Cisco WebEx Telepresence
Portal

User Guide

e
cisco Cisco WebEx Telepresence



Contents

T Overview . . ... ..

Keyterms. . ... ... . .. .. .. ..
Administrative contact/billing contact. . . ... ... ...
Cisco WebEx Telepresence bridge/personal bridge

Video number/video address (assigned and custom) . . . .

Sign in to the WebEx Telepresence portal. . .. ... .. ..
Sign out of the WebEx Telepresence portal. . ... ... ..

2 Setupvyoursubscriptions .. ... L
Before youbegin . ... .. ...
Approve your order. . ... ...
Create your WebEx Telepresence portal password. . . .
Enter or verify your company profile information . . . . ..
Assign subscriptions to users, rooms, or bridges. . . . ..
Activate devices . . ... .. ... . ...

3 Contacts. ... ...
Manage your company directory . .. ...............
Add adirectoryentry. ... ... ...

Edit WebEx Telepresence bridge information . . . ..

Edit room information .. ... ... .. L.

Edit userinformation . .. ... ... ... ... ... ...

ifnaln
cisco Cisco WebEx Telepresence

Hide a directory entry from devices. . . ........... ... 17
Manage your device contacts . . ... .. ... ... ... .. ... 18
Add adevicecontact ........ ... .. .. ... .. ... ... 18
Editadevicecontact. .. ... ... ... ... ... ... .. ... 19
Delete adevicecontact. .. ... ... ... .. .. ... . ... 20
Callhistory . ... ... 21
View your call history ... ... .. ... ... ... . ... 21
ACCoUNt . ... 22
Manage your profile information .. ... ... ... ... ... . ... 22
View your company information. . . ........... .. .. .. 22
Change your account password . . ................. 22
View/edit your administrative contact information . ... .. 23
Change your administrative contact. . .. ............. 23
View/edit your billing contact information. . .. ......... 24
Change your billing contact. . .................. ... 24
Manage marketing messages . . ................... 24
Pay your accountbills . . ... ... . ... ... . . ... ... 25
Manage your subscription information ... ........ ... ... 25
View all your subscriptions ... ......... . ... . ..., .. 25
View detailed information about a subscription . .. ... .. 25

Assign an unassigned subscription to a user, room, or bridge

Contents



26

Edit subscription details. . .. ... ... ... .. L. 26
Transfer a subscription to a different device: Premium sub-
scription27
Transfer a subscription to a different device: Jabber Video
subscription27
Assign a custom video address to a user who does not have
one28
Manage your usage information .. ............. ... . ... 28
6 SUPPOIt. . .. 30
alnaln
3 Contents

cisco Cisco WebEx Telepresence



Overview

The Cisco WebEx Telepresence WebEx Telepresence portal is your
base for setting up subscriptions, managing contacts, and viewing
subscriptions and company usage. It is also the place where your
company’s billing contact pays the account bills.

What can | do on the WebEx Telepresence
portal?

The features available to you on the WebEx Telepresence portal
depend on whether you are your company’s administrative contact or
its billing contact.

ﬂ The same person can be both the administrative contact and the
billing contact For an explanation of the differences between the
administrative contact and the billing contact, see Administrative
contact/billing contact.
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At the end of the WebEx Telepresence order process, someone in
your company—generally the administrative contact—uses the WebEx
Telepresence portal’s setup assistant to complete subscription setup
(see Set up your subscriptions).

After setup is complete, the administrative contact has access to all of
the following portal features:

= Manage company directory. Add and edit users, rooms, and
bridges that appear in the directory on all your company’s devices.
See Manage your company directory.

= Manage device contacts. Add, edit, and delete contacts that appear
on individual devices. See Manage your device contacts.

= Call history. View call history entries. See Call history.

= Account profile. View and edit information related to your company
and your administrative/billing contacts. See Manage your profile
information.
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= Account subscriptions. View subscription information. See Manage
your subscription information

= Account usage. View and download usage information. See
Manage your usage information.

= Support. Get help and learn more about WebEx Telepresence. See
Support.

The billing contact has access to the Account (profile, subscriptions,
and usage) and Support sections of the WebEx Telepresence portal.
On the Account profile screen, the billing contact only is presented
with the option to pay the account bills (see Pay your account bills).

Key terms

As you work in the WebEx Telepresence portal, you will come across
certain terms such as different types of bridges and video addresses.
This section describes these key terms.

Administrative contact/billing contact

During the subscription purchase process, your sales partner entered
someone to serve as your company’s administrative contact for the
WebEx Telepresence account, and someone to serve as the billing
contact. The administrative contact is responsible for overall
management of the account, including maintaining contacts and
monitoring subscriptions and usage, while the billing contact can
monitor subscriptions and usage and has the special task of paying the
account bills. The same person can serve as both the administrative
contact and the billing contact.

For detailed information on the WebEx Telepresence portal features
available to the administrative contact and the billing contact, see What
can | do on the WebEx Telepresence portal?
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Cisco WebEx Telepresence bridge/personal bridge

As part of your WebEx Telepresence subscription, each user receives
a unique personal bridge. This feature enables users to set up a bridge
that other WebEx Telepresence devices and Cisco Jabber Video users
can join for a conference call. Note the following regarding the
personal bridge feature:

= You can use your personal bridge to set up a conference with other
WebEx Telepresence devices and Jabber Video users only. Other
standards-based SIP or H.323 devices cannot join a personal
bridge.

= Each device is assigned a unique personal bridge address in the
format [display name].mybridge@webex.com, which appears in
the device’s contact list. To start the conference, the host dials his or
her own personal bridge address.

= Each other party must dial the host’s personal bridge address to join
the conference.

= |f the host leaves the conference, other users cannot join the call.

A WebEx Telepresence bridge is an optional, separate subscription
that enables conference participation with both other WebEx
Telepresence devices and Jabber Video users, as well as all
standards-based SIP or H.323 video devices and standard PSTN
telephones (for audio only). WebEx Telepresence bridge subscriptions
are available in 6-port and 12-port configurations. With a WebEx
Telepresence bridge subscription, your company receives a single
bridge available for all users. The bridge appears in the company
directory on all devices in the format [display
name].bridge@webex.com.
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Video number/video address (assigned and custom)

Every bridge and device (whether assigned to a room or a user) in
your WebEx Telepresence subscription is automatically assigned a
video number. A video number is a 10-digit number in the format
1234567890. You use the video number in the following
circumstances:

= Device activation. When you activate a WebEx Telepresence
device, you enter the video number and an activation code.

= Inbound audio-only calls. Every WebEx Telepresence subscription
includes the ability to receive inbound audio calls from landline or
mobile phones, as well as other video devices that have outbound
audio calling enabled. These phones and devices dial a device’s
10-digit video number to call it.

= Qutbound audio-only calls. If your WebEx Telepresence
subscription includes the optional VolP out feature, your users can
make outbound audio calls to other devices by dialing that device’s
10-digit video number.

0 If your subscription includes the VolIP out feature, your devices can
also make audio calls to VolIP landline and mobile phones by dialing
a 10-digit phone number.

As part of your subscription, each device also receives an assigned
video address. You dial a video address to make a video call to another
device or to join a bridge. The assigned video address format for a
device is the 10-digit video number followed by @webex.com: [video
number]@webex.com. For example, if the device’s video number is
1234567890, the assigned video address is
1234567890@webex.com.

You cannot change a device’s assigned video address. However, for
any device, you can create a custom video address in the format
[display name]@webex.com, where [display name] is any name you
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choose that is not already in use. A custom video address lets you
create a way for users to make a video call that is easier to dial and/or
remember than the assigned video address. You can, for example, use
the format [first initiallast name]@webex.com to create
easy-to-remember custom video addresses for all your users’
devices.

For information on creating a custom video address, see Add a
directory entry and Add a device contact.

ﬂ Unlike devices, personal bridges and WebEx Telepresence bridges
use a single video address only. Although this video address is
assigned, it is not based on the video number (see Cisco WebEx
Telepresence bridge/personal bridge for the bridge video address
format). You can edit a bridge’s video address (see Edit user
information and Edit WebEx Telepresence bridge information), and
you do not create a separate custom video address for a bridge.

Sign in to the WebEx Telepresence portal

When you set up your WebEx Telepresence subscriptions (see Set up
your subscriptions), at the end of the process you are automatically
taken to the WebEx Telepresence portal. The next time you use the
WebEx Telepresence portal, you need to sign in. For your username,
you use the email address that was entered for you (as the
administrative contact or the billing contact) during the WebEx
Telepresence order process. For your password, use the password
you created during subscription setup (see Create your WebEx
Telepresence portal password).

When you sign in, you can choose to remain signed in for future visits.

1. Go to myaccount.telepresence.webex.com.

Overview


http://myaccount.telepresence.webex.com

2. For your username, enter your administrative or billing contact
email address.

3. Enter your WebEx Telepresence portal password.

0 If you forget your password, click Forgot your password? and
follow the onscreen instructions.

4. (Optional) Check the Keep me signed in box to be signed in
automatically when you visit the WebEx Telepresence portal in
the future.

5.  Click Sign in.

Sign out of the WebEx Telepresence portal

. Click Sign out in the upper-right corner of any portal screen.

ifnaln
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Set up your subscriptions

Before you begin EEET————

i
cisco  Cisco WebEx Telepresence

= When you place an order for Cisco WebEx Telepresence, your sales
partner asks you for an administrative contact that will be the
primary contact for your WebEx Telepresence account. This person
receives all WebEx Telepresence subscription information, approves
orders, and manages your service through the WebEx Telepresence
portal.

Coar

= You can also designate a billing contact, if a different person will be
the primary contact for billing matters. The billing contact pays your

bill online through the WebEx Telepresence portal. 2. Review and Terms and Conditions, and click | Agree to the Terms
and Conditions.

Approve your order

1. As the company-designated administrative contact, you receive
an email from orders@telepresence.webex.com containing a
link to the WebEx Telepresence Terms and Conditions. Click the
link.

dfaln o
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T ang Conomm ]

Cisco Webex Telepresence
Terms of Service
WPOHTANT, KEAD CAREFULLY: FOUN USE OF THE CHCO WEDIX TILEPE SENCE

FWEBER TP WERTE, S8 RVACES AND A§S0CH TED SOFTWARE |8 COMRTIONED LFON
YOI COMPLIANCE Wi AMD ACEEPTAMCE OF THESL TLRMS OF ARVCE

3. Click Continue.

Thanks for your order. Let's set up your subscriptions.

On tha naxt fow screens you wil

About WebEx Telepresence | Privacy ststement | Cookie polcy | Trademaria | Term of Service

Coynight © 2012 Cisco Systema ine. Afl nghts reserved

The setup assistant now guides you through setup of your WebEx
Telepresence subscriptions.

Create your WebEx Telepresence portal
password

You will use the password you create here to log in to your account on
the WebEx Telepresence portal.

ifnaln
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Create your account password “

You will use this password to log in to
your account. New password

Password rules

Confirm password
Your usemame is B « Between 8 and 20 characters
bhelios12@mailinator.com
« Must contain at least 1 number and 1 letter

« Case-sensitive
« Can contain the following special characters
@#% () +={}7~"" 17

« Cannot contain spaces

About WebEx: Telepresenca | Privacy statement | Cockie policy | Trademarks | Terms of Service Copyright @ 2012 Cisco Systems Inc. All ights reserved.

1. Enter a password. Be sure to follow the password rules displayed
onscreen.

2.  Enter the password again to confirm it.

3. Click Submit.

ﬂ If you place any WebEx Telepresence service orders in the future,
you do not create another WebEx Telepresence portal password.
Instead, you log in to the portal using your existing password and
skip directly to assigning subscriptions (see Assign subscriptions to
users, rooms, or bridges.)

Enter or verify your company profile
information

Your company profile includes your administrative and billing contact
information, as well as a support passcode you create. You need your
support passcode if you contact WebEx Telepresence support to make
any changes to your account.

Set up your subscriptions



1. The administrative and billing contact names are displayed. To
make any changes to the contact name, phone number, or email
address, click Edit. Change the information as needed and click

Save.
Enteriverify your company profile information [ e ]
£

2. Click Create to enter a support passcode. Enter the passcode
and click Save.

3. Click Next.

Assign subscriptions to users, rooms, or
bridges

You can assign a subscription to a user or a room. For Cisco WebEx
Telepresence bridge subscriptions, you can enter a descriptive name
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for the bridge. The information you enter here appears in the company
directory that appears on all devices (see Manage your company
directory).

i m Sign out

cisco L
Assign subscriptions lo users _

Assign each WebEx Telsprasence ame WebEx Telapresence
subscription to a user o room subscription

Subscription area code

For bridge subscriptions, you can S

enter 3 descriptive name for the
bridge. Lxsan
Each entry you create here appears Assin

in your company directory Assign Pramiut

Assign

Aboul WebEx Telepeesence | Privacy stalement | Cookis policy | Trademarks | Terms of Service: Copyright @ 2012 Cisco Systems Inc. All rights reserved

1. Click Assign.
2. Do one of the following:

= To assign a Premium subscription to a user: Select User. Enter
the user’s first name, last name, and email address.

ASSIgN USERTOOM

® User Raor

53211700 pres. dl-websx com Customize

= To assign a Premium subscription to a room: Select Room.
Enter the room name.

Set up your subscriptions



= To assign a Cisco Jabber Video subscription to a user: Enter
the user’s first name, last name, and email address.

= For WebEx Telepresence bridge subscriptions: Enter a
descriptive name for the bridge.

Name your WebEx Telepresence bridge x

bhelios12@maiinator com

Customize

The name you enter here appears in the company dire<iory for this bridge.

3. To edit or customize the displayed video address, do one of the
following:

= If an assigned video address [video number@webex.com] is
displayed for a user or room, and you want to create a custom
video address in the format [display.name@webex.com]: Click
Customize. Enter the custom video address you want. Click
Check availability to make sure this address is not already
being used. Click Add.

= |f a custom video address is displayed and you want to change
it: Click Edit. Enter the custom video address you want. Click
Check availability to make sure this address is not already
being used. Click Add.

4. Click Save.

0 You can assign as many subscriptions as you want. If you leave
some subscriptions unassigned, an alert appears. You can assign
the rest of them now, or click Not now and assign them at any time
(see Assign an unassigned subscription to a user, room, or bridge).
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Activate devices

The final setup screen displays activation information for each
subscription. For Cisco Jabber Video subscriptions, activation
information includes the account username and password. For other
WebEXx Telepresence subscriptions assigned to a user or room,
activation information includes the video number and activation code.

€ \ebEx Telepresence bridge subscriptions do not require activation.

You can choose to print the activation information, email the
information to individual users, or email the information to all users.

€ ~ctivation takes place on the device itself. See the device
documentation for specific activation instructions.

atfuai]ne
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Activale your devices - - \
Print activation info Cone
O Email ail
Jouneed 1o aciate each device on Name Video number Activation code Email user
the device itself. You will use the
wideo number and activation code (or - . i
Unassigned 1253211702 5087544944
ugemame and password, for Jabber >
Wideo subscriptions) shown here.
Glowfish 9253211700 6378394215
You can print this information for
reference. You will also receive it via
email JabberVideo subscriptions
Check or uncheck the boxes to email N U P Email
this information to individual users ame sermame asaword fmaluser
Unassigned 12
Tip
John Alan [m]
See the documentation for your
device for specific activation
instructions.
About WebEx Telepresence | Privacy statemert | Coolde policy | Trademarks | Terms of Service Copyright @ 2012 Cisco Systems Inc. All rights reserved,

1. Do any of the following:

= To print the activation information for reference: Click Print
activation info.

Set up your subscriptions



= To send activation info to all users: Check the Email all box.
= To send activation info to individual users: Check the box for
each user you want to email.

2. Click Done.

€ 't can take up to 2 minutes for the service to activate your
subscriptions and for the subscriptions to appear on the Account >
Subscriptions tab.

dfaln o
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Contacts

The Cisco WebEx Telepresence WebEx Telepresence portal lets you
manage two types of contacts:

= Contacts in your company directory appear on all devices, unless
you choose to hide a particular contact from view. See Manage your
company directory.

= Device contacts appear on individual devices. You can add a device
contact to more than one device. See Manage your device contacts.

Manage your company directory

Your WebEx Telepresence subscription purchase process includes
entering contacts that appear as your company directory. The
company directory appears on all devices included in the subscription.
Company directory contacts include your company’s Cisco WebEx
Telepresence bridge (if you purchased this type of subscription) and
individual subscriptions assigned to rooms or users.

il
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In the WebEx Telepresence portal only, the company directory also
displays any subscriptions you have not yet assigned. These
subscriptions do not appear in the directory on end user devices.

0 Click a user’s company directory entry to view detailed information,
including that user’s personal bridge.

Contacts
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Support

Manage device contacts

Company directory

Telepresence bridges
Tip

This company directory appears an
all your devices. Click an entry to
edit it or hide it from user view.
Click Add entry to create a new
directary contact

Bridge:  Unassigned Bridge:  CEQoffice
i b b

Bridge:  Jammer

Individuals

Bea Ca

About WehEx Telepresence | Privacy statement | Cookie policy | Trademarks | Terms of Service Caopyright @ 2012 Cisco Systems Inc. Al rights reserved.

Add a directory entry

Any entry you add here appears in the directory on all your company’s
devices, unless you choose to hide it. Add entries to the company
directory if you want all your users to have access to them—for
examples, customer or partner video addresses or the custom video
addresses for free Cisco Jabber Video for TelePresence users.

1. Signinto the portal if you are not already signed in (see Sign in to
the WebEx Telepresence portal).
2. Click Contacts > Manage company directory.

3. Click Add entry.

cisco Cisco WebEx Telepresence 14

4.

Addd contact x

Cancel

Enter the contact’s first and last name.

If you want to add a room, a personal bridge, or a WebEx
Telepresence bridge, enter Room, My bridge, or Bridge as the first
name, and then enter the actual room or bridge name as the last
name. Note that any directory entry you add appears on the
Manage company directory screen under Individuals, regardless of
the entry type.

Enter at least one video address for the contact. Note the
following:

You must enter at least one video address.

The available video address types are WebEx (for a WebEx
Telepresence video address that ends in @webex.com),
Jabber (for a Cisco Jabber Video for TelePresence video
address that ends in @jabber.com), and Other (for a video
address for other SIP or H.323 devices, or for a 10-digit phone
number).

Use the default video address types displayed, or click = to
select a different type. For example, to enter two WebEx
Telepresence video addresses for the contact, enter one in the

Contacts



WebEXx field that is displayed, and use ™ to select WebEx for a
second field.

= |f you select WebEXx, you can enter either the assigned video
address ([video number]@webex.com), or the custom video
address ([display name]@webex.com) if the user created one.

= |f you select Other for a SIP or H.323 device, enter the full
video address for the device, including the domain—for
example, address@company.com. Alternatively, enter a
10-digit phone number for outgoing audio calls.

0 If your WebEx Telepresence subscription includes the optional VolP
out feature, users can make audio-only calls to any landline or
mobile phone using the 10-digit phone number.

6. Click Save.

Edit WebEx Telepresence bridge information

If your company purchased a WebEx Telepresence bridge
subscription, you can edit the bridge name. You can also create a
custom video address for the bridge, or edit a custom video address
you already created—for example, to change it to something easier to
remember or to fix a spelling error.

1. Signinto the portal if you are not already signed in (see Sign in to
the WebEx Telepresence portal).

Click Contacts > Manage company directory.

Under Telepresence Bridges, click the entry.

Click Edit Subscription.

a k~ wN

Do any of the following:

il
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Edit subscription X

Telepresence hridge name
Jammer

Admin email address

bovag@rmail. cam

Video address
Jjammer bridge@webesx. com Edit

The name you enter here appears in the company directary for this bridae.

ceneel m

= To edit the bridge name, click the Telepresence bridge name
field and enter a new name.

= To edit the bridge video address: Click Edit to the right of the
existing video address. Enter the new video address. (Optional)
Click Check availability to confirm that the video address is not
already being used. Click Add.

ﬂ You can also edit the details of the subscription assigned to this
bridge by clicking the bridge name on the Account > Subscriptions
tab and then clicking Edit subscription (see Edit subscription
details).

6. Click Save, and then click Save again.

Edit room information

You can edit a room name if, for example, you move a device to a
different room. You can also create a custom video address for the
room, or edit a custom video address you already created—for
example, to change it to something easier to remember or to fix a
spelling error.
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1. Signinto the portal if you are not already signed in (see Sign in to 1. Signin to the portal if you are not already signed in (see Sign in to

the WebEx Telepresence portal). the WebEx Telepresence portal).
2. Click Contacts > Manage company directory. 2. Click Contacts > Manage company directory.
3. Under Rooms, click the entry. 3. Under Individuals, click the entry.
4. Click Edit Subscription. 4. To edit the user’s name or an existing video address: Click Edit
5. Do one or both of the following: Subscription.

5. To edit the user’'s name or email address: Click the First name,
Last name, and/or Email address fields and enter the new
information.

= To edit the room name: Click the Room name field and enter
the new name.

= To edit an existing custom video address: Click Edit to the right
of the existing video address. Enter the new video address. Edit subscription x
(Optional) Click Check availability to confirm that the video
address is not already being used. Click Add.

First Name
‘ Bea |

= To add a custom video address for an existing assigned video

Last Narme

address: Click Customize to the right of the existing assigned ca |
video address. Enter the custom video address. (Optional) Click Email adrmss
Check availability to confirm that the video address is not | sheos2s @maiinato o |
already being used. Click Add. video address
70365116 14@stg-wehex. com Customize
0 You can also edit the details of the subscription assigned to this Ej;i“;;‘j;;?fjeg;”jjjjgifm Fait

room by clicking the room on the Account > Subscriptions tab and
then clicking Edit subscription (see Edit subscription details).

Cancel

6. Click Save, and then click Save again.

6. To edit a video address, do one of the following:

Edit user information _ o _ _
= To edit an existing custom video address or personal bridge

You can edit a user’s information if, for example, a user changes his or video address: Click Edit to the right of the existing video
her name, you want to change the video address to something easier add_rleiﬁl-_ Enter thef'nevvhwdeho adéjressdéODtIQﬂaD C|I|C|< theck
to remember, or you want to reassign the subscription to a different availability to confirm that the video address Is not already
user being used. Click Add.

* To add a custom video address for an existing assigned video

You can also edit a user’s persona| bﬂdge video address. address: Click Customize to the rlght of the eXiStmg aSSigned
video address. Enter the custom video address. (Optional) Click

il
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Check availability to confirm that the video address is not Hide a directory entry from devices
already being used. Click Add.

You can hide any bridge, room, or user entry that exists in the default

7. Click Save. company directory so that it doesn’t appear in the directory on
company devices. Because you cannot delete default company
o You can also edit the details of the subscription assigned to this directory entries, hiding is a way to make them invisible to users. Note
user, including the personal bridge video address, by clicking the the following:
user’s name on the Account > Subscriptions tab and then clicking
Edit subscription (see Edit subscription details). -

Hiding an entry does not delete it from the company directory on the

WebEx Telepresence portal. Is it still visible there.

8. To add a new video address: Click = and select the video , N . .
address type if it is not already displayed. Enter the new video * You cannot hide an entry on specific devices. An entry either
address. For example, if a user has both a WebEx Telepresence appears on all user devices or is hidden from all user devices.
device and a Jabber Video subscription, you can add the second

_ = |f you add an entry to the company directory, you cannot hide it.
video address to the contact entry.

Instead, you delete it the same way you delete a device contact (see
Delete a device contact).

Edit contact X

e 1. Signin to the portal if you are not already signed in (see Sign in to
the WebEx Telepresence portal).

Video address
7036511614@webex.com

Click Contacts > Manage company directory.

Persanal bridge video address
beaca.mybridge@webex. com

Click the entry.

Emmail address
bhelins25@mailinator.com

Check the Don’t show contact in end user directory box.

Click Save.

Edit Subscription

o s~ LN

Alternate video address

Other -

D Don't show contact in end user directory.

cancel “

9. Click Save.

il
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Manage your device contacts

alnaln
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Manage company directory

Device contacts Select davice S

Tip
Contacts you add here appear on
the selected device only.

Add a device contact

1. Signinto the portal if you are not already signed in (see Sign in to
the WebEx Telepresence portal).

2. Click Contacts > Manage device contacts.

3. Click Select device, and then click the device to which you want
to add the contact.

0 You cannot add device contacts to bridges or to Cisco Jabber
Video subscriptions.

4. Click Add contact.

ifnaln
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5.

Addd contact x

Cancel

Enter the contact’s first and last name.

ﬂ If you want to add a room, a personal bridge, or a WebEx
Telepresence bridge, enter Room, My bridge, or Bridge as the first
name, and then enter the actual room or bridge name as the last
name. Note that all device contacts appear in a single group on the
Manage device contacts screen, regardless of the entry type.

Enter at least one video address for the contact. Note the
following:

= You must enter at least one video address.

= The available video address types are WebEx (for a WebEx
Telepresence video address that ends in @webex.com),
Jabber (for a Cisco Jabber Video for TelePresence video
address that ends in @jabber.com), and Other (for a video
address for other SIP or H.323 devices, or for a 10-digit phone
number).

= Use the default video address types displayed, or click = to
select a different type. For example, to enter two WebEx
Telepresence custom video addresses for the contact, enter
one in the WebEx field that is displayed, and use = to select
WebEXx for a second field.

Contacts



= |f you select WebEXx, you can enter either the assigned video
address ([video number]@webex.com), or the custom video
address ([display name]@webex.com) if the user created one.

= |f you select Other for a SIP or H.323 device, enter the full
video address for the device, including the domain—for
example, address@company.com. Alternatively, enter a
10-digit phone number for outgoing audio calls.

0 If your WebEx Telepresence subscription includes the optional VolP
out feature, users can make audio-only calls to any VolIP landline or
mobile phone using the 10-digit phone number.

7. Click Save.

Edit a device contact

If a device contact’s name or video address changes, you can edit the
directory entry with the new information. If the contact appears on
more than one device, the edits you make appear in the contact entry
for the selected device only.

1. Signinto the portal if you are not already signed in (see Sign in to
the WebEx Telepresence portal).
2. Click Contacts > Manage device contacts.

3. Click Select device, and then click the device containing the
contact.
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Click the contact.

Edit contact x

‘ Adrian ‘

‘ Proca ‘

Webesx adrian@prea. di-webex. com
Video number: 4152001763 Edit

Jabber = ‘ adrian ‘@Jabber com

Other = ‘ . ‘

7 Dial the video number to call this contact from any phone

D Don't show contact in end user directory

Cancel

To edit the contact’s name: Click the First name and Last name
fields and enter the new name.

To edit the video address, do one of the following:

= To edit an existing video address: Click Edit to the right of the
existing video address. Enter the new video address. (Optional)
Click Check availability to confirm that the video address is not
already being used. Click Add.

= To add a custom video address for an existing assigned video
address: Click Customize to the right of the existing assigned
video address. Enter the custom video address. (Optional) Click
Check availability to confirm that the video address is not
already being used. Click Add.

= To add a new video address: Click = and select the video
address type if it is not already displayed. Enter the new video
address.

Click Save.

Contacts



Delete a device contact

If you delete a contact from a device, you remove it from that device’s
contact list only. If the contact appears on other devices, it remains
visible on those devices.

—_

Sign in to the portal if you are not already signed in (see Sign in to
the WebEx Telepresence portal).

N

Click Contacts > Manage device contacts.

0 If you are deleting a contact you added to the company directory,
select Manage company directory instead.

3. Click Select device, and then click the device containing the
contact.

4. Click the contact.
5. Click| = |

6. Click Delete to confirm the deletion.

il
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Call history

View your call history

0 Your call history does not includes entries for Cisco Jabber Video
video calls.

1. Signin to the portal if you are not already signed in (see Sign in to
the WebEx Telepresence portal).

2. Click Call history.

ifnaln
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(Optional) To filter the display, do either or both of the following:

= To view the call history for a particular device: Click Select

device and click the device.

To view only incoming, outgoing, or missed video calls: Click

View all and click the video call type.

Call history



Account

Manage your profile information
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Subscriptions

Tip Company EBeatrice Test View
Please contact your sales partner
10 change any information you Password RS Changs
cannot edit on this screen
Administrative contact  Bea Casava Edit
Billing contact Eiea Casava Edit
Support passcode 1234 Edit
Marketing [0 1would like to receive ermails about Cisco WebEx Telepresence and

other offerings from Cisco and its family of campanies

[0 1would like to receive erails frorm Cisco-approved business partners
about their products and offerings.

About WehEx Telepresence | Privacy statement | Cookis policy | Trademsrks | Terms of Service Copyright @2012 Cisea Systems Inc. Al vights reserve

View your company information

Company information includes the company name and street address.

ifnaln
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1. Signin to the portal if you are not already signed in (see Sign in to
the WebEx Telepresence portal).

2. Click Account > Profile.

3. Click View to the right of the Company entry.

Subseriplions Usage

Tip Company arie riam
B4 Active MaliCustemenDy
Pleasa contact your sales parmer
ta change any information you oty 8
cannol edil on this sereen 771 alder di

san jose, CA 35134

United States

4. Click X to close the expanded company view.

Change your account password

Your account password is the password you use to sign in to the
WebEx Telepresence portal.

Account



1. Signinto the portal if you are not already signed in (see Sign in to
the WebEx Telepresence portal).

2. Click Account > Profile.

3. Click Change to the right of the Password entry.

E " Bletwien 8 and 2 charst ters
* Must contan at least | number and 1 letter
Confiem your new passward + Cass-sans tivm
= Can contain the fllowing spocial charatisns
@R% ()= {}P=" o]

4. Enter your current account password.
5. Enter your new account password, and enter it again to confirm.

6. Click Submit.

View/edit your administrative contact information

1. Signinto the portal if you are not already signed in (see Sign in to
the WebEx Telepresence portal).

2. Click Account > Profile.
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3. Click Edit to the right of the Administrative contact entry.

“ ot e

Tip Company Bleatrice Test View
Plaaga contact your $3es panner
1o change any information you
cannot edit on this screen.

4. Click any of the following fields and enter new information as
needed for the administrative contact: first name, last name, and/
or phone number.

€ 7o assign the role of administrative contact to someone else in your
company, change the administrative contact email address (see
Change your administrative contact).

5. Click Save.

Change your administrative contact

1. Signin to the portal if you are not already signed in (see Sign in to
the WebEx Telepresence portal).

2. Click Account > Profile.
3. Click Edit to the right of the Administrative contact entry.

4. Enter the email address of the person you want to assign as the
administrative contact.

Account



5.  On the alert screen that appears, click Yes.

6. Click the remaining fields and enter new information as needed
for the administrative contact first name, last name, and/or phone
number.

7. Click Save.

o When you change the administrative contact, the existing contact is
logged out of the WebEx Telepresence portal and cannot log in
again. The new administrative contact receives an email message
notifying him or her about his or her new role.

View/edit your billing contact information

1. Signinto the portal if you are not already signed in (see Sign in to
the WebEx Telepresence portal).

2. Click Account > Profile.

3. Click Edit to the right of the Billing contact entry.

Administrative contact  Bea Casava Edit

Billing contact

4. Click any of the following fields and enter new information as
needed for the billing contact: first name, last name, and/or
phone number.

ifnaln
cisco Cisco WebEx Telepresence

24

5.

ﬂ To assign the role of billing contact to someone else in your

company, change the billing contact email address (see Change
your billing contact).

Click Save.

Change your billing contact

1.

Sign in to the portal if you are not already signed in (see Sign in to
the WebEx Telepresence portal).

Click Account > Profile.
Click Edit to the right of the Billing contact entry.

Enter the email address of the person you want to assign as the
billing contact.

On the alert screen that appears, click Yes.

Click the remaining fields and enter new information as needed
for the billing contact first name, last name, and/or phone
number.

Click Save.

0 When you change the billing contact, the existing contact is logged

out of the WebEx Telepresence portal and cannot log in again.The
new billing contact receives an email message notifying him or her
about his or her new role.

Manage marketing messages

You can choose to receive news and offers from Cisco and/or from
Cisco-approved business partners. You can also choose not to receive
any of this info.

Account



1. Signinto the portal if you are not already signed in (see Sign in to
the WebEx Telepresence portal).

2. Click Account > Profile.

3. In Marketing, check or uncheck the boxes to select which types
of marketing messages you want to receive.

Pay your account bills

Only the billing contact can pay account bills.

0 To see your company’s billing contact, go to Account > Profile. To
change your billing contact, see Change your billing contact.

1. Signinto the portal if you are not already signed in (see Sign in to
the WebEx Telepresence portal).

2. Click Account > Profile.

3. Click Pay bills and follow the onscreen instructions. This button
appears for the billing contact only.

o The Pay bills button is active only if you have at least one activated
subscription.

Manage your subscription information

You can view subscription details, assign subscriptions, assign custom
video addresses to users who don’t have one, and change the user or
device to which a subscription is assigned.
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View all your subscriptions

1. Signin to the portal if you are not already signed in (see Sign in to
the WebEx Telepresence portal).

2. Click Account > Subscriptions.

eoo0:

Aot reblic Teksgresence | Privacy stabement | Cockis pokcy | Trademarks | Terms of Senice Coprright 92012 Cisco Systens e, Alighis reservad.

3. (Optional) Click any column header that displays ™ or & to
sort the display by that column in ascending or descending order.
Click the header again to sort the display in the reverse order.

View detailed information about a subscription

You can view details about a subscription including name and video
address, subscription type, activation information, and status.

For bridges, subscription information includes the audio-only dial-in
conference number. If a subscription includes the VolP Out feature,
that information is displayed also.

1. Signin to the portal if you are not already signed in (see Sign in to
the WebEx Telepresence portal).

2. Click Account > Subscriptions.

3. Click a subscription name.

Account



0 In the Status column, a green icon indicates an active subscription,
and a gray icon indicates an inactive subscription. Click an inactive
subscription name to view the activation information.

Abend WekEx Telepenannce | Privacy strement | Cookie policy | Trndemarks | Terms of Service

Jabber Video Pending sctivation

Vol O Vet

Mot activated

Ussemamee. 7038511814 Send to use o
Passwerd: UlEIRSMISS

0K

Copyright © 312 Cisco Systernes e Allrights reserved

Assign an unassigned subscription to a user, room, or
bridge

1.

Sign in to the portal if you are not already signed in (see Sign in to

the WebEx Telepresence portal).

2. Click Account > Subscriptions.
3. Click Assign in the left column for any unassigned subscription.
4. Follow the steps in Assign subscriptions to users, rooms, or

bridges to assign the subscription.

Edit subscription details

modify a subscription’s video address; or switch a subscription
assignment between a user and a room.

1. Signin to the portal if you are not already signed in (see Sign in to
the WebEx Telepresence portal).
2. Click Account > Subscriptions.
3.  Click the subscription name.
4. Click Edit subscription.
0 You can also access the edit subscription details screen by clicking
the name of the user, room, or bridge assigned to the subscription

in your company directory and then clicking Edit subscription (see
Manage your company directory).

5. Do any of the following:

Eat subscnptian x

Cancel |
L |

= To switch the subscription between a user and a room: Select
User or Room and enter the correct information.

= To change the name that appears in the company directory:
Click in a name field and enter the new name.

You can change the name of the user, room, or bridge associated with
a subscription so that it appears differently in your company directory;

il
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0 You can change the name of an existing user if that person changes
his or her name. You can also enter a different user’'s name to
transfer the subscription to that user. In either case, the name you
enter here now appears in the company directory for this
subscription.

= To edit an existing custom video address: Click Edit to the right
of the existing video address. Enter the new video address.
(Optional) Click Check availability to confirm that the video
address is not already being used. Click Add.

» To add a custom video address for an existing assigned video
address: Click Customize to the right of the existing assigned
video address. Enter the custom video address. (Optional) Click
Check availability to confirm that the video address is not
already being used. Click Add.

6. Click Save.

Transfer a subscription to a different device: Premium
subscription

1. Signinto the portal if you are not already signed in (see Sign in to
the WebEx Telepresence portal).

Click Account > Subscriptions.
Click the subscription name.
Click Transfer subscription to a new device.

Click Transfer on the alert screen.

R T

Do one of the following:

= To activate the user’s device yourself: Note the device
activation information from the subscription details screen. On
the user’s device, enter the activation information. See the
device documentation for specific activation instructions.
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= To have the user complete activation him- or herself: Click
Send to user to generate an email message containing the
subscription activation information. Send the email to the user
associated with the new device.

Transfer a subscription to a different device: Jabber
Video subscription

1. Signin to the portal if you are not already signed in (see Sign in to
the WebEx Telepresence portal).

2. Click Account > Subscriptions.
3. Click the subscription name.

4. Click Transfer subscription to a new device.

Account
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Jabber Video []

Jabber Video Teurlion s
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5. Click Transfer on the alert screen.

6. Do one of the following:

= To activate Jabber Video on the user’s computer yourself: On
the user’s computer, uninstall any installed versions of Jabber
Video. Log in to the WebEx Telepresence portal and open the
subscription details screen. Click Download client application
link to download the Jabber Video application. Enter the

activation information shown on the subscription details screen.

= To have the user complete activation him- or herself: Click
Send to user to generate an email message containing the
Jabber Video download link and the subscription activation
information. Send the email to the user associated with the new
device. The user must uninstall any installed versions of Jabber
Video before downloading the new version of the app.

Assign a custom video address to a user who does not
have one

1. Signinto the portal if you are not already signed in (see Sign in to
the WebEx Telepresence portal).

ifnaln
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Click Account > Subscriptions.

Click Customize in the Video address column for any user who
does not have a custom video address, and do the following:

= Enter the custom video address.

= Click Check availability to see if the video address is already
being used.

= Click Add.

Manage your usage information

You can check usage details and download your usage history as a
Microsoft Excel spreadsheet.

1.

2.

Sign in to the portal if you are not already signed in (see Sign in to
the WebEx Telepresence portal).

Click Account > Usage.

Account
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3. (Optional) To change the time period displayed, do the following:

= Click the currently displayed month and year in the upper-left
corner.

= Click the year you want.

= Click either Total [year] or the month you want.

0 The personal bridge and VolP out totals shown here are a subset of
the total usage for the subscription. So if a user shows 10 total
video calls and 2 personal bridge video calls, that means 2 of the
10 are personal bridge video calls, and 8 are not.

4. (Optional) To download your usage history as a spreadsheet, click
Download history, and then click Open or Save.

alnaln
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Support

The WebEx Telepresence portal support page offers links to additional Wl

cisco  Cisco WebEx Telepresence

resources and tools for the Cisco WebEx Telepresence service and
other Cisco offerings. It also contains support contact information.

Help and resowrces Tools
1. Signin to the portal if you are not already signed in (see Sign in to PR ——
FRead knowledgebace aicles and Tt Lira Gausality Tarsd ol visrifiess Thanl yousr Infisrrid connaction ean
the WebEx Telepresence portal). e 00T 8 WabaK TalGB S4TES Samice. T 1o checks fr ary
:ﬁ?:’;:’l:lﬁ?lm:illlllﬁl::\-’. banewsdth, or firewall Issues, and gives steps on

2. Click Support.

Make a test call

3. Review the support offerings and click any links or buttons to e e e O LT
learn more.
Ewtend your viden calling circle Contact us
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