

Cancels all changes made on the page and returns you to the My
Cancel o .
Training Recordings page.

Edit Slides page (On-Demand Module only)

= insert before/insert after: Inserts the file, URL, or test before or
after the highlighted slide in the current presentation.

= Insert afile: Opens a window where you can name and insert a
new slide into the presentation from a file stored on your computer.

= Insert a URL: Opens a window where you can name and insert a
new slide into the presentation that contains a URL.

= Insert atest: Opens the Add a Test page, where you can select a
test from the Test Library and add it to the presentation.

= Insert PowerPoint slides from desktop: Select Insert to add
PowerPoint slides from your desktop into your presentation.

r . . . . .
Source = Insert slides from an online presentation: Click Select an online

presentation to open a window where you select one of your
Presentation Studio presentations, the slides of which will appear in
the Select slide section.

O Replace slide only: Replaces the highlighted slide in the
current presentation with the highlighted slide in the source
presentation.

O Insert before/after: Inserts the highlighted slide into the current
presentation according to insert settings and the selected
location.

O Zoom: Opens a larger image of the slide.

=  Modify slide title: Opens a window where you can change the title
Current Presentation of the highlighted slide.
= Delete: Removes the highlighted slide from the presentation
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Option Description
= Zoom: Opens a larger image of the slide.

Opens the Recording Updated page, which shows that your recording
Submit Changes has been updated successfully. Clicking OK saves your changes and
opens the Recording Information page.

Cancels all changes made on the page and returns you to the My

Cancel Training Recordings page.

Playback control options

Option Description

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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Option Description
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:

[0 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 On-Demand Module

The On-Demand Module gives you the maximum flexibility to create high-
impact, multimedia on-demand training content and publish it online for your
attendees. You can use the On-Demand Module to:

= Re-create the live training experience for on-demand access by inserting a
recording of a live session.

= Insert a test, and request your audience to take the test when they view
the recording or presentation.
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= Create and deliver high-impact multimedia presentations complete with
narration.

To create a presentation, select Create a Presentation Using Presentation
Studio and specify one of the following files to upload (50 MB maximum):

= an existing WebEx recording file (WRF)
= a Powerpoint file (PPT)

Once you complete the Add a Recording page, your presentation will be
submitted for processing. Once it is ready, you will receive an email explaining
how to edit the presentation or add narration (Powerpoint only). By editing the
presentation, you can also insert a test for your attendees to take when they
view the presentation.

About Optimizing Recording Playback Quality
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Once you specify a .wrf file to upload when creating a presentation using the
On-Demand Module, you will be prompted to select which content to optimize.

Options on this page

Option Description

Graphics Select if the content of your presentation is graphic intensive. This option
P will provide better graphics quality during the playback of your recording.

Text Select if the content of your presentation is text intensive. This option will

provide better text quality during the playback of your recording.

Note: This playback quality option cannot be edited.
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Viewing a Recorded Training
Session

If you want to... See...

get an overview of viewing a recorded About viewing a recorded training session (on

training session page 557)

view a recorded training session Viewing a recorded training session (on page
558)

take a recorded session test in a Presentation | Taking a recorded session test in a

Studio presentation Presentation Studio presentation (on page
436)

About viewing a recorded training session

If a training session host publishes a recorded training session on your
Training 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 training session:

= Enroll to view a recorded training session. 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 training session, you must use either the WebEx Player or
the Windows Media Player 9 (or higher) to view it, depending on how the
training session was recorded.
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Your Training Center Web site automatically downloads WebEXx Player to your
computer the first time you view a recorded training session. A WebEx Player
is available for the Windows operating system. If you have a user account,
you can also download WebEx Player for Windows from the Support page on
your Training Center Web site.

If the recording contains a Presentation Studio presentation, you will need the
Windows Media Player 9 (or higher) on your computer to view it, as well as
the following:

= Flash Player 7 (recommended but not required if recording includes Flash
content)

= Sound card with proper driver installed

Use the latest operating systems and browsers to best view your recording:
= Windows 7 with Internet Explorer 7 (32-bit)

= Windows 7 SP1 with Internet Explorer 7 (64-bit) or Internet Explorer 8

= Windows XP SP3 with Internet Explorer 8

= Mac 10.5 with Safari 4

= Mac 10.6 with Safari 5

These other operating systems and browsers will work as well:

= Windows 2000, XP, or Vista

= Internet Explorer 6 or later, Firefox 3.0 or later, or Chrome 11 or later

Viewing a recorded training session

You can view a recorded training session by streaming it from your Training
Center Web site, or by clicking the recording URL link that the host has sent to
you. Once you select a recording to view, your Training Center Web site
automatically downloads WebEXx Player to your computer, and then plays the
recording. If the recording contains a Presentation Studio presentation, you
will need the Windows Media Player 9 (or higher) to view it.

To view a recorded training session:

1 If the host requires that you have a user account to view a recording, log in
to your Training Center Web site.

2 On the navigation bar, expand Attend a Session.
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3 Click Recorded Sessions.
The Recorded Sessions page appears.

4 For the recording that you would like to view, click the Playback icon.

)

= |If viewing the recording requires a password or access code, enter the
password or access code that the host gave to you, and then click OK.

= |f viewing the recording requires registration, provide the required
information on the registration form that appears, and then click
Register.

= If viewing the recording requires payment information, provide the
required information and any coupon codes on the registration form
that appears, and then click Register.

The WebEXx Player or Presentation Studio Viewer opens and begins
playing the recording.
To access arecording URL from an email, instant message, or another
Web site:
1 Click the recording URL link that was provided by the host.

The Recording Information page appears.

Recording Information: Recording0221

Author:  test
Email address: testi@webes com
Last modified: Tuesday, February 21, 2008 3:08 pm

Duration: 1 hour
Fee{USD3): 5
Description: /A,

Agenda:

File size: 46214 KB
Pagsword:  Required to view or download
ViewDownload:  Attendees can view and download this recording

| Wiew | | Download | |I2I|:us.e |

2 Click View.

= If viewing the recording requires a password or access code, enter the
password or access code that the host gave to you, and then click OK.



Chapter 32: Viewing a Recorded Training Session

= |f viewing the recording requires registration, provide the required
information on the registration form that appears, and then click
Register.

= If viewing the recording requires payment information, provide the
required information and any coupon codes on the registration form
that appears, and then click Register.

The WebEXx Player or Presentation Studio Viewer opens and begins
playing the recording.

3 Optional. To download the recording, click the Download icon and save
the file to your computer.

8

560



Index

.atp files « 283, 285
Cisco Unified MeetingPlace

MeetingPlace Personal Conference « 100, 101,

103, 104
contact group * 481
during training session « 270
files, overview ¢ 452
for downloading during training session ¢
270
in address book * 481
in personal folders, overview ¢ 452
information about « 463
information about files « 456
information about in personal folders
456
Axt files » 284, 286
for chat messages * 312
.ucf files
opening * 224
saving documents « 223
saving presentations « 223
saving whiteboards « 223

A

access * 181
restricting « 181
Access Anywhere
using * 451
Access Anywhere Usage report
description « 492
account, user
obtaining * 433
adding « 8, 97
contacts to address book « 472
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new personal folders for file storage * 454

pages to shared documents « 217
session to calendar « 8, 97
slides to shared presentations « 217
adding testswhile scheduling « 94
address book
adding contacts * 472
creating contact group * 479
importing contacts from file « 475
importing contacts from Outlook « 477
opening * 471
searching for contacts * 479
using, overview * 470
viewing or editing contact information ¢
478
admitting participants « 375
to breakout sessions « 375
agenda * 90
setting for scheduled session « 90
alerts « 148
on panels * 148
allowing, breakout sessions * 360
annotating, shared software
using annotation tools * 253
Annotation Color tool
overview ¢ 210
annotation tools
for shared software, descriptions * 253
annotation tools, for shared documents
Annotation Color tool, ¢ 210
Eraser tool, overview « 210
Highlighter tool, overv « 210
Line tool, overview * 210
Pointer tool, overview * 210
Rectangle tool, overvie « 210
Text tool, overview « 210
annotations, on shared documents
clearing « 221
annotations, on shared documents
selecting font « 221
answering polls « 280
stopping * 256
taking screen capture « 257
using tools « 253
application, shared



ensuring good imaging of color « 261
asking ¢« 345
for help in Hands-on Lab < 345
assigning computers * 333, 334
in Hands-on Lab « 333
attempt limit, tests « 392
attendees ¢ 69, 178, 180, 181, 184
creating a message or greeting for « 180
estimating number * 69
expelling from a session * 184
preventing from joining session « 181
transferring the host role to « 178
audio files
sharing a Web content « 266

B

breakout session * 367
request presenters share content « 367
Breakout Session panel « 354
overview « 354
Breakout Session window « 352
overview ¢« 352
breakout sessions ¢ 351, 356, 357, 358,
360, 364, 366, 367, 368, 369, 370, 372,
373, 374, 375, 377, 378, 379, 380
admitting more participants * 375
allowing « 360
asking participants to return from « 366
Communicate menu « 358
creating for another participant « 364
Edit menu « 356
ending « 367, 379
ending Integrated VolP conference « 375
File menu « 356
granting privileges « 360
leaving * 373
letting participant control software « 378
methods for starting « 370
overview « 351, 369
Participant menu « 358
passing the presenter role to another
participant « 377
removing a participant from « 368
Share menu « 357
sharing content in main session ¢« 380

starting Integrated VolP conference * 374
starting one created on your behalf « 372
using Integrated VolP conferencing ¢ 373
using teleconferencing * 373
View menu in * 357
bringing application to front
on shared remote computer * 243
browsers, Web
sharing * 266

C

calendar, adding session to « 8, 97
calendar. See training session calendar. °
22
canceling
Personal Conference meetings * 104
chat messages
printing « 311
saving ¢ 312
sending * 309
checking system for UCF compatibility « 3
clearing * 320
all annotations on shared documents
221
all pointers on shared documents « 222
feedback « 320
selected annotations on shared
documents « 221
your annotations on shared documents *
221
your pointers on shared documents « 222
closing
panels « 141
codes, tracking « 48
collapsing * 140
panels « 140
color in shared application, ensuring good
imaging * 261
Communicate menu « 358
in breakout session * 358
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computer, setting up
Meeting Manager * 2
computers « 60
reserving for Hands-on Lab « 60
computers in Hands-on Lab « 333, 334, 340,
349
assigning * 333
connecting to « 340
disconnecting from * 349
unassigning « 334
connecting « 340
to computer in Hands-on Lab « 340
contact group
creating in address book ¢ 479
contact information
adding to address book « 472
creating contact group « 479
importing to address book from file « 475
importing to address book from Outlook ¢
477
maintaining, overview ¢ 470
searching for in address book * 479
viewing or editing in address book « 478
content viewer « 134
description « 134
on Session window « 134
resizing * 142
controlling breakout sessions « 359
overview « 359
coupons, using for discounts to attendess *
50
course material * 9, 92
downloading * 9
publishing for scheduled session « 92
creating « 364
breakout session for another participant «
364
customizing * 64, 66, 86, 87
default email messages * 86, 87

D

date « 23
selecting on training session calendar
23
dates and times * 54, 58
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about « 54
specifying for scheduled session « 54, 58
daylight saving time, adjusting training
session times « 26
deleting
annotations on shared software * 253
contacts « 483
contacts from address book * 483
files » 458
files or folders « 458
from address book * 483
from personal folders « 458
meetings from My Meetings « 436
shortcuts for One-Click Meeting « 123
designating « 177
panelist for training session « 177
distribution list
creating in address book * 479
documents, shared
adding blank pages 217
advancing pages automatically « 215
annotating * 221
clearing pointers « 222
printing pages ¢ 225
saving to file » 223
downloading * 9
course material * 9
files « 457
from personal folders « 457
published files during a meeting < 270
published files during a training session ¢
270
published files during an event « 270
shortcuts, for One-Click Meeting » 118
shortcuts, WebEx One-Click panel « 118
drawing annotations
on shared documents * 221
on shared presentations « 221

E

E-commerce ¢ 49

about ¢ 49
Edit menu ¢ 356

in breakout session ¢ 356
editing * 110



contact group in address book « 481
contact information in address book « 478
information about files in personal folders
* 456
information about recordings ¢« 463
Personal Conference meetings * 101
SCORM page * 110
email messages * 83, 84, 85, 86, 87
customizing default « 86, 87
selecting to be sent to participants « 83
sending invitation to attendees * 84
sending registration notification to
attendees 85
sending reminders to attendees « 85
sending updates to attendees « 84
variables in default « 87
emoticons « 318
using in feedback * 318
ending * 185, 337, 367, 379
all breakout sessions * 367
breakout session « 379
Hands-on Lab sessions * 337
training sessions * 185
eraser
using to delete annotations on shared
software « 253
Eraser tool
overview « 210
erasing
all annotations on shared documents ¢
221
all pointers on shared documents « 222
selected annotations on shared
documents « 221
your annotations on shared documents
221
your pointers on shared documents « 222
estimating « 69
number of attendees * 69
exchanging files
during a meeting « 270
during a training session * 270
during an event « 270
during event « 270
during training session * 270
expanding * 140
panels « 140
expelling » 184, 368
attendee from session « 184

participant from breakout session * 368

—

fee-based training « 49
setting up * 49
fee-based training, about « 49
feedback
allowing participants to use * 316
clearing * 320
overview of « 315
using emoticons in * 318
viewing * 317
File menu « 356
in breakout session * 356
files « 9, 283, 284, 285, 286
.atp » 283, 285
Axt « 284, 286
.ucf (Universal Communications Format)
for multimedia « 223
during a meeting « 270
during a training session « 270
during an event » 270
exchanging during a meeting * 270
exchanging during a training session *
270
exchanging during an event « 270
exchanging during event « 270
exchanging during training session « 270
for chat « 312
for course material, downloading before a
session starts « 9
for poll questionnaire * 283
for poll questionnaires * 285
for poll results * 284, 286
from personal folders « 457
in personal folders * 455, 458
in your personal folders, overview « 452
moving or copying in personal folders «
455
searching in personal folders « 457
sharing on Personal Meeting Room page
* 450
stop publishing during event « 270
stop publishing during training session
270
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to personal folders « 454
Flash files

sharing as Web content « 266
folders, personal

adding new for file storage * 454

moving files « 455

opening * 453

overview « 452

searching for files « 457
font

selecting for annotations « 221
full-screen view * 145, 146

and panels « 145

sharing « 146

G

generating reports * 492, 494
grading tests « 397
granting privileges « 188
to attendees - 188
greeting « 77, 180
creating for a scheduled session * 77
creating for attendees < 180
training session information « 26
group results, for poll « 284
saving « 284

H

Hands-on Lab « 59, 60, 61, 322, 329, 331,
333, 334, 335, 336, 337, 340, 341, 342,
343, 344, 345, 346, 347, 348, 349

about « 60

asking all to return « 336

asking for help * 345

assigning computers * 333

broadcasting message * 334

chatting in « 344

connecting to computers « 340
disconnecting from computers * 349
ending « 337

ending Integrated VolP conference « 343

565

leaving * 348
Manager window * 343
overview ¢ 322
passing control of computer ¢ 347
recording * 331
reserving computers for « 60
responding to request for help « 335
setting up * 59
starting « 329
starting Integrated VolP conference * 342
taking control of computer, as presenter ¢
336
transferring files in « 346
unassigning computers « 334
using Integrated VolP conferencing ¢« 341
using teleconferencing * 341
viewing the schedule « 61
Hands-on Lab page, about « 60
header, custom
adding to Personal Meeting Room page *
449
help * 335, 345
asking for in Hands-on Lab « 345
responding to in Hands-on Lab < 335
hiding
contents of screen on shared remote
computer 242
Highlighter tool
overview « 210
high-resolution color in shared application
ensuring good imagi « 261
home page for site
setting « 490
host key » 179
using to reclaim host role « 179
host role « 178, 179
reclaiming « 179
transferring to attendee « 178



iCalendar « 8, 97
images
adding to Personal Meeting Room page
449
importing
contacts to address book from file « 475
contacts to address book from Outlook «
477
individual results, for poll « 284
saving * 284
information about training sessions,
obtaining * 16
information on session * 179
obtaining « 179
installing
Meeting Manager * 2
WebEx One-Click * 118
Integrated VolIP « 53
system requirements for « 53
integrated VolP conference « 342, 343, 374,
375
ending in breakout sessions « 375
ending in Hands-on Lab ¢ 343
starting during breakout session « 374
starting during Hands-on Lab ¢ 342
Integrated VolP phone conference « 53
setting up for a scheduled session « 53
invitations « 84
sending to attendees in email messages
+ 84
inviting < 68, 69, 71
attendees and presenters to a scheduled
session ¢ 68, 69
presenters to a scheduled session ¢ 71

J

joining a session in progress * 14

joining training session * 5, 11, 13
from email message * 11
listed « 11
overview ¢ 5
unlisted « 13

K

keyboard
disabling on shared remote computer *
240

L

language and locale for site
setting * 490
leaving » 184, 348, 373
breakout session * 373
Hands-on Lab « 348
training session « 184
Line tool
overview « 210
list of meetings, personal
maintaining * 436
overview ¢ 435
listed sessions * 46
specifying when scheduling « 46
listed sessions, about « 45
listed training session * 11
joining « 11
live sessions calendar ¢ 17, 18, 19
overview « 17
refreshing « 19
searching for a training session in * 18
selecting time zone on « 19
sorting * 18
locking * 181
access to training session « 181
shared remote computer « 243
login«75
requiring attendees to 75
logging in to and out from site « 434

566



M

maintaining
contact information, overview ¢ 470
personal list of meetings * 436
Personal Meeting Room page, overview ¢
448
making * 177, 178
another participant the host » 178
attendee a panelist « 177
managing * 393, 396
recorded tests * 396
tests « 393
managing training sessions * 167
overview of « 167
manual installer
Meeting Manager « 2
media players for UCF media files
checking if installed on com « 3
meeting calendar
Daily view « 22
Monthly view « 22
overview « 21
refreshing * 26
removal of training sessions « 21
searching for training session ¢ 24
selecting date « 23
selecting time zone « 26
sorting * 25
Today view * 22
Weekly view « 22
Meeting Manager
setting up * 2
system requirements ¢ 2
meeting service
system requirements ¢ 2
meetings
searching for on training session
calendar « 24
menu bar « 134
overview « 134
message * 77, 180
adding to Personal Meeting Room page
449
creating for a scheduled session « 77
creating for attendees « 180
messages * 83
sending to participants * 83
minimizing « 139
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panels « 139
mouse
disabling on shared remote computer
240
multimedia
sharing as Web content « 266
My Computers
using * 451
My Contacts
adding contacts * 472
creating contact group * 479
importing contacts from file « 475
importing contacts from Outlook « 477
opening * 471
searching for contacts * 479
using, overview * 470
viewing or editing contact information ¢
478
My Files
adding folders * 454
maintaining, overview « 452
moving or copying files or folders * 455
opening * 453
searching for files « 457
My Meetings
maintaining « 436
overview * 435
My Profile
editing * 490

O

One-Click Meeting

overview * 113

removing shortcuts « 123

setting up « 114

setting up on service Web site » 114

starting from service Web site « 120
One-Click panel

removing from computer « 123
One-Click Settings page

descriptions « 114
One-Click shortcuts

removing from computer « 123
opening ¢ 22, 285, 286

address book « 471



chat file « 313
file for 313
list of your recordings « 462
personal folders * 453
poll questionnaire file » 285
poll results file « 286
saved chat files » 313
saved document « 224
saved presentation « 224
saved whiteboard « 224
shared whiteboard « 213
user profile » 490
your list « 462
opening enroliment « 375
to breakout session * 375
options * 143
for panels * 143

P

pages, of shared documents
adding new « 217
clearing annotations * 221
clearing pointers « 222
printing « 225
panelist
designating for training session « 177
panels « 138, 139, 140, 143, 145, 148
alerts - 148
closing * 141
collapsing « 140
expanding * 140
in full-screen view « 145
minimizing * 139
minimizing all = 139
overview « 138
resetting « 142
resizing * 142
restoring * 139
restoring all = 139
returning to default settings « 142
setting options » 143
Participant menu « 358
in breakout session * 358

passing control, of Hands-on Lab computer

. 347

password * 45, 75
excluding from email invitations « 75
setting up for scheduled session « 45
pay-per-use * 50
setting up for a session * 50
pay-per-use training, about * 49
PCNow
see Access Anywhere * 451
Personal Conference meetings
adding to calendar « 101
canceling * 104
editing » 101
setting up * 100
personal folders
adding new for file storage * 454
moving or copying files « 455
opening * 453
searching for files or folders * 457
Personal Meeting Room page
add images and text « 449
overview ¢ 448
setting options ¢ 449
sharing files * 450
viewing * 448
picture « 90

adding to Session Information page * 90

pointer
using on shared software * 253
Pointer tool
overview « 210
pointers, clearing from
shared document « 222
shared presentation « 222
shared whiteboard « 222
poll « 279
opening * 279
poll questionnaire « 274
preparing * 274
poll questionnaire and results « 283
save, open * 283
poll questionnaires « 274, 279, 280, 283,
285
filling out « 280
opening file for « 285
preparing « 274
presenting to attendees « 279
saving * 283
poll results « 281, 282, 284, 286
opening file for « 286
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saving ¢ 284
share with attendees « 282
sharing results with attendees « 282
view ¢ 282
viewing as attendee « 281
polling « 278, 280
answering * 280
tabs « 278
polls « 273, 279, 280
introduction to « 273
participating in « 280
taking « 279
pre- or post-session test « 405
preferences
setting for site « 490
Presentation Studio * 525
presentations, shared
adding blank slides * 217
annotating * 221
clearing pointers « 222
printing slides « 225
saving to file » 223
printing
chat messages « 311
pages in shared documents * 225
shared whiteboards « 225
slides in shared presentations * 225
privileges « 174, 188, 360
annotating shared documents « 188
chatting privately » 188
chatting with all attendees « 188
displaying thumbnails of pages * 188
granting for breakout sessions * 360
granting for training session « 174, 188
joining breakout sessions * 188
printing shared documents « 188
recording the session * 188
saving shared documents * 188
sharing documents « 188
viewing any document « 188
viewing any page * 188
viewing attendee list « 188
privileges and options « 74
specifying for participants « 74
profile, user
editing * 490
publishing
files during event « 270
files during training session * 270
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publishing course material « 92

Q

questionnaire * 274, 277
changing type, editing, rearranging,
deleting « 277
compose, prepare * 274
delete « 277
questionnaires * 390
converting to tests « 390

R

recorded tests « 392, 393, 396
managing « 396
sending grade reports to attendees for °
393
sending invitation to attendee for « 393
setting a time limit for » 393
test delivery options « 392
Recorded Training Access Detail report ¢
513
description * 513
Recorded Training Access report « 513
description * 513
Recorded Training Access Summary report
* 513
description * 513
recorded training sessions * 526
viewing * 526
recordings
uploading * 462
Rectangle tool
overview « 210
refreshing « 19
list of sessions * 19
refreshing training session calendar « 26
registering for a training session ¢ 6
registration « 62
requiring for attendees * 62
registration form « 64, 66
customizing * 64, 66



registration notification « 85
sending to attendees in email messages
* 85
registration options for training session « 62
specifying * 62
reminders * 85
sending to attendees in email messages
* 85
remote computer sharing
overview « 4
starting « 235
stopping * 238
remote computer, shared
bringing application to the front « 243
disabling and enabling keyboard and mo
* 240
hiding contents of screen « 242
locking and unlocking * 243
logging in to and out from « 243
managing, overview ¢ 239
reducing screen resolution * 240
selecting additional applications « 237
showing to attendees « 235
remote control, of software ¢« 378
granting to participant in breakout
session * 378
removing * 184
attendee from session « 184
shortcuts for One-Click Meeting « 123
WebEx One-Click from computer » 123
renaming polling tabs « 278
reordering polling tabs « 278
reports * 513
generating * 494
generating, overview « 492
types of « 492, 513
viewing * 513
requirements, system « 525
requiring * 75
attendees to log in to your Web site « 75
requiring registration * 62
resetting
panels « 142
resizing
content viewer « 142
panels « 142
restoring * 139
panels « 139
restricting « 181

access to training session « 181
results, for poll » 284, 286
opening * 286
saving « 284
right-click menu of taskbar icon shortcut ¢
120

S

saving * 283, 284
annotations on shared software * 257
chat messages 312
copy of chat messages ¢« 312
documents, shared « 223
poll questionnaires * 283
poll results - 284
presentations, shared * 223
shared documents * 223
shared presentations « 223
shared whiteboards « 223
whiteboards, shared « 223
schedule ¢ 61
viewing for Hands-on Lab « 61
scheduling a training session ¢ 39, 45, 46,
48, 51, 53, 54, 58, 62, 74, 90, 92, 95, 96,
97
about ¢ 39
allowing another host to schedule yours *
96

training session * 96
allowing another host to schedule
yours « 96
for another host « 97
publishing course material for « 92
requiring registration « 62
setting a password « 45
setting a topic name « 45
setting agenda for « 90
setting up a teleconference « 51
setting up Integrated VolIP « 53
specifying dates and times « 54, 58
specifying listed or unlisted * 46
specifying options and privileges
available to participants « 74
specifying registration options « 62
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specifying tracking codes * 48
using templates * 95

scheduling session « 39
See also session, scheduling « 39

zzz * 39
scheduling templates
about managing ¢ 491
scoring tests « 397
SCORM « 109, 110
editing * 110
overview of « 109
viewing ¢ 110
screen capture
taking of annotations on shared software
« 257
screen resolution
reducing for shared remote computer °
240
searching « 18, 24
for a training session in list of sessions *
18
for contacts in address book * 479
for files in personal folders * 457
for training session on training session
calendar - 24
security « 40
choosing for a training session * 40
security options « 75
specifying for a training session « 75
sending
chat messages * 309
session * 39
scheduling a * 39
Session Detail report
description * 492
session information « 89
specifying * 89
Session Information page * 90, 91
adding picture to « 90
displaying Quick Start « 91

adding to Session Information page * 91
Session Options page, about « 78
Session window « 134

content viewer « 134
sessions. See training sessions. * 177
setting » 143

options for panels « 143
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setting up * 39, 41, 94
a scheduled training session ¢ 39, 41
for Access Anywhere ¢ 451
for remote access * 451
for Windows « 2
Meeting Manager * 2
One-Click Meeting * 114
Personal Conference meetings ¢ 100
tests for training sessions * 94
setting up One-Click Meeting
on service Web site « 114
Share menu « 357
in breakout session ¢ 357
shared remote computer. See remote
computer, shared. » 239
sharing * 134, 146, 282, 380
breakout session content in main session
» 380
Flash files, as Web content * 266
in full-screen view * 146
poll results with attendees « 282
streaming audio, as Web content « 266
streaming video, as Web content « 266
tools in content viewer « 134
Web browsers * 266
Web content, overview * 265
sharing window
overview ¢ 227
shortcuts
for One-Click Meeting, downloading * 118
shortcuts, for One-Click Meeting
removing « 123
shortcuts, WebEx One-Click panel
downloading * 118
slides, in shared presentations
adding « 217
clearing annotations « 221
clearing pointers « 222
printing « 225
software sharing
See also software, shared « 227
software, shared
ensuring good imaging of color « 261
using annotation tools * 253
viewing « 227
sorting * 18
list of sessions 18
training session calendar « 22, 24, 25, 26,
27,29, 31, 33, 35



starting * 329, 370, 393
a test within a session « 393
breakout sessions * 370
Hands-on Lab « 329
remote computer sharing « 235
Web browser sharing « 234
whiteboard sharing * 213
starting a One-Click Meeting
from Meeting Center « 120
from service Web site « 120
stopping * 379
annotations on shared software * 256
breakout session « 379
remote computer sharing « 238
streaming audio
sharing as Web content « 266
streaming video
sharing as Web content « 266
Summary Usage report
description « 492
Summary Usage report CSV file
description « 492
system requirements « 525
Meeting Manager « 2

T

Taking « 405
taskbar icon shortcut » 120
teleconference * 51
setting up when scheduling a session *
51

W

WebEx One-Clickinstalling « 118
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