WORKSHOP ON

@ webex

The Virtual Classroom




Eddy
1- Create a WebEx account from University of Balamand

2- Login to WebEx Home Page

3- WebEx Meeting Starta Meeting Schedule a Meeting
Meeting Window Record a Meeting
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@ webex

4-WebEx Training  Starta Training Schedule a Training
Training Window Graded Test 5-

WebEx Teams

1- Create a WebEx account from University of Balamand

Call Mr. Robert Chreiky ‘

Ext : 1598 email:
Robert.chreiky@balamand.edu.lb




Cisco Webex Logo

Get started with
Cisco Webex.

Start using Webex today to have conferences with
anyone, anywhere, anytime. Communicate, create, and
collaborate more effectively. Get more done in less time.

_

After you activate your account, you can find your
meeting room here:
https://balamanduni.webex.com

Keep the discussion going after the meeting with
Webex Teams.

The Webex team
Need help? Contact us.



You will receive an email from Cisco

(webex comm@webex.com)

to

activate your credentials

Password Requirements

Q

Create a new password

Must contain
At least 8 characters

At most 256 characters
At least 1 lowercase alphabetic
character (a, b, c...)

At least 1 uppercase alphabetic
character (A, B, C..)

Save & Sign In At least 1 number (1, 2, 3...)
At least 1 special character

(~'@#$%"8X()-_=+{I{}::..<>/?)

Press on activate

Confirm new password

A new window will
appear

Must not contain
Your name, or email address

Enter your passwor




@ webex

2- Login to your account

o Cranw 'Webios Mocina X =+ = 3 x
&« C B Beamandurimeiines om wel App s esfabnmmndn s b Fuomm <4 e 1
it hpee @ aecorger e New lan 0 Fumepsiay Chineea O, Q sam franens Ma. O {hereen [ngieh D e Chnses Brvgnimw. acmpae Mo Solzer Sovaere ard plares

cisco Wahex

Enter your email address

= English  Classic View Q Shanin
( Email address _

Join a Meeting o

Entar meating Information

Hello eddy.nini@balamand.edu.lb,

Cisco Webex Meetings Desktop App

( Password
The Wetex Mestings Gesklog spg sloves you 1o start sod join \
mectngs quickly and cazly. You can schedue, star, and on
meetings fram your desktop or drectly from Microaoft Outieok.
Forgot password?
Downioad
D]




Go to https://balamanduni.webex.com



https://balamanduni.webex.com/

@ webex

Meetin

vifran)e
cisco Webex

- A Home {3 Search for meetings and recordings @ English = Classic View  Eddy v
=] Meetings
© Recordings Eddy Nini's Personal Room ©
Pref E N https://balamanduni.webex.com/meet/eddy.nini
@ EHEIENCes Get ready for your upcoming meeting
2 3 More ways to join by Installing the Cisco Webex
0ol Insights Meetings app now.
D oot scnn
' Downloads
() Feedback

Upcoming Meetings

Webex Training
Webex Events

Webex Support

You don't have any upcoming meeatings

Product Suite

Support Teams




3-WebEx Meeting
Go to https://balamanduni.webex.com



https://balamanduni.webex.com/

@ -ex
Meeting

Download WebEx Applications

If you want to use desktop application, Go to your home page and press on downloads
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&« - C @ balamanduni.webex.com/webappng/sites/balamanduni/dashboard/download % " Q e :

i), EoF

cisco Webex
() Home Q Search for meetings and recordings (0) English =~ Classic View  Eddy v
& Mestings Download the Cisco Webex Meetings App
(© Recordings Version information © Cisco Webex Metings
Gt Preferences ° Eddy Nini

https://balamanduni.webex.com/meet/eddy.nini [
Cisco Webex Meetings Desktop App

ool Insights

Start a Meeting Schedule

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

Q |

Support quickly and easily. You can start and join meetings from desktop app or
click a button to schedule a meeting from your calendar application. Join a Meeting 0]
Dawnicacs Starting with version 39.10, the Webex Meetings desktop app no longer Enter meeting information
includes integrations with Microsoft Outlook, Microsoft Office, IBM Lotus
D Feedback Notes, or other applications. When you install the latest version of the
Webex Meetings desktop app, any previous versions of those Upcoming Meetings
integrations will be uninstalled. To install those integrations, download ©  Signin your Outlook to view all your meetings x
Cisco Webex Productivity Tools.
Thursday, March 12, 2020 c
1 d OW n I Oa d You have no meetings.
Friday, March 13, 2020
Cisco Webex Productivity Tools
Webex Productivity Tools allow you to schedule, start, and join Webex meetings directly in :?z :x :Zzbf: : @
E fy Nini
Webex Training Microsoft Outlook. The Windows version also supports integrations with other applications,
- c such as Microsoft Office (Word, Excel, and PowerPoint), Microsoft Skype for Business, 11:00AM  WebEX @
cbexiEvcnts Microsoft Lync, Internet Explorer, and IBM Lotus Notes. AL ENK ) Frdehy i
Webex Support 100PM  WebEx @
Download 2 d OW n I 0 a d 200PM  Eddy Nini
- 5] Connect to a device

11



Qwe m Meeting
@ webex

MMeeting



Start a Meeting - Personal Room

(unformal,not preferrable)

1- From your cisco home page

&

C & balamanduniwebex.com/webappng/s

aloan
cisco \Webex

A Home

] Meetings
(©) Recordings
{0 Preferences
0ol Insights
(?) Support
' Downloads

() Feedback

ites/balamanduni/dashboard?siteurl=balamanduni&from_login=true

N\

Q. Search for meetings and recordings 0

Eddy Nini's Personal Room ©

ol https://balamanduni.webex.com/meet/eddy.nini

() More ways to join

Start a Meeting v

Use desktop app

Schedule

Use web app

Upcoming Meetings

English

* Q®0 8

Classic View

Eddy v/

2- From desktop App

13



@ webex

Meeting

[ er \/ 2 1=\l
Gisco'\enex

MEgtings




we

™

Meeting
Start a Meeting - Personal Room

(unformal,not preferrable)

Q

) -

File Edit Share View Audio Participant Meeting Help

EN

Eddy Nini's Personal Room
Host:  Eddy Nini

Waiting for ot

(> Connected o

E 0ol

Notes Polling

® Lock meeting

& Invite and remind _ InVlte from here

@D Copy meeting link
%, Audio connection
e Speaker, microphone, and camera

5] Connect to a device

L Jrme—

Student will receive your
personal room number
which is not preferable to
do it for privacy reasons.

15



Schedule a Meeting

A- From Cisco WebEx Desktop App

B- From Microsoft Outlook Schedule

C- From Cisco WebEx Home Page (Goto pagel5)

Schedule a Meeting

A- From Cisco WebEx Desktop App

16



# Cisco Webex Meetings

Eddy Nini
https://balamanduni.webex.com/meet/eddy.nini [

Start a Meeting Schedule

Schedule meeting

Join a Meeting ©

Enter meeting information

Upcoming Meetings

Monday, December 09, 2019

You have no meetings.

5. Connect to a device

bex Meeting

¥ ole Inser . ' .
— ﬁ‘llll“m"ﬂ =™ e |
: ; s O Q l 5= m/, > 22 W ouwy
[y Sc<hedvbng Assmtamt - Lo
Detete o . Coancel Webes Change Skype Meeting Cancel S rrisnsdes
i Mewtng Settangs Meeting MNaotes vt steon &
Actigens Weben “how Shype Marting Mesting Notey Alendes Optiom
- @ You heven't sent this rnesting invitation yet
e cod e Snimal. cam

courie a2 YO0
e mecting
Mon 1292019 ™ 1w2ocomm

£ tame Mon V22019 51 2om

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

2- It will open Microsoft outlook and open
new scheduled email,. Enter subject and
emails of your students. Oress on Send

1 - press on Scheule

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

Meeting number: 951 685 386
Meeting password: NtzEZtwG

Connect to audio

Connect to audio using the computer.

Join from a video system or application
Dial 351685386@balamanduni.webex.com
You can also dial 62.109.219.4 and enter your meeting number.

Join using Microsoft Lync or Microsoft Skype for Business

Dial 951685386.balamanduni@lync.webex.com

If you are a host, go here to view host information.

3- email sent and received by
students. They will just follow
the email instructions

17



‘WEI)EX"‘ Meeting

Schedule a Meeting

Inbox - Eddy.nini@balamand.edu.lb - Outlook

Send / Receive Folder View V' Tell me what you want to do...

[T @ . rfl[ylgnore x ;\ (/_ ; - : P Com trol.ler Q-;To Manager @ 3y @ _ [ g 2 =
EI il % CleanUp~ [_(-] L(l t-)] e = TeampEmail v Done : =1 u I“. = Address Book -
Er:n?{, ltle\lr:z::lv l\l\jlzs ;c:;:’nl;k. «'@Junk' Delete = Reply ReA;?lIy Forward & More » Q‘_ Reply & Delet ¥ Create New = M?ve Ruvles OneNote U?{r:::/ Categionze FEI:Jo:N Y Fiter Ermail - Store
New WQ Schedule Webex Meeting — Quick Steps & Mane L i fhein:

4 Favorites (Q Schedule Personal Room Meeting (.. P | currentMailbox v

Inbox 449 Preferences ByDate *  Newest ¢ [4]

Unread Mail 162 About...

Sent Items More 4

Deleted ltems 1912 I

1- If productivity tool is installed , you will find under Schedule Meeting submenu Schedule
Webex Meeting. Press on it fill the fields and send it

18



OWEI)EX” Meeting

Schedule a Meeting

19



Qwebexm Meeting

B- From Outlook

Format Taxt

X Q i CEEN & | RY (@ o Y S

IS Scheduling Assistant o & Time Zones !
Delete = . Cancel Webex Change Skype Meeting Cancel 1% T ° . Categorize Office
X i & - Asaskisni Roam Finder 3
Meeting Settings Meeting Notes Invitation &) as v Add-ins
Actions Webex Show Skype Meeting Meeting Notes Attenderes Optians - Tags Add.ans ~
2 f_ II h f' Id o You haven't sent this meeting invitation yet. Room Finder - X
ill the fields 5
" 4 December, 2019 P
' Subject course ¢s101 Su Mo Tu We Th Fr Sa
Send :
Location e-meeting - Rooms... 1 2 3 4 - ¢ 3
8[ I‘O 112 12 14
Start time Mon 12/9/2019 r-‘ 12:00 PM - All day event 1% |’(; 7 1 18 20 21
End time Mon 12/9/2019 [0 230em - :: .;; .;: 25 26 27 28
|Good || ran [l Poor
Choose an avallable room
« Do not delete or change any of the following text. - MNone
A Webex meeting has been added. Meeting detalls will replace this section after you save or send this invitation.
SUggested times
12:00 PM - 12130 P.., <.
1 unknown: eddy...
12:30 PM - 1:00 P
T unknowrn: eddy...
1200 PM - 1:30 PM
1 unknown: eddy...
1:30 PM - 2:00 PM
1 unknown: eddy...
in Shared Folider M1 Calendar 2200 PM - 2:30 PM e -

20



Qwebexw Meeting

Schedule a Meeting

B- From Outlook

HWM f(‘\ - z O Recummce
. . | / Wy '
3- Email Received from you so the Xt Q & E) Sy A ﬂ’ Xy Miniee |
o . Debet e Concel Webex (hmp Sype Moty Comcel | Wiy ¢ e (
attendees can join the meeting i s, i it ’
Adbigm Wiber Show Shype Maciag Morting Noter — Altendeel Oghoni '
0 You haven't Sent the meeting inctataon yit.
I ongheelon
et tourie 010!
" (babon ameeting R T

| ':wm ' AL Gby ot

L

I e o 1AM

(0 e | Mon AN

+ D0 nok deleto of change any of the following test,
A Webex mioeting has boen addod, Meoting detas will replace this soction after you save of send this Invitation,

21



Qwebex Meeting

Schedule a Meeting

C- From Cisco WebEx Home Page

& C # balamanduni.webex.com/webappng/sites/balamanduni/meeting/scheduler
pna. g
]
cisco Webex
XU Home Q. Search for meetings and recordings ®©
- 3} =
Eddy Nini's Personal Room T
I M Meetings
J\J https://balamanduni.webex.com/meet/eddy.nini o
© More ways to join {1 heconings Schedule a Meeting Meeting templates
&% Preferences
Start a Meetin v Schedule | ! |
g M Insights Meeting topic |
@ Support * Meeting password xaQuS59SbS5
v Downloads Date and time Thursday, Mar 12, 2020 1:55 pm Duration: 1 hour v  (UTG+02:00) Cairo “/

(") Feedback

Recurrence

Attendees Separate email address

th a comma or semicolon

Show advanced options

1 press on Schedule

Webex Training

Webex Events Cancel m Save as template

Webex Support

© 2020 Cisco and/or its affiliates. All rights reserved. Privacy

English | Classic View = Eddy v

Webex Meetings Defauit

Terms of Service

2 —fill the fields : Meeting topic with your course code and the 22

attendees with the email of vour students. Press Start



Qwebexm Meeting

Schedule a Meeting

C- From Cisco WebEx Home Page Webex meeting scheduled: WebEx

Q Cisco Webex <messenger@webex.com>
Today, 12:04 PM

Eddy.nini ¥
Required: Cisco Webex <messenger@webex.com>; Eddy.nini ¥
mY When: Fri 3/13/2020 1:00p - 2:00p

Where: https://balamanduni.webex.com/balamanduni/j.php’
MTID=md98349ec585bdac86fe065422991f328

v Accept ? Tentative X Decline

You are the host for this Webex meeting.

When it's time, start your Webex meeting here.
Meeting number (access code): 143 533 120

Meeting password: vVCWrBPp2p57 . .
Host key: 460180 3- email sent and received by students.

Friday, March 13, 2020 They will just follow the email
1:00 pm | (UTC+02:00) Cairo | 1 hr instructions

Start meeting

Join by phone

Use VoIP only
Join from a video system or application
Dial 143533120@balamanduni.webex.com

You can also dial 62.109.219.4 and enter your meeting n

Join using Microsoft Lync or Microsoft Skype for Business
Dial 143533120 balamanduni@lync.webex.com

23



‘WEI)EX"‘ Meeting

Start Scheduled Meeting

C- From Cisco WebEx Home Page

stfearln
cisco VWebex

(2) Home Q. Search for meetings and recordings © English | Classic View = Eddy v

‘ ® vecings
: Meetings Schedule

(©) Recordings

¢ Preferences

My Meetings 03/12/2020 - 03/18/2020 Vv Show past meetings
oll Insights
= .. 10:00 AM - 11:00 AM WebE

& S y 1oo0a ot —
~ Downloads 11:00 AM - 12:00 PM WebEX
() Feedback '

1:00 PM - 2:00 PM WebE

558 i

4- Press on Meetings and you will see all your scheduled meetings, press on Start anytime

24



Qwebexm Meeting

C- From Cisco WebEx Home Page

Home
Meetings
Recordings
Preferences
Insights
Support
Downloads

Feedback

Edit Scheduled Meeting

Q. Search for meetings and recordings ©
Meetings
My Meetings 03/12/2020 - 03/18/2020 Vv Show past meetings
oooau- oA vt (ummm Double click on the meeting
:1:?3_6“ - 12:00 PM ch[X

1:00 PM - 2:00 PM

Fri, Mar

WebEx

English = Classic View

Schedule

Eddy v

25



Qwebexm Meeting

C- From Cisco WebEx Home Page

wtlearln,
cisco Webex

© I8 2

&

[ —]
=

e @

©

2:00 PM - 4:00 PM ‘ Thursday, Mar 26 2020 ' (UTC+02:00) Cairo

Home
Meetings
Back to Meeting List
Recordings
Preferences
Insights Hosted by Eddy Nini
Support
Feedback

Meeting Information

Q & A session - Moodle - WebEX %

Edit Scheduled Meeting

Press on edit

Q. Search for meetings and recordings ®©

|de|ete

copy

- Who is invited?

English

Enter emall address to add attendee

Classic View

26
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" Meeting

4- Meeting Window  Run a Meeting

Q

File Edit Share View Audio Participant Meeting Help

EN

Eddy Nini's Personal Room
Eddy Nini

URL:

Cisco Webex Meetings

https://balamanduni.webex.com/

Meeting number:

951.

Video address:
eddy.nini@balamanduni.webex.com

Waiting for others to join

recori participant chat

More options
share

End meeting

To end meeting press on “End meeting

0

=]

Connected o

] Meeting room number: save it and send it to participant to join the meeting

X

“in red

To share presentation or file
press on share

To record your session press
on “ Record”

To show list of participant
press on participant

To chat with all participant all
specific attendees press on “

Chat”

For more option press on
more option

27



Qwebexw Meeting

Run a Meeting: Meeting Window
Share option : share application

QO
Eile Edit Share View Audio Participant Meetina Helb ) Connected e
Share Content x
©
Optimize for text and images v @
Share all your screen — SEET P
e o s ———t
Screen 1

I "’j'.’b'f.ullu ..‘: <>
Share application — g =

@ Cisco Webex Mee... & Microso ft Word & Webex Teams % Groove Music

= Microso ft Edge B Microsoft Outloo... & Google Chrome @zf Paint

[ ]

28



Qwebex” Meeting

Run a Meeting: Meeting Window

Share option : share file

9

File Edit Share View Audio Participant Meetina Help [ Connected »

Share Content

Optimize for text and images v | ®
N ———
& Microsoft Edge [=] Settings 51 Movies && TV & Microsof ft Word

Share file ~ =) & = i

Share File

i 29




" Meeting

Run a Meeting: Meeting Window

Share Option :Use Annotate
[ stop Sharing ' £ g

Mute Me Recorder otats Mo You can start annotating now.
You can annotate Stop annotating.
Meeting Insert Format Text

x m @ ﬁ [:E’]Appointment 1 = z B Busy 2 < ¥ Recurrence

ES" Scheduling Assistant . “g Time Zones . : =
Delete = Cancel Webex Change Skype Meeting Cancel 15 minutes ¥ % Categorize Office
Meeting Settings Meeting Notes Invitation (-'j = 2% Room Finder - Add-ins

Actions Webex Skype Meeting Meeting Notes Attendees Options = Tags Add-ins

0 You haven't sent this meeting invitation yet. ROO[’T] FI ﬂdel'
To... eddynini@hotmail.com 4 December, 2019 >

Sapyect SIS G Su Mo Tu We Th Fr Sa
Location e-meeting 1 2.3 4 =5 6 7

8 [B]10 11 12 13 14
Start time Mon 12/9/2019 12:00 PM All day event 15 16 17 18 19 20 21
End time Mon 12/9/2019 12:30 PM 22 23 24 25 27 28

29 30 31
Good Fair [JJi] Poor

Choose an available room:
-- Do not delete or change any of the following text. —-

None
A Webex meeting has been added. Meeting details will replace this section after you save or send this invitation.

Suggested times:

12:00 PM - 12:30 P...
1 unknown: eddy...

12:30 PM - 1:00 PM
1 unknown: eddy...

1:00 PM - 1:30 PM
1 unknown: eddy...

1:30 PM - 2:00 PM
1 unknown: eddy...

In Shared Folder [ Calendar 2:00 PM - 2:30 PM




Qwebex” Meeting

Run a Meeting: Meeting Window

Share option : Using Annotate: More option & Assign

- 3 Stop Shared
[] Stop Sharing ‘ ' o
Insert Design Transi, ! s Participant Annotate More Sign in g Share
sy % | _‘ (=] Layout ~ 2 S | O S =5 participant the presente OO u |—'4 fgShape Sl s O
= Yo N \ o & =
[__—L] ER ~ — “JReset A ReE T D4 G- “’) Q,Shape Outline~ 35 Replace ~ .
aste | ew I U S abc AV . A3 e 3 SRIIARY IO _ Arrange Quick Share This Webex
= > Slide~ 1 9ection~ S ) llow to Annotate { }¥%)5 ~  Styles~ {2 Shape Effects ~ [y Select~ File ~ -
lipboard & Slides Font P Drawing P Editing Webex ,

Shared

"[5) Notes
i 0ol Polling
Manage Panels...

Lock meeting

Invite and Remind...
| Copy Meeting Link '
Meeting Info...

View v
Audio Connection...

Speaker, Microphone, and Camera...
Connect to a Device...

Health Checker »
I End Meeting I




Qwebex““ Meeting

Run a Meeting: Meeting Window
More option: Poll & Notes

@)

File Edit Share View Audio Participant Meeting Help () Connected »

More option:
Invite and remind

‘ El 0l Toinvite participants,
e e press on more options

® Lockmeeting and “invite and

& Invite and remind remind”. Enter emails
O Copy meeting link of participants and
send. Or you can save
the meeting room
number and send it
directly by email to
participants. .

(6]

Waiting for ot

%, Audio connection
6% Speaker, microphone, and camera

5J Connect to a device




‘WEI)EX"‘ Meeting

Run a Meeting: Meeting Window

l Other share option ‘ Assign Privileges
e)

Cisco Webex Meetings - X 1O Cisco Webex Meetings - o x|
[ ) : ) )
File Edit View Audio Participant Meeting Help () Connected o | File Edit Share View Audio Meeting Help [ Connected o I
Share Content..  Ctrl+Alt+D | (& Mute Me Ctrl+M h
e Unmte Me Anyone can share
Share Web Browser |

Share Multimedia...

Share Remote Computer.. Mute on Entry
Share My Meeting Window H H v Ent d Exit T
Share my meeting window Ll
Invite and Remind...

Copy Meeting Link
| v Anyone Can Share  Ctrl+Alt+S
Assign Privileges... Ctrl+K _ ASSign priViIeges

r others to join

Waiting for others to join

33



" Meeting
] ] ]
]
Run a Meeting: Window Meeting
Assign Privileges
X ‘ - - - -
Participants privileges  Participants privileges
Communicate Participants Communicate Participants
All Participants 5o All Participants o ) B
Participant can chat: Select the privileges that you want to assign to all participants:
Privately with | Document View Meeting
v Host ) o )
« | Print +| Participant list Share documents
v Presenter
+ Save Any document +”| Control shared
v Other participants . applications, web
+  Annotate v Thumbnails browser, or computer
Publicly with Any page remotely
v Everyone Record a meeting
Allow to:
Contact Operator Privately
Check all Uncheck all Reset to default
Check all Uncheck all Reset to default

34



Qwebex““ Meeting

Save Notes, Chat,...

Q

Edit Share View Audio Participant Meeting Help

Ctrl+0
Open Poll Questions...

Open and Share...

Open Chat...

Save As » P stions
Save All.. Po

Transfer... Ctrl+Shift+T | ch

. o
Print "

Cisco Webex Meetings

End Meeting

Record Meeting

v Notes

3r545
545

Run a Meeting: Window Meeting

- O

() Connected o

b

X

) Save Notes As X
Savein: I %] Documents L’ i ck B~
* Name - Date modified Type
) 20191214-Eddy Nini's Personal Room(14742... 12/14/201911:17 ...  File folder
Quick access ] .
Custom Office Templates 11/18/2019 2:27 PM  File folder
Wl Screencast-O-Matic 11/18/2019 2:18PM  File folder
Desktop XMovieMaker 9/28/2018 12:39 PM  File folder
,‘ Downloads - Shortcut 2/4/2020 3:20 PM Shortcut
™ =] Notes 1/28/2020 1:59 PM  Text Docu
Libraries
This PC
Ne;;vmk
< >
File name: ] Ll Save I
Save as type: Notes (" txt v Cancel
typ: [ Notes (*tx) | |

Run a Meeting: Window Meeting



bex Meeting

® 5 X A
. [] Stop Sharing U : pam ~e ) /)/Z/
Insert Design Transi sz Recorder articipants Annotate More Sign in 9,_ Share

Shared

i 9 —‘ Layout~ 3 Sl = . 1 = 5= | 1= . G T o , 2 Shape Fill A Find o
D Egy ~ "] Reset ' (2] Align T Recorder X L] # Shape Outline~ = 32 Replace ~ .
Paste | New ) B I U S abcAV. Aa A = = M 4 | = nge Quick Share This Webex
z 4 Slide » E Section ~ - Conver ] i Styles ~ = Shape Effects L\) Select v File~ :
Clipboard 1 Slides Font Paragraph Record in doud x ing Editing Webex |
18 @ webex = Record in cloud o

Record on my computer

|
WebEx Meeting:
 —— Record a Meeting:

23 @ webex
nebis Mestine
Aot Mesns -
Click to add notes
Thanks 24
slide21of23 [[X  English (United States) = Notes Bl Comments = =2

End Meeting
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™

Recorded meetings

Go to https://balamanduni.webex.com

“— C & balamanduni.webex.com/webappng/sites/balamanduni/recording/home * Q@ ® 0 @ :

atfoat]n,
cisco \Webex

() Home Q. Search for meetings and recordings ® English =~ Classic View  Eddy v
] Meetings
»e . My Recorded Meetings

Recordings

{0t Preferences )
Al v Press on share to share the link
ol Insights
(?) Support
Name Security Date - Duration Size Format

' Downloads
() Feedback Eddy Nini's Personal Room-20200131 1407-1 8 L 00030 638.3KB MP4 L £ @


https://balamanduni.webex.com/
https://balamanduni.webex.com/

@ webex

Recorded Meetings

38



™

Share Recording

Share with specific people

}Enter email addresses l _

Message Type email and press save

I'd like to share the meeting recording with you.

Public Link @

Anyone with the link can view this recording v

https://balamanduni.webex.com/recordingservice/sites/ [

Copy URL and password

Copy URL and send it from any tool
uCPMGgN3
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@ webex

Meeting

How to upload a recorded session from computer to Webex cloud ? - Workarround

40



New User
Attend

| a Meeting

v Host a2 Meeting

» SetUp

v Support
Hslp
MyResourcea

Vebex Events Webex Support Webex Training My Webex

Recorded Session Intormation
« Topic

- Description

Recording file 1 will provide URL
© Use the file on my local machine

Use a file that is already on the Webex network
Please select a file on your local machine:
Upload File | No file selected
Duration Ohour | = 0 minute |
Access Settings

Security Require users to signin @

Prevent downloading o

Go to https://balamanduni.webex.com and sign in to Webex.

Switch to “Classic View” (top right corner).
Go to MyWebex Meeting and Click on “MyRecordings”.

Click on Add Recording and do the following:

- Fill in the topic and description.

- In the recording field, choose Use the file on my local
machine and browse to the required recorded session. - In
the Duration field, select the approximate duration of the
recording.

- In the security field, check if needed the password
protection and fill in the password.

- Click on Save and the upload to Webex cloud process will

be initiated.

41


https://balamanduni.webex.com/

™

Reports
Attendees list

NI
c1sco VWebex

' .
Al —-, {1 Search for meetings and recordings

&

Meetings

© O

Recordings
Preferences Meetings | hosted For last 12 Weeks v

[ insights |

Insights

@

Meetmgs

Insights

Manutes

©]

Support

|&

Downloads

Feedback

©

. Meetings | hosted Weekly meeting averages
Webex Training

Webex Events

Webex Support 64 6

Participants in meetings | hosted

Parsopants

Average number of attendees
per meeting

English  Ciassic View Eddy v

Largest meeting

33

For fast 12 Weeks v




wtlretln
cisco VWebex

fome Webex Mestings

My Meetings

My Personal Room
My Recordings
My Contacts

My Profile
Preferences

My Reports
Training

Support

™

Reports

Attendees list

Webex Events Weabex Support Webex Training My Webex

My Webex Reports

All Services

+ Usage Report

View usage information for your meetings

Webex Meetings:

« Meeting Recording Repor
View a list of attendees who have downloaded or viewed a meeting recording

Webex Events:

« Regstration Report
View registration information, and send reminder emails before the event. After the event, you can aiso view whether a registrant attended or was absent

« Afiendance Report
View attendance information for any event. You can send follow-up emails after the event

« In-Event Activity Report
View attendee activity information for an event
Note that the in-event activity report is only available for events recorded on the server

« Allendee History Reponrt
View a hist of events for an attendee

Modern View I Sddy Nini
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cisco Webex

Home Webex Meetings

My Meetings

My Personal Room
My Recordings

My Contacts

My Profile
Preferences

My Reports
Training

Support

Webex Events Webex Support Webex Training My Webex

Usage Report

View usage, such as attendance. duration, and more across all your meetings.

Note: You can generate a report for any dates up to three months prior to today.

From: | March v |20 v ||2020 v |
To:lMarqh 'HZG'II2Q§0'|

Topic:| | (optional)

Sort results by: [Date v | Display Report
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cisco Webex

Home Webex Meetings

My Meetings

My Personal Room
My Recordings
My Contacts

My Profile
Preferences

My Reports
Training

Support

™

Webex Events Webex Support Webex Training

Usage Summary Report

My Webex

Search Results from 3/20/20 to 3/26/20, Egypt Time (Cairo, GMT+02:00)

Search again

Preliminary Usage Summary Report

For

Modemn View [ Eddy Nini Sign O

Caution: This is a preliminary report It provides immediate access to session data before the final report becomes available. When the final report is available, session data appears only in the final report, not in the preliminary

report

Topic
WebEx Workshop
Q & A session - Moodle - WebEX
WebEx Workshop
WebEx Workshop

Final Usage Summary Report

Sort results by clicking on the column headers.

Topic
Q_& A session - Moodle - WebEX
Q_& A session - Moodle - WebEX
Q& A session - Moodle - WebEX
WebEx Workshop
WebEx Workshop
webex workshop

PRO
PRO
PRO

PRO
PRO

Meeting Type

PRO

PRO

PRO

PRO

Meeting Type

3/22/20
3/22/20
3/22/20
3/21/20
3/21/20
3/20/20

Date

2/26/20
2/24/20
3/24/20
2/24/20

Start time

11:36 am
11:36 am
11:33 am
1:03 pm
1:01 pm
8:52 am

(=T S ]

Duration
56 mins
1 min
2 mins
5 mins
2 mins
154 mins

wooooo

N/A

N/A
N/A

Invited

Registered

N/A

N/A
N/A
N/A
N/A

| Printer-friendly Format || Export Report |

Attended

W= 0w

| Printer-friendly Format || Export Report |

Registered Attended Tele

Ul e
o
™
~
)
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cisco VWebex

Home Webex Meetings

My Meetings

My Personal Room
My Recordings

My Contacts

My Profile
Preferences

My Reports
Training

Support

Webex Evenis

Webex Support

™

‘Webex Training My Webex

Session Detail Report

Session detail for "WebEx "

All sessions in Egypt Time (Caire, GMT+02:00)

Participant 1
Name:

Invited:

Diate:

End time:
Company:
Phone Number:
Address 2:
State/Province:

Z1P/Pastal Code:

Participant 2
Name:

Invited:

Diate:

End time:
Company:
Phone Number:
Address 2:
State/Province:

Z19/Postal Code:

Participant 3
Name:
Invited:

Date:

@ List of Attendees ...xlsx ~ @

Reports

Karabet Rastikian

Yes
3/13/20
10:52 am

Carole Berbari
Mo

3/13/20
10:08 am

Carcle Berbari
Mo
3/13/20

bedroom10,)pg ~ @

bedroom9.jpg ~

Email:
Registered:
Start time:
Dwration:

Title:

Address 1:
City:
Country/region:

MNetviark joined from:

Email:
Registered:
Start time:
Dwration:

Title:

Address 1:
City:
Country/region:

Netwiork joined from:

Email:
Registered:
Start timea:

@I bedroomé.jpg

Modern View [

For

Eddy Nini Sign Out

| Printer-friendly Format || Export Report |

Karabet, Rastikian @balamand.edu.lb
N/
2:58 am

55 mins

Ext=rnal

carole.berbari@fty.balamand.edu.lb
Nf&
5:59 am

S mins

External

carole.berbari@fty.balamand.edu.lb
N/A
10:14 am

@ bedroom7.jpg A

Show all

X
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cisco Webex
Home
Meetings

Recordings

& ©@ 0 >

Preferences

=
o
=

Insights

Support

 ©

Downloads

Feedback

O

Webex Training
Webex Events

Webex Support

wascriptivoid(0)

™

EN

Start a Meeting

Contacts

Q. Search for meetings and recordings

Eddy Nini's Personal Room ©

https://balamanduni.webex.com/meet/eddy.nini

() More ways to join

v Schedule

Upcoming Meetings

11:00 AM - 12:00 PM WebEx Workshop

Thu, Mar 26 Eddy Nini
., 2:00PM - 4:00 PM Q & A session - Mocdle - WebEX
=N Thu, Mar 26 Eddy Nini

View all meetings

Join

English = Classic View Eddy ~
My profile
My contacts

Sign out

Get ready for your upcoming meeting
by Installing the Clsco Webex

Meetings app now.

(' Download )

Recent Personal Rooms

Insights

Meetings | hosted

50 1000

40 800

400
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& —- C @& balamanduni.webex.com/mw3300/mywebex/default.do?siteurl=balamanduni8viewSwitch=m2c

atlean]n,
cisco Webex

Home Webex Meetings

My Meetings
My Personal Rcom

My Recordings

Webex Events Webex Support Webex Training My Webex

My Webex Contacts

View: | Personal Contacts v

My Contacts

Import From: | Comma- or Tab-Delimited Files ¥ |

My Profile
Preferences
My Reports
Training

Support

@ List_of_Attendees_....xlsx

 Export |
— o]
| Search |

Search for: | ]
Note: Search queries contact name and email address fields only
Index: ABCDEEGH|JKLMNOPORSTUVWXYZS AN
Name Email Address
= abdou eddynini@hotmail com

Select All | Clear Al Delete

A @ bedroom10.jpg A @ bedroom9.jpg

Add Contact

@ bedroom8.jpg

For
Modern View [l Eddy Nini  Sign Out

Welcome, Eddy Nini

Phone Number Language

1- English
Add Distribution List

@ 2020 Cisco and/or its affiliates. All rights reserved. Privacy Statement | Terms of Service

bedroom?7.jpg A Show all X
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@ webex
Training
4- WebEx Training

» Testing and instructor scoring

» Breakout sessions
» Moderated Q&A



Training

» Multiple panelists
4- WebEx Training

Go to https://balamanduni.webex.com



https://balamanduni.webex.com/

Training

Meeting

Event

Product Suite

Training

Support

56




we

Home Webex Meetings

New User Reference
Attend a Session
v Host a Session

‘ SRS S

Inatant Session
Hands-On Lab
Test Library

My Training Recordings

v Set Up
Webex Training
Prefarsnces
My Prefils

v Support

Hslp
MyResourcea

Downiocads

Training
Schedule a Training

Webex Evenis Webex Support Webex Training My Webex Modem View [ Eddy nini Nini  Sign Out

Join an Unlisted Training Session

To join an unlisted training session, type the session number that your host gave to you, then click Join Now.

Session Number: | |

Join Now |

© 2020 Cisco and/or its affiliates. All rights reserved. Privacy Statement | Terms of Senace
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Home Webex Meetings

New User Reference
Attend a Session

v Host a Session

we :

Training

Webex Events Webex Support Webex Training

Schedule Training Session

Session and Access Information

Scheduls Training

Inatant Session
Hands-On Lab

Teat Library

My Training Recordings

v Set Up

Websex Training
Prefarences

My Profile
« Support

Hslp
MyRssources

Downloada

Audio Conference Settings

Date and Time

My Webex

Topic:
Set session password:

Select conference type:

Starting time:

Time zone:
Occurrence:

Estimated duration:

Modem View i Eddy nini Nini Sign Out

Set options using template: | [Webex Training Default] v |

R | (Required) Copy from..
deaTTPFTJ38  (®| @ (Required) Password Criteria
I This session will have over 500 attendees

¥ Automatically delete session after it ends

' Send a copy of the atiendee invitation to me

Start Session

| Use VolIP only v |

To use VolIP. participants must have a working microphone and speaker on their computers.
-/ Mute attendees upon entry

[Apri v (1o v]|[2020 v| ]

12 v|[15v]| Oam ®pm Plan session fime zones..
| Istanbul (Eastem Europe Time, GMT+03:00) V|

* Single-session class

' Recurring single-session class (attendees register for one session)

' Multiple-session course (attendee register for entire sequence)

' Schedule irregular sessions (each session may be edited separately later)

|1hour v/ v |
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Home

Webex Meetings

New User Reference
Attend a Session
Host a Session
Scheadule Training
Inatant Sesaion
Handa-On Lab

Teat Library

My Training Recordings

Set Up

Webex Training
Prafarsncss

My Profile
Support

Hslp
MyResources

Downloads

™

Training

Webex Events Webex Support

Registration

Webex Training

My Webex

Modem View [ Eddy nini Nini  Sig

%" You can require attendees to register for a training session before they can join it. When their registration requests are approved.

attendees will receive a unique registrafion 1D in their email. Attendees must use this ID to joir the session.

® You must enable registration if you want to charge attendees a fee.

Attendees

Presenters

Attendee Registration:

Invited attendees:

Security:

Invited presenters:

I Require attendee registration Cusiomize form 6
I Automatically approve all registration requests

{If you select not to automatically approve registration requests, you must manualh
approve each attendee's registration request before they can join the session)

|

| Invite Attendees... |

| Exclude password from emails sent to atténdees
I Attendees must have an account on this service to attend session

b

| Invite Presenters... |
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Training

o Selected Contacts - Google Chrome

= O X

I =

@ balamanduni.webex.com/tc3300/trainingcenter/scheduler/invitation/frame/inviteattendees.do?actionFlag=li... Q

Invite Attendees

Provide new attendee information here or select contacts from your address book.

Attendees to Invite

Name Email address Phone number Language
No contacts selected.
New Attendee
= Full name: |
+ Email address: \
Country/Region  Number (with areaicity code)
Phone number: 1 L
Time Zone: |Istanbul (Eastern Europe Time, GMT+03:00) v

Language: | English v
Locale: |U.S. v
! Add new attendee in my address book

! Invite as alternate host

Time Zone

| Select Contacts...

Locale

| OK || Cancel

* Regquired field

| Add Attendee
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Training
Schedule a Training

Home Webex Meetings Webex Events Webex Support Webex Training My Webex Modem View (288 Eddy nini Nini Sign Out
New User Reference Session Options
Attend a Session Available features:  |chat,Poll,video,view video -

|thumbnails ,Mumber of
|attendees,Send videc,Attendee
|List,File :

Transfer,Presentation,App | 2|
Instant Session

Edit~0ptions... |
Henda-0On Lab

Destination address (URL) after session:

» Host a Session

Schedule Training

Test Library

My Training Recordinga Greeting message: Customize greefing message when attendee joins

v SetUp Breakout Session Assignments Settings

Waebex Training & In-session assignments (automatic or manual attendee assignmenis during the sessicn) are always available.

B Participants on some mobile devices cannot join breakout sessions.

retsrsnces
= Opticns: ' Enable Pre-Session Assignment (specify automatic or manual attendee assignments before starting the session)
My Profile * Automatically assign attendees during the session
* Set the number of breakout sessions: 4 |
v Support ) o I -
Set the number of attendees in each breakout session: 20

Help Manually assign registered atiendees to breakout sessions (requires attendee registration to be enabled)

MyResources Email Options

Downloads & You can select the types of email messages that you want to send by clicking Edit Email Options.

| Edit Email Options... |
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Training

( Edit Session Options - Google Chrome — O

(D o 'n'

o

& balamanduni.webex.com/tc3300/trainingcenter/scheduler/sessionOptions.do?siteurl=bala...

Session Options

Training session options

Select options that you want parficipants to have when a training session begins.
¥ Chat ¥ Video

¥ File transfer ¥ View video thumbnails

Attendee Privileges
Select the attendee privileges that you want all attendees to have when a fraining session

begins.

Sessions:

' Recording ¥ Number of attendees

¥ Send video ¥ Attendee list

Documents:

! Save ! Annotate ! Next or previous page
' Print " Thumbnails

| Save || Cancel |

¢fo
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Home Webex Meetings

«

New User Reference
Attend a Session
Host a Session
Scheduls Training
Instant Sesasion
Hands-On Lsb

Teat Library

My Training Recordings
Set Up

Webex Training
Prafersnces

My Profils

Support

Hslp
MyResources

Downloads

Training

Webex Events Webex Support \Webex Training My Webex Modem View [} Eddy nini Nini  Sign Out

Session Information

Agenda:  ® Plaintext ' HTML

Description: ® Plain fext ' HTML

| 2]

Graphics: | Import Picture... || Remove Picture |

Course Material

% Course material specified can be downloaded by participants before the session starts. To add course material.
you can either upload new files or select ones you have uploaded previously.

(No file specified yet.)
| Add Course Material... | —

Tests

& You can add a test to this session for delivery before. during, or after this session.
To add a test that you have already created and saved in the Test Library, click Add Test. To create a test, or to import from your polling

questionnaire, schedule this session first. On the confirmation page that appears, select Add a Test.

‘You can also go to the Session Information page later to add or edit a test after you have scheduled this session.

(No test yet.)
o ']
Save As Template | Schedule || Start Session || Cancel |
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™

Training
\ 2

Home Webex Meetings Webex Events Webex Support Webex Training My Webex
New User Reference ¢
Attend s Meetng My Webex Meetings
w Host a Meeting
My Personal Room
Schedule 8 Mesting Daily Weekly Monthiy All Meetings

Mest Now

) Mestings

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

My Recorded Meetings | 04/102020 | to | 07/10:2020 | | | | Search
» SetUp The meetings you host { - | | Show past meetings
v Support =N
Hslp Date & Time Topic Type Requests Status
MyResourcsa
B Apr10.2020430pm  Q&A  Training N/A [ Start |
| Cancel Meeting
@ Reguests Pending ° Reguests Approved

© Roquests Rejected
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Training
Add Test to Training Session

Home Webex Mestings VWebex Events Webex Support VWebex Training My Webex Modem View [I=) Eddy nini Nini  Sign Out

New User Reference

Ko e Session Information: Q&A

+ Host a Meeting

Session status: Not Started
My Psrsonal Room Session date: Friday. April 10, 2020
Schedule a Mesting Starting time: 4:30 pm, Eastern Europe Time (Istanbul. GMT+03:00)
Shion: N Duration: 1 hour 10 minutes
o Presenters: Eddy nini Nini
My Mestinga Description: @
My Recorded Mestinga Agenda: s
Englisk lanbul Time
Session number: 141268 672 x PEE T
» SetUp paee BKpdZ5pJM4s Start Session Now
» Support Host key: 997242 You can start your fraining session by clicking Start Now.
Helo Audio conference: Use VolP only
:
Mo Host's name: Eddy nini Nini
Downloads Host's email: eddy.nini@balamand.edu. lb
SCORM data: SCORM1.2 SCORM 2004
Course material: {none)
Test: | Add Test 1
By joning $is se=<ion, you are accepling the Cisco Webex Terms of Servios and Privacy Statarnent

| Edit| | Delete | | Addto My Calendar | | Go Back |

1+ 1% N
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Training

Home Webex Meetings Webex Events Webex Support Webex Training My Webex Modem View [l Eddy nini Nini  Sign Out o Specify Grades - Google Chrome e O X h
New User Reference @ balamanduni.webex.com/tc3300/trainingc... Q@
. Create Test
Attend a Session .
, Specify Grades
w» Host a Session
Schedule Training Test Title: Test ‘ Please specify the grades for the various ranges of scores:
Instant Session Test Descripﬁon:
Score Grade
Hands-0On Lab — - i
90  |w0[100 | A ]
Test Library 50 ‘ io f89 | Bi*‘
My Training Recordings L[0 ‘ o 179 | p :‘
80 069 | D |
v SetU S
P 0 |9 | F il
Webex Training i \to' Il ‘ |
Preferances - #| L ‘ to| | ‘ _J
My Profile Author: Eddy nini Nini L I | \ i
Maximum score: Maximum possible score is: 0 points (calculated based on the assigned scores in the test) L Jol | ‘7:‘
w» Support re [/ Limit the maximum score that an attendee can receive: ‘100 1 points L “0‘ | ‘ |
Help Grades: | Assign a grade according to the score of the student (Specify Grades...)
MyRssources —_> Display question: g" queshc;ps in one page
' One question per page s [ e
Downloads l E‘EJ Cancel

» Insert Question
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Training

Create a Test

1 Add Question - Google Chrome = O X

| @ balamanduni.webex.com/tc3300/trainingcenter/testing/questionAction.do?actionFlag=DisplayAddQuestion... &

Add Question
Question Type: | Multiple Choice (select one answier) v Question Type: 'g"““ip'e Choice (select one ansvier) Y
ssay
Question: plesse type the guestion here. | Fill in the blanks
‘ Instructions
: Multiple Choice (select one answer)
‘ — Y Multiple Response (select multiple answers)
Answers: (Please enter the answers to this question, then specify the correct answer) True/False
Answer: Correct?
-

Opion 1

| Save || Cancel |
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Home Webex Meetings

New User Reference
Attend a Session
« Host a Session
Scheduls Training
Instant Seasion
Hands-On Lab
Test Library
My Training Recordings
« SetUp

Webex Training
Prefarancas

My Profils
~ Support

Hslp
MyResources

Downloads

™

Training

Webex Events Webex Support Webex Training My Webex

Modem View 20 Eddy nini Nit

Move Up »_Move Down , Insert Question

How many causality in lebanon ?
500
550
600
© 8650
700
‘ = T Scoring Panel
Rints: 20 |
Scoring guidelines:
2|
Edit || Dalete
| Question 2 ‘ « Move Up Move Down ) Insert Question
What is Corona Virus
(Maximum 5000 characters)
yl
Scoring Panel
Puints: 10 | (actual score assigned by instructar)
Scoring guidelines: |
Wz
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Training

Home  \Webex Meetings =~ WebexEvents =~ Webex Support = Webex Training My Webex

New User Reference
Anend a Meeting
v Host a Meeting
My Personal Room
Schaduls a Masting
Meet Now
My Mestinga
—My Recorded Maetinga
» SetUp
v Support
Halp

MyRseourcsa

Downloads

Session Information: Q&A

Modem View [[S Eddy nini Nini Sign Out

Session status: Not Started

Session date: Friday. April 10, 2020

Starting time: 4:30 pm, Eastern Europe Time (Istanbul. GMT+03:00)

Duration: 1 hour 10 minutes

Presenters: Eddy nini Nini

Description: @
Ageﬂda: English : kstanbul Time
Session number: 141268672 : ™
Password: BKpdZ5pJM4s Start Session Now

Host key: 997242 You can start your training session by clicking Start Now.

Audio conference: Use VolP only

Host's name: Eddy nini Nini

Host's email: eddy.nini@balamand.edu.lb

SCORM data: SCORM1.2 SCORM 2004

Course material: {none)

Test: Add Test

By joning this session, you are accepling the Cisca Webex Teerns of Sarvios and Privac,

| Edit| |Delete | |AddtoMyCalendar | | GoBack |
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Home

New User Reference

Attend a Session

» Host a Session

Schsdule Training
Inztant Session
Hands-On Lab
Test Library

My Training Recordings
Set Up

Webex Training
Prefarances

My Profile

Support

Help

MyRssources

Downloads

Webex Meetings

Webex Events

Create Test

Webex Support

™

Training

Add Test to Training Session

Webex Training My Webex Modem View [} Eddy nini Nini Sign Out

Test Title: Test
Test Description:

) £
Author: Eddy nini Nini

Maximum score: Maximum possible score is: 0 points (calculated based on the assigned scores in the test)
) Limit the maximum score that an attendee can receive: 100 points

Grades:

Display question: ® Al questions in one page

' One question per page

Q Specify Grades - Google Chrome = O X

@ balamanduni.webex.com/tc3300/trainingc... Q

Specify Grades
Please specify the grades for the various ranges of scores:
Score Grade
90 4100 A ‘
80 1089 B
70 |79 c
80  |t0[89 D
0 |10 59 F
L i*°
e
| to
|0
|10
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Home Webex Meetings

New User Reference
Attend a Meeting
v Host a Meeting
My Personal Room
Schaduls a Mssting
Mest Now
My Msastinga
My Recorded Mestinga
» SetUp
v Support
Hslp
MyRezources

Downloads

Training
Add Test to Training Session

Webex Events Webex Support VWebex Training My Webex Modem View [ Eddy nini Nini  Sign Out
Add Test

Please select a method to add a test
meeesssssss———) ¢ Create a new test

Add a test by creating new test questions.
——) ' COpy an existing test from the Test Library We will choose this option

Add a test by copying questions from an existing test in the Test Library. This option does not modify the original test in the library.
meeeee———) Import test questions from saved test or poll questionnaire (*.atp or *.wxt file)

Add a test by imperting existing test questions from a *.atp file that was created using the Testing & Polling feature.

Next=> | ] Cancel
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™

Training

File Edit Share View Audio Participant Session Breakout Help

Quick Start Session Info
Eddy nini Nini's training session © Record
Topic: Q&A
S

Voice Conference Invite & Remind

(Connected)

G Share Application v

® End Training Session

‘\Wébex Session No. 141 963 491 | An Integrated Voice Conference is now in progress.

Cisco Webex Training

A= = ® .

Participants Chat Recorder
v Participants X
! Speaking:
v Panelist: 1

1@ &' Eddy nini Nini (Host, me)

®®

v Attendee: 0

W v X - . L R% o
o =BIP 3.
> Chat X
' W Testing X
1| Title ! Status
7| Test(2) Not started

I

Launch for All

Refresh for All

[ | Speak now [N | Connected ® &

=
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Training

Launch test during Training Session

Manage Test: Test(2)

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
1 minutes

Test(2)

Eddy nini Nini
2

2
All questions in one page

| Copy to Test Library | \;_E_dit Test |
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Training

Launch test during Training Session

Manage Test: Test(2)
Test Delivery
Status: Started
Delivery Method: Presenter starts the test within a live session
Time limit: 1 minutes

Time remaining: 1 minutesd 'seconds 1 1

| End Test Now H Increase Time L&'mitA;

Student Answers
Student status: 0 studenis have submitied their tests.
0 students have started but not yet finished the test.
Scoring: 0 out of 0 submitted tests have been completely scored.

| Refresh Status || View and Score Answers | —

Test Questions
Test Title: Test(2)
Test Description:
Author: Eddy nini Nini
Number of allowed attempts: 2
Number of questions: 2
Display questions: All questions in one page

[ Copy to Test Library || View Questions |
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Launch test during Training Session

Submitted Tests

| View Questions || View Grades... |

Student Name Email Date & Time submitted Score Grade

Total submitted tests: 0

| Go Backw|
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™

Training
Test Results

_ B | C | o E
Test Title Test 1(5)
Test Description this is a template of test in training center
Author Eddy nini Nini
Test Start Date 4/9/2020
Test Start Time 11:07 AM
Test End Date N/A
Test End Time N/A
Delivery method In-session
Number of Questions 2
Number of Submissions 2
Number of Graded Submission 2
Grades A B C
S0 80 70
100 89 79
Student name First name Last name Student email address
‘Abdo Abboud Abdo Abboud abdou.abboud@balamand.edu.lb
‘Robert Chreiky Robert Chreiky robert.chreiky@balamand.edu.lb
(Average)

F G H |
D F
60
69 59
Date Subn Time Subr Total Score Grade [
4/9/2020 11:07 AM 0 F
4/9/2020 11:10 AM 0 F
0 F
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Training

@ Cisco WebEx Training Center
File Edit Share View Audio Participant Session Help

Open Breakout Session Panel

Quick Start Session Info Start Breakout Sessions

End Breakout Sessions

Jessi Dillon's training session Ask All to Return

Topic: Quick Launched Even

Breakout Session Assignment...
Join Breakout Session »

Broadcast Message...

Share Breakout Session Content...
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Training

(D Breakout Session Assignment X

Create breakout sessions and assign attendees:

Automatically ®* Manually

To create breakout sessions manually, manage your assignment below:

Not Assigned: Assigned:
| Search |Q Add Session Delete Session Delete All Sessions
v Panelists
@ JessiDillon (Host)
v Attendees
>>
<<

» Options for:

Allow attendees to create breakout sessions




™

(Q Breakout Session Assignment

Create breakout sessions and assign attendees:

* Automatically Manually

Training

(Q Breakout Session Assignment

Create breakout sessions and assign attendees:

Automatically

* Manually

To create breakout sessions manually, manage your assignment below:

| Search |O\

v Panelists
‘ {®) Jessi Dillon (Host)

v Attendees

To create breakout sessions automatically, provide the following information:

» Setthe number of breakout sessions:lZH

Set the number of attendees in each breakout session: =

L)

1. Automatically

Assigned:
Add Session

Delete Session Delete All Sessions

v Breakout session 1
v Breakout session 2
v Breakout session 3
v Breakout session 4

Breakout session 1

L

[ » Options for: Breakout session1

Allow attendees to create breakout sessions t

Brealxuub v asuavsanl. |V|anua||y
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Training

@ Breakout Session Assignment X

Create breakout sessions and assign attendees:

Automatically * Manually

To create breakout sessions manually, manage your assignment below:

Not Assigned: Assigned:
[ -

Delete Session Delete All Sessions

» Breakout session 1
v Breakout session 2
v Breakout session 3
s Breakout session 4

Breakout session 1

@ JessiDillon (Presenter)

v Panelists
v Attendees

» Options for: Breakout session1

Allow attendees to create breakout sessions
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Breakout Sessions
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Training

A= -

Participants Chat

> Participants
> Chat

Vv Breakout Session

Breakout Assignment

Manual Assignment

v Breakout session 1: 0

v Breakout session 1: 1
(D 3essiDillon

' Breakout session 2: 0

v Breakout session 3: 0

v Breakout session 4: 0

Make Presenter

@ v

Recorder
* X
X
X
Start

Start Breakout Sessions
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Training

A= = ® .

Participants Chat Recorder
> Participants & X
> Chat X
Vv Breakout Session X

Breakout Assignment _

Manual Assignment

v Breakout session 1: 0

v Breakout session 1: 1 Ended
() 7JessiDillon

v Breakout session 2: 0

v Breakout session 3: 0

Vv Breakout session 4: 0

Make Presenter Join

End Breakout Sessions 95
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Training

Breakout Sessions

‘ ’ > Opti_o?s for: Breakout session 1

Allow attendees to create breakout sessions

ok onal |

1. If you would like students to form their own groups, click Allow attendees to create breakout sessions at the
bottom of the page. This will let students self-select into groups that they create.

~ Options for: Breakout session 1
Let others join breakout session without invitation.

Apply above options to all sessions

2. If you would like students to join a breakout session on their own, select any breakout session and click Let others
join breakout session without invitation
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Training

Home
Meetings

Recordings

& © U >

Preferences

Insights

fa]
(=]
=

Support

<« @

Downloads

() Feedback

I \\obex Training
Webex Events
Webex Support

Q) Search for meetings and recordings

Eddy nini undefined's Personal Room =

E U https://balamanduni.webex.com/meet/eddy.nini

) More ways to join

Start a Meeting

Upcoming Meetings

Schedule
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Home Webex Meetings Webex Events Webex Support Webax Training My Webex

New User Reference Join an Unlisted Training Session
Attend a Session

» Host a Session
Schedule Training “host gave to you, then click Join Now.

To join an unlisted training session, type the session number that your

Instant Seszion
Hands-0On Lab
Test Library

Join Now

My Training Recordings

« SetUp

I - T

Preferancas

My Profile
« Support

Hslp
MyRezources

Downloads
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How to Add a Test to a Webex Training Recording? A workarround

Home Webex Mestings Webex Events Webex Support Webex Training My Webex

New User Reference Registration

Attend a Session ¥ You can require attendees to register for a fraining session before they can join it. When their registration requests are approved.
+ Host a Session attendees will receive a unique registration 1D in their email. Attendees must use this ID to join the session

Scheduls Training ® You must enable registration if you want to charge attendees a fee.

Instant Seasion Attendee Registration: Require attendee registration Customize form @

Automatically approve all registration requesis

| (If you select not to automatically approve registration requests. you must manually approve
Teat Library each attendee’s registration request before they can join the session)

My Training Recordinga

Handz-On Lab

viSetlep Attendees

Wabex Trainin 5 2
, g Invited attendees:  eddy nini

Prefarsncas
My Profils Invite yourself —

~ Support . %

| Invite Attendees... I
Security: | Exclude password from emails sent to atiendees
. Attendees must have an account on this service to attend session

Halp

MyRezourcss

Downloads
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we

Home Webex Meetings Webex Events

New Us=r Reference
Attend a Session
» Host a Session
Scheduls Training
Instant Session
Handzs-On Lab
Teat Library
My Training Recordings
v SetUp

Wesbsx Training
Brefarences

My Profile
» Support

Hslp
MyRezourcea

Downloads

™

Training

Webex Support Webex Training

My Webex

% You can select the types of email messages that you want to send by clicking Edit Email Options.

| Edit Email Options... |

Session Information
Agenda:
Description:
Graphics:
Course Material

® Plain text © HTML

® Plaintext © HTML

| Import Picture... || Remove Picture |

@ Course material specified can be dovmlcaded by participants before the session starts. To add course material, you can either upload

{No file specified yet.)
| Add Course Material... |

Tests

@ You can add a test to this session for delivery before, during, or after this session. To add a test that you have already created and save
this session first. On the confirmation page that appears. select Add a Tesi. You can also go fo the Session Information page later to ac

(No testyet )
Add Test...

| Save As Template |

| Schedule || Start Session || Cancel |
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How to Add a Test to a Webex Training Recording? A workarround

Home VWebex Meetings Webex Events VWebex Support VWebex Training My Webex

New User Reference

T e Session Scheduled

+» Host a Session Thank you. You have successfully scheduled your session.

Schedule Trairi To start your session
St e Shortly before your session’s starting time, click the Start link for your session on the My Webex page.
Inatant Session

1. Go to My Webex.
Hands-On Lab - Yy

art link next to your session.

s o

Teat Library

My Training Recordings

v SetUp
- ation

'u“a'ebix Trfllr',“‘g o 'es‘zozo

Prefsrences Host: Eddy nini undefined

My Profile Date: Sunday. May 3, 2020

Time: 11:00 am, Greece Summer Time (Athens. GMT+03:00)

v Support Location: htips://balamanduni.webex com/balamanduni

Hslp

MyResources | OK | | AddtoMy Calendar | | Edit |

Downloads
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How to Add a Test to a Webex Training Recording? A workarround

Home Webex Meetings Webex Events Webex Suppori Webex Training My Webex

New Ussr Reference Add Test
Attend a Session

~ Host a Session Please select a method to add a test

Schedule Training ' Create a new test
Ingtant Seasion

Handa-On Lab

Add a test by creating new test questions.
Toet Library = Copy an existing test from the Test Library
My Training Recordings Add a test by copying questions from an existing test in the Test Library. This option does not modify the original test in the library.
~ Set Up ' Import test questions from saved test or poll questionnaire (*.atp or *.wxt file)
Webex Training Add a test by importing existing test questions from a *.atp file that was created using the Testing & Polling feature.

Praferencas

My Profile

| Next>> || Cancel |

» Support

Hslp
MyResourcea

Downloads
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How to Add a Test to a Webex Training Recording? A workarround

Home Webex Mestings Webex Events Webex Support VWebex Training My Webex

New User Reference c
Select from Test Library

Attend a Sessi
e To create a test based on an existing test in the Test Library, please select a test from following list

» Host a2 Session

Scheduls Training

I Snan Title Description Author Last modified
Handa-On Lab Corona Test Eddy nini undefined Monday. April 27. 2020 8:28 pm
Test Library
My Training Recordings gred Tests
e Description Author Last modified
v SetUp © Corona Test Eddy nini undefined Monday. April 13. 2020 3:48 pm
Webex Treining ' 1ADN231-01 TEST ON WOOD & WOOD-BASED MATERIALS Zeina ghantous Hosni Friday, April 24, 2020 10:50 am
vy =) N
Preferencas
My Profile | <<Back || Next>> || Cancel |
v Support
Hslp

MyRssourcses

Downloada
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Training

Home Webex Meetings Webex Events VWebex Support Webex Training My Webex

New User Reference Scoring Panel

mints: 35
Attend a Session |2 |

+ Host a Session

Scoring guidelines: |

Schedule Training

[y

Inatant Seasion

Handz-Cn Lab Edit || Delste

Teat Library = .

My Training Recordings ‘ 7Quesﬁon 3 , J « Move Up Move Down , Insert Question
» SetUp \What is the name of hospital that held most of casualties

S Ma3ounette
Weabex Training © Hariri
Preferences AUH
NINI

My Profile Haykal

Su rt R Scoring Panel
¥ NNEL Points: XEBOA

Hslp Scoring guidelines:

MyResourcaesa

Downloads Vi
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Home Webex Meetings

New User Reference
Attend a Session
« Host a Session

Schedule Training
Instant Seasion
Handa-On Lab
Test Library

My Training Recordings
« SetlUp

Webex Training
Preferences

My Profile
« Support

Help
MyRezourcsa

Downloads

we

Webeax Events

™

Training

How to Add a Test to a Webex Training Recording? A workarround

Webex Support Webex Training

Test Delivery Options

Delivery method:

My Webex

0 Start this test within a live session

— ® Deliver this test on the website (pre-session and posi-session test)
You have till 5 years ‘

EE)  Time imit

Email attendees:

—

Start date and time:] Aori!

Due date and time] May

® No time limit

v |30 v |[2020 V|
[1_Y|/[00 Y| ®am ©pm

v |20 v|[2025 V|
(2 v|{o0 Y| Oam ®pm

Plan test availability time zones. ..

Plan test availability time zones. .

O Attendees must finish the test within 30 | minutes
" Invitation email to take the test -
Sendtheemail 5  |days0 | hours 0 | minutes before the test starts

" Send this email to all attendees that registéf' after the test starts

. Reminder email after test starts

Nofify hest when an attendee submits a test

¥ Scoring and grading report

— Attempt limit: ' Allow attendees to take the test | time(s)

® No limit

B | Sove || Concel|
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Training

Home Webex Meetings Webex Events Webex Support Webex Training My Webex

New User Reference
Attend a Session
w Host a Session
Scheduls Training
Instant Seasion
Hands-On Lab
Test Library
My Training Recordinga
» SetUp

Webex Training
Prefarences

My Profils
» Support

Hslp
MyRssourcss

Downloads

Manage Test: Corona Test(4)

Test Delivery
Status: Not started
Delivery Method: Delivered outside of the live session. Attendees can take the test from the website anylime between start date and due date.

Start date and time: April 30. 2020 at 1:00 am
Greece Summer Time (Athens, GMT+03:00)

Due date and time: May 20. 2025 at 2:00 pm
Greece Summer Time (Athens, GMT+03:00)

Time limit: {none)

| Change Delivery Options I

Test Questions
Test Title: Corona Test(4)
Test Description:
Author: Eddy nini undefined
Number of allowed attempts: No limit
Number of questions: 3
Display questions: All questicns in one page

| Copy to Test Library || Edit Test |

=N
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Invitation to training session: test2020

(o)

)

Save the link from the email sent to you

|
|
How to Add a Test to a Webex Training Recording? A workarround

messenger@webex.com
Today, 12:46 AM
Eddy.nini ¥

Hello eddy nini,

S Replyall |v

Eddy nini undefined invites you to participate as an attendee in the following online training

session:

Topic: test2020

Host: Eddy nini undefined

Date: Sunday, May 3, 2020

Time: 11:00 am, Greece Summer Time (Athens, GMT+03:00)

Session number: 143 398 895
Session password: TkSMEeKa829

To join the training session

1. Go to https://balamanduni.webex.com/balamanduni/k2/j.php?
MTID=t4e8fbe2f318f3430ac47b978daa24bcS

2. Enter your name and email address.

3. Enter the session password: TkSMEeKa829

4. Click "Join Now".

5. Follow the instructions that appear on your screen.

To view in other time zones or languages, please click the link

https://balamanduni.webex.com/balamanduni/k2/j.php?
MTID=tae32bide87ee6e24bc015a54140ba3fa
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Home Webex Meetings

O
4

New LUs=sr Referen

» Host a Session

Scheduls Training
Instant Session
Hands-On Lab

Tesat Library

» My Training Recordings

v SetUp

Websx Training

Preferencas

My Profile
» Support

Hslp
MvResources

Downloada

we

No recorded training sessions.

™

Training

My Training Recordings

| Searcn | Total 0 recording

Topic Security @ Presenter Type Date ~ Size” Duration Format

@ Disabled # Registration required

Click on topic

Click the topic link of the recording you would like to add the test to.

Click the Modify button.

Scroll down to the File Access Settings section.

In the Display this URL at end of playback: field, paste the link from invitation email.
Optionally, specify additional recording options.

Click the Save button when finished.

After viewing a recording, the viewer will be brought to the session information page where

they can take the test
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call message files

meetings share screen whiteboard
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Q ex Teams

» Instant Messaging : Message others 1:1 or within groups

> Notifications : Receive real-time notifications about content or groups from within the software
or via email

» Comments and Voting : Post comments on blogs, documents, and other items. Vote on posts or content
that others have shared.

» Discussions : Share ideas, ask for advice and gather feedback from coworkers » Online Status of
Coworkers : View the online status of coworkers on the network >  File Sharing : Allows users to send
and open various file types.

» Notifications : Notifies users when they have been contacted or tagged.

» Search : Message content search capability.

» Screen Sharing : Able to share your desktop screen or an application with the rest of the conference.

» Presentations : Presenters can cue up a Powerpoint presentation or other slideshow for display in the
conference.
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> Whiteboarding : Provides a virtual whiteboard for collaborative use.
> Live Chat : Conferences have a text chat feature.
» Hand Raise : Allows conference participants to notifiy conference hosts when they want to speak.




‘ webex Teams

Download WebEx Teams

C & webex.com/downloads.htmi/ w 0 ] ﬂ (4 )

alar]n
cisco \Webex Products v Webex Devices  Plans & Pricing ~ Learn v (Q Host  Join  Signin v

-~

Webex Meetings Webex Teams
Looking for real time video conferencing? Looking for messaging and team collaboration?
HD video for face-to-face meetings One-on-one or group messaging
Flexible audio-only conference call options Digital two-way whiteboarding
Easy screen sharing Rich content and file sharing
Meet across any device Video calling

B8 Download for Windows BB Download for Windows —

Download Teams VDI (Coming soon)

Also available here: Also available here:
’ Download on the GETITON ’ Download on the \ GETITON
« App Store P> Google Play . App Store P Google Play




Q X Teams

No Spaces

3. Connect to a device

@Create a Space

’ Contact
Filterby =

_|_

In the Cisco Webex Teams app, all your work takes
place in spaces where you can send messages, make
calls, have video meetings, share files, and
whiteboards. Spaces work best for a group of
people collaborating on a specific topic or single
project.

1- Go to Spaces, then click +

2- Select Create a Space to start a group
conversation. First, name the space, then select
Create. If you want, you can add people before or
after you create the space



Teams

Create a Space

Q' Search +

Fiterby = Create a space

Start a group conversation with others.

VLE IT taskfcrcel

Q. Add people by name or email (optional)

122

3] Connect to a device
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Create a Space

123



" Teams

+ & v¢ VLEIT Taskforc

Fiterby = Messages Pecple (T Content Schedule & Q

vV VLE IT Taskforce _

Eddy.nini (You)

Add people to this space

(Q roberd 79*_

RD Robert Daou

Pending activation

Rﬁ ; b_ert |. Chreiky e

Active

‘ Robert ). Raad

9 Robert Nini

RS Robert Sa

@ Searching..
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VLE IT Taskforce

3 Connect to a device

" Teams

Messages

-+ & v¢ VLEIT Taskforce

Fiter by = Messages

1 2345 6

WA

i*

OO @ @E

Write a message to VLE IT Taskforce

1 — Attach file

2- capture screen
3- Format Text

4- Emoticon

5- GIF

6- Mention Invitee
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Meeting - video
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o webex Teams

& vr VLE IT Taskforce

hd, Pannia (A) L oantant

© Webex Teams

VLE IT Taskforce

5. Connect to a device

57 Use video system

’ Click to add 1

< I

i

VLE IT Taskforce

Start Meeting

>N Camera

d» Use computer for audio v

R I i ¥ 1]

g Microphone (Conexant ..




‘ webex Teams
Thank you




WebEx Teams (J

" \Video Conferencing
" |nstant
Messaging
= Discussions
" Online Status of
Coworkers

" File Sharing .
" Presentations = White
boarding = Live Chat
WebEx Meeting
" Assign alternate hosts
" Lock meeting room from
Invite = Basic registration



WebEx Training
" Testing and
instructor scoring

= Breakout sessions
= Moderated Q&A



