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Faculty Quick Start:

Webex Meetings: Hosting a Meeting

m Starting a Meeting

1. When a host starts or a participant joins a
meeting, first step is to set audio and video
options.

2. Once done select “Start Meeting” or “Join
Meeting”

Resource: Get Started with Cisco Webex Meetings for

Hosts

Video: Webex Meetings: The Basics of Hosting a
Synchronous Class
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https://www.tri-c.edu/online-learning/technology-resources/Webex.html
https://help.webex.com/en-us/nrebr3c/Get-Started-with-Cisco-Webex-Meetings-for-Hosts
https://help.webex.com/en-us/nrebr3c/Get-Started-with-Cisco-Webex-Meetings-for-Hosts
https://mediasite.tri-c.edu/Mediasite/Play/596e371a966a459da7e575423654f6301d
https://mediasite.tri-c.edu/Mediasite/Play/596e371a966a459da7e575423654f6301d

1. Participant List:
e As individuals join the meeting their names will appear in the participants list.
e Rightclick on a participant name for options, i.e. change their role, mute them or expel them
from the meeting.
2. ChatPanel:
e Hostand participants can text chat with all or individual participants.
e Participant chat options can be revised by going to the top tab “Participant” > “Assign
Privileges”.
e Video Resource: Webex Meeting: The Chat Function to Engage Students
3. Microphone and Camera Controls:
e Mute/unmute and turn on/off your webcam.
e Usethedrop-down arrow at each setting to change your options.
4. Share Options:
e Host or presenter can share with participants their screen, applications, whiteboard, and
browsers.
e Resource: Share Content in Cisco Webex Meetings and Cisco Webex Events
e Video: Webex Meetings: Sharing Content
5. Record:
e Thesession can be recorded, itis recommended to record to the cloud.
e Video Resource: Webex Meeting: Record a Meeting and Share the Recording
6. Closed Captioning (using Webex Assistant):
e For faculty and staff to request the addition of the Webex Assistant email webex@tri-c.edu
e Onceenabled, selecting the Webex Assistant adds live captioning, as well as a transcript that
can be highlighted during the session.
e Video Resource from Cisco: Cisco Webex Assistant for Webex Meetings
e Video Resource from Tri-C: Webex Assistant: for Live Captioning and Highlights
7. Breakout Sessions:
e Ifnotalready enabled, select the top tab “Breakout Sessions” > “Enable Breakout Sessions”,
the Breakout Session button will then appear on the bottom dock.
e Resource: Webex Meetings | Breakout Sessions
o Video: Webex Meetings: Breakout Sessions

Other functions:

e Switch Between Video Layouts in Cisco Webex Meetings
e Annotate in Cisco Webex Meetings

Other resource videos can be found at: Webex Meetings Tutorial Videos
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https://www.tri-c.edu/online-learning/technology-resources/Webex.html
https://mediasite.tri-c.edu/Mediasite/Channel/webextrainingvideos/watch/d898bad998094fd8ba22d3f708bf43a71d
https://help.webex.com/en-us/5ddww5/Share-Content-in-Cisco-Webex-Meetings-and-Cisco-Webex-Events
https://mediasite.tri-c.edu/Mediasite/Channel/webextrainingvideos/watch/b7a6fc3890d341aab4278cb04dbb16a91d
https://mediasite.tri-c.edu/Mediasite/channel/webextrainingvideos/watch/331374b3db474d5fb647095d8d267f311d/217000
mailto:webex@tri-c.edu
https://help.webex.com/video?videoId=6136151420001
https://mediasite.tri-c.edu/Mediasite/Channel/webextrainingvideos/watch/3c8e3752f796414a9ab128dee16519a21d
https://help.webex.com/en-us/nroo6fs/Webex-Meetings-Breakout-Sessions
https://mediasite.tri-c.edu/Mediasite/Channel/webextrainingvideos/watch/c141283f49b140d0ae7734cec25adf6f1d
https://help.webex.com/en-us/5hbazy/Switch-Between-Video-Layouts-in-Cisco-Webex-Meetings-and-Cisco-Webex-Events
https://help.webex.com/en-us/n03wop9/Annotate-in-Cisco-Webex-Meetings
https://mediasite.tri-c.edu/Mediasite/Channel/webextrainingvideos/browse/null/most-recent/null/0?_ga=2.103590406.740764045.1604321904-58669306.1599239321

