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At the end of this lesson you will be able to;

* Create a Webex meeting in Canvas for your
students to access

* Start a meeting

* Share your content/screen/website/videos

* Record your content/play it back for students

* Take attendance




Creating a meeting in Canvas.

— DED-SB-Jeff > Jeff Sandbox

Home Virtual Meetings Office Hours Setup Analytics
Syllabus

Modules

Conferences Meetings

Announcements &
People
Quizzes

Grades

Attendance Name Host st Type .
Chat
Assignments ~ FTIEEEs
Pages

Files &

Cengage

uDoIT

Proctortrack

Cisco Webex

Library Resources

1. Click on Webex tab. If it is not
enabled, go to Canvas “settings”
and “navigation” and enable it.

Date

New Meeting

Action

o J oc

2. Select “new
meeting” On the
next screen you will
add the meeting
information



Name the meeting. If you are doing a meeting each week, you can
name it by week or by topic. Create a new meeting each week so you
can record it and play it back.

Virtual Meetings Office Hours Setup Analytics Select the date a nd ti me a nd d u ration
| of the meeting
N
New Meeting
Name Choose Host Center
Meeting date Recurrence
July 20, 2020 11:00 AM (GMT-04:00) v
Duration
1hrs -~ 0 mins

Once you create this meeting, all students in this class can click on
the Cisco Webex link and access the meeting. Once you click create
meeting, you can then press “Host” to start it (next screen)



Click Host to Join as Presenter.
Select edit to change the time
and date of the meeting

Virtual Meetings Office Hours Setup Analytics

Meetings New Meeting

Upcoming Past Mestings Recordings Filters

Name Host Host Type Duration Date Action

Jeff Test 2 Jeffrey Gutkin nstructor hour 0 m Jul 20, 2020 06:00 pm mm




Students will click on see each meeting and will
click “Join”. They can also access the recordings
on this screen

Virtual Meetings Office Hours
Meetings
Upcoming Past Meetings Recordings Filters
Name Host Host Type Duration Date Action




Once you press “host”

this window will open. Jeff Test 2

Monday, Jul 20 2020 | 9:00 PM - 10:00 PM ©
There are seve ral Q Cisco Webex Meetings @ x
options; Jeff Test 2

9:00 PM - 10:00 PM

Mute Microphone,
Turn on and off camera
and start meeting.

If you have a working JG
webcam and microphone
built in you can use

computer for audio. \@

If nOt SElECt that 5J Use video system €% Use computer for audio * () Conexan t HD Audio
pulldown for further
options



Change the arrangement of the
screen items

AT L BST.

Many File Edit Share View Audio Participant Meeting Help

Options 0] 4} Joseph Candela & = B o  Participants (4) x
Q

are found Open the chat o e G ;

in th iS Reco rd a n d peop I e AK 43 Alexander Kareev h g

menu the -~ = sideba rs O Joseph Candela ,

par. meeting! | (_

\ You can mute
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@@@@@.0 participants

4} Jozeph Candela B\ € Alexander Kareey B ) Lana Liddy-LaPadura b

This toolbar of circles will allow you to perform
most of the functions needed to share content
to your class.



0 Cisco Webex Meetings  Hide menu bar

File Edit Share View Audio Meeting Help

© Unmute Me

| oM

Copy Meeting Link

Reclaim Host Role

Ctrl+M

A

The menu in the upper left
hand has some important
controls. Here you can unclick
“anyone can share” to lock the
screen. Other tools such as
“mute on entry” are very
important as well



E

Motes

A

[0 Copy meeting link

% Audio connection
8 Speaker, microphone, and camera

] Connect to a device

Selecting the three dots
allows you to copy the
meeting link if you need to
share it with someone
outside of your class.



Share Content

Optimize for text and images v | () .
If you are using

/ two screens the

ol second would
Sereen' appear here

=
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T Start & Google Chrome [E Microsoft Power... @ Cisco Webex Me...
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0000000
/

Select the Share button to share
content with the class.



For access to your WebEx
dashboard, recordings and
attendance, sign in to your account

by going to
Yy going o

UNION COUNTY COLLEGE
Tooniloreing G oty . O Stk 600 %0

[

SignIn

https://unioncc.webex.com/

Q

Enter your email address

Username

Jjeffrey.gutkin@ucc.edu

Jeffrey.gutkin@ucc.edu



https://unioncc.webex.com/

mmim
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Meetings

Recordings
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Preferences
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Insights
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Downloads
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Feedback

Webex Training

Webex Events

Webex Support

This is your home page: for attendance click here

Jeffrey Gutkin's Personal Room ©

~
J C—J https://unioncc.webex.com/meet/jeffrey.gutkin

More ways to join
Y- J

Start a Meeting Schedule

Upcoming Meetings
9:00 PM - 10:00 PM Jeff Test 2

9:00 AM - 10:00 AM Meeting - Dr. Jeffrey Gutkin

2:00 PM - 3:00 PM WEbex July 21st Class

1:00 PM - 2:00 PM Jeff Test 2 Training

View all meetings

Sta

00

or  UNION COUNTY €Ol

Tromatarming Our Communy.. One Srodent af

English  Classic View = Jeffrey v

New to remote work?

View best practices to ensure a great
meeting experience.

Recent Personal Rooms

Insights

Meetings | hosted

Jun Jun Jul Jul
pal 8 5 12

Participants in meetings | hosted




for UNION CO

Trovsfarming Cwr Comm

English Classic View Jeffrey ~

Go to “my reports”

My profile
My contacts to get your
. attendance logs
My reports
New to remote work?
Sign out

View best practices to ensure a
meeting experience.

:I |- I_.--




cisco W
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Home
Meetings
Recordings
Preferences
Insights
Support
Downloads
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Also on this page are your
recordings. You can share or

download them.

Q Join a meeting or search for a meeting, recording, or transcript

My Recorded Meetings

All

Name

Test Jeff

Test Jeff-20200721 0400-1

Jeff Test 2-20200712 1233-1

Test Jeff-20200706 1625-1

May College Assembly -20200506 1849-1

Security Date Duration Size Format

We're still getting your recording ready, and it
may take up to 24 hours. We'll send you an

email message when it's available.

MP4

12:28 PM 0:00:18 41.8 KB MP4
05/06/2020

2:12:24 261.6 MB MP4

05:37 PM

® English ~ Classic View

or  UNIK
o Tronsform
Jeffrey ~




For more help, view the

Webex Guides @

www.ucc.edu/techsupport
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