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WebEx Basics

Scheduling a Meeting with the App and Outlook

Download the WebEx Meetings Desktop App

1. Go to libertyu.webex.com and sign in with your Liberty credentials

2. Select Downloads from the left menu

Justin -

4 Downloads I

3. Look for the section Cisco Webex Meetings Desktop App and click Download

0ol Insights

@) Support Cisco Webex Meetings Desktop App

J, Downloads The Webex Meetings desktop app allows you to start and join meetings

- quickly and easily. You can start and join meetings from desktop app or

() Feedback click a button to schedule a meeting from your calendar application.
Starting with version 39.10, the Webex Meetings desktop app no longer

includes integrations with Microsoft Outlook, Microsoft Office, IBM Lotus
Notes, or other applications. When you install the latest version of the
Webex Meetings desktop app, any previous versions of those integrations
will be uninstalled. To install those integrations, download Cisco Webex
Productivity Tools.

Webex Training Download

Webex Events

Webex Support
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4. Run the downloaded file and follow the on-screen instructions

ﬁ Cisco Webex Productivity Tools - InstallShield Wizard X

Ll —
—

Welcome to the InstallShield Wizard for
Cisco Webex Productivity Tools

The InstallShield(R) Wizard will install Cisco Webex Productivity
Tools on your computer. To continue, click Next.

WARNING: This program is protected by copyright law and
international treaties.

5. Once the installation is finished, open the Cisco Webex Meetings application

6. To schedule a meeting, select the Schedule button

1
® (Cisco Webex Meetings Update & — X

Justin Bonheim
https://libertyu.webex.com/meet/,

Start a Meeting Schedule

Join a Meeting ©

Enter meeting infg,

ave no meetings.

stions? Come to ADS IS Off.. 5]
10:00 AM

Wednesday, May 13, 2020

830AM  Team Meeting 5

930 AM

5 Connect to a device
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7. An Outlook meeting window should pop up. Be sure to click Add Webex Meeting in the top left corner

= - Untitled - Appointment
File Appointment  Scheduling Assistant  Insert  Format Text = Review  Help Q Tell me what you want to do
O 5
m Calendar Q * @ Q’_ E Show As: DBusy ~ O %H E' HIEE @
L | i
Delete = Forward ~ Add Webex Teams Meeting Invite Q Reminder: 15 minutes Recurrence | Categorize ° WOElECiancs Dictate
Meeting ¥ Meeting Notes Attendees ’ w \l, Low Importance w
Actions Webex Teams Meeting | Meeting Notes | Attendees Options Tags Voice
e
Save &
Close Start time Mon 5/11/2020 1:30 Pl ] @ Time zones
End time Maon 5/11/2020 E 2:00 PM -
Location

8. Fill out the necessary information and then click Invite Attendees at the top

= - Untitled - Appointment
File Appointment  Scheduling Assistant  Insert  Format Text  Review  Help Q Tell me what you want to do
O .
m Calendar Q * @ Q’_ E Show As: DBusy ~ O %H E' Private lL:]__J
Delete = Forward ~ Add Webex Teams Meeting Invite El Reminder: 15 minutes Recurrence | Categorize ° pliotlppeli Dictate
Meeting v Meeting Notes Attendees ) v \l, Low Importance v
Actions Webex Teams Meeting | Meeting Notedll  Attendees Tags Voice
Save &
Close Start time Mon 5/11/2020 =] 1:30PM | [anday []@ Timezones
End time Mon 5/11/2020 [] 200pMm ¥| 4> Make Recurring
Location
9. From here you can add attendees
Actions Webex Show Teams Meeting Meeting Notes Attendees

Thu 4/2/2020

Thu 4/2/2020

10:00 AM

10:20 AM

10. Click Send when you are ready to schedule the meeting
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Download WebEx Meetings for Outlook

1. Go to liberty.webex.com and sign in with your Liberty credentials

2. Select Downloads from the left menu

A= Downloads I

Justin

3. Look for the section called Cisco Webex Productivity Tools and click Download

Cisco Webex Productivity Tools

oy s b schadule, star, and joir
t Duticok. The Windows version also

ke

o +
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4. Run the downloaded file and follow the on-screen instructions

ﬁ Cisco Webex Productivity Tools - InstallShield Wizard X
Cisco Webex Productivity Tools

The InstallShield(R) Wizard will install Cisco Webex Productivity

—
Tools on your computer. To continue, click Mext.
»

L] A
” Welcome to the InstallShield Wizard for

\

b Ty
&

\¢"

WARNING: This program is protected by copyright law and
international treaties.

cisco

5. After installation, restart Outlook to finish the process

6. You should now see two new icons on the Home tab in Outlook, the Meet Now and the Schedule
Meeting buttons
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Scheduling a Meeting

1. Click the Schedule Meeting option under the Webex section in Outlook

Schedule
Meeting -

ahe

2. If you are on a Mac, the option will appear under the button in the top right

3. Select Schedule Webex Meeting from the drop-down

o] N

Meet Schedule
Now : =

4. You may need to sign into your Liberty account to connect with Cisco Webex
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5. Fill out the meeting details like you would with Outlook to schedule a meeting

Insert Format Text Review : Tell me what you want to do...

O {:} " = * @ _>\ t':: ‘:'}:’ (_.' 2= show

Meeting

x :lalﬁndar

Delete 3 Forward Cancel Webex Change Appointment Scheduling Teams Meeting Cancgl Address Check Response Remin
Meeting  Settings Assistant Meeting Notes Invitation Book Mames Options -
Actions Webex Show Teams Meeting Meeting Motes Attendees

@ You haven't sent this meeting invitation yet.

Thu 4/2/2020 1 | 10:00 AM

Thu 4/2/2020 1 | 10:30 AM

- Do not delete or change any of the following text. —
A Webex meeting has been added. Meeting details will replace this section after you save or send this invitation.

6. You can also give a message in the details below (optional)

7. Do not delete the bottom text in the meeting invite! This is where Webex Meetings will place the meeting link

and other details for those invited to the meeting

0 You haven't sent this meeting invitation yet.

Send

art time Thu 4/2/2020 | 10:00 AM - All day event

Thu 4/2/2020 i 10:30 AM -

-- Do not delete or change any of the following text. --

A Webex meeting has been added. Meeting details will replace this section after you save or send this invitation.
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8. To change basic Webex settings or use a template you’ve created on the Webex website, click the Change

Settings option at the top

Change
Settings

9. A window will pop up that will allow you to change any of the Webex Settings here. You can also change these

settings online

Q Webex Settings
Meeting Information
Meeting template: \iC: Webex Meetings Default

Meeting type: webex Meetings Pro Meeting

Meeting password:

5

Don't include meeting password in email invitation ®

Audio & Tracking Registration Resources

Audio connection type: Webex Audio

Display global call-in numbers to attendees

Entry and exit tone: Beep

» Required fields

Don't show me these settings again
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10. Once you schedule a meeting, it will appear in your Outlook Calendar

B

Test Meeting: (Enterprise Architecture)

11. Open the Calendar event to check meeting details

W NG responses have been recenved Tor This meetng

Justin
send
Update | Subject Test Meeting
Thu 4/2/2020 m | [0 am - Al
Thu 4/2/2020 mm| 1100 am -

When it's time, join your Webex meeting here.

Meeting number (access code):
Meeting password

Join by phone

Tap to call in from a mobile device (atlendees only
Jnited States Toll

Global call-in numbers

Join from a video system or application

Dia
You can also dial and enter your meeting number.

Join using Microseft Lync or Microsoft Skype for Business

Dial

If you are a host, go here to view host information
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12. Click on the Webex Meeting link to open the meeting in the Webex application

When it's time, join your Webex meeting here.

Meeting number (access code):
Meeting password

Join by phone

Tap to call in from a mobile device
Jnited Stat

Global call-in numbers

Join from a video system or app
Dia
You can also dial

Join using Microsoft Lync or Microsoft Sky
Dial

If you are a host, go here to view host inform

13. If you would like to change the meeting details online, got to libertyu.webex.com

14. Go to My Meetings under the Meetings tab

"

“e '

Justin & oe Pers
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15. Click the meeting title to view and edit the meeting details

Meetings

My Meetings 04/01/2020 - 04/07/2020 Shgge past meetings

Contact Information

Technology Education Center IT Campus Support
» Phone: 434-592-4600 » Green Hall 1539

« Email: tec@liberty.edu « Demoss Hall 2414
« Website: liberty.edu/tec « LUCOM 3122

« River Ridge 20Q
IT Remote Support
« Phone: 434-592-7800
- Chat: liberty.edu/hdchat

« Website: liberty.edu/ithelpdesk
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