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Introducing WebEx Integration
to Outlook

If you want to... See...

get an overview of WebEXx Integration to About WebEXx Integration to Outlook (on page 5)
Outlook

get an overview of each Integration to About the Integration to Outlook options (on
Outlook option page 6)

About WebEXx Integration to Outlook

WebEx Integration to Outlook provides a convenient way for you to schedule or start
online meetings or Audio Only meetings using Microsoft Outlook. Using Integration
to Outlook, you can perform these activities without the need to use your WebEx
service Web site—that is, the site on which you normally schedule and join your
online meetings.

WebEx Integration to Outlook is a WebEx Productivity Tool for Microsoft Outlook.
WebEx Productivity Tools are automatically installed on your computer when you log
in to your WebEx service Web site, and are automatically updated when new versions
are available. You can also install Productivity Tools manually. For more information,
see Installing WebEx Productivity Tools (on page 42).

Once WebEx Productivity Tools are installed, WebEx integration options appear in
Microsoft Outlook, allowing you to quickly schedule an online meeting.
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Note: Before you use WebEx Integration to Outlook, ensure that:

*  You have a user account on your WebEx service Web site.

= The Integration to Outlook option for WebEx Productivity Tools is available on your
WebEx service Web site.

= Your computer is connected to the Internet.

*  You are familiar with Microsoft Outlook.

When scheduling a meeting, you can invite attendees using any of your Outlook
address lists, including the Global Address List, Personal Address List, or Contacts
folder. Attendees whom you invite to a meeting do not need to use Integration to
Outlook to join the meeting.

To provide security for your meetings, Integration to Outlook uses 128-bit SSL (Secure
Sockets Layer) encryption for all data it sends to and retrieves from your WebEx
service Web site.

WebEx Integration to Outlook also provides the following:

= quick access to My WebEx on your WebEx service Web site, which includes your
personal list of meetings, user profile, and other account options

= afeature for starting a One-Click instant meeting (not available for all WebEx
service sites)

= templates for meeting invitations

About the Integration to Outlook options

After the WebEx Productivity Tools are installed, the WebEx integration toolbar
appears in the Microsoft Outlook window:

i Eile Edit View Go TIook actons Help
Eonimew =4 M X | CuRepl CERepl to All (3 Fory Click and drag one of these lines to "float out" the

e WebEX toolbar, as you can with the Microsoft Outlook
: & oe-click meetinal [ schedule mesting]| e - toolbars.

WebEx Integration =I= Clicking the X button closes the floating toolbar. To

- = regain the toolbar, right-click any Microsoft Outlook
A One-Click Meeting | S Schedule Meeting | WebEx - toolbar, and then choose WebEx Productivity Tools.

The following table describes the WebEx Integration toolbar buttons.
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Button Description

One-Click Meeting Starts a One-Click meeting. A One-Click meeting is an instant
meeting that you can start at any time, without having to schedule the
meeting in advance. For details, refer to the One-Click User's Guide
on your WebEx service Web site.You can specify options for instant
meetings on the Instant Meetings tab of the WebEx Settings dialog
box. For details, see Setting Up WebEx Productivity Tools (on page
44).

Schedule Meeting Clicking this button opens the Outlook Appointment window, which
contains Integration to Outlook options for scheduling an online
meeting. You can specify options for scheduled meetings on the
Scheduled Meetings tab of the WebEx Settings dialog box. For
details, see Setting Up WebEx Productivity Tools (on page 44).

Note: the Meeting window in Outlook also contains the WebEx
integration options.

WebEXx Settings = Clicking this button opens a menu that provides the following
options:

= My WebEx—Lets you access My WebEX, in which you can
manage your account information and the meetings that you
scheduled, on your WebEXx service Web site. For details about
My WebEX, refer to the online Help on your site.

= Account Settings—Opens the Account tab of the WebEXx
Settings dialog box and lets you specify your WebEx user
account information—that is, the URL of your WebEXx service
Web site and your user name and password. You can also
specify additional options in the WebEx Settings dialog box, such
as options for instant meetings and scheduled meetings.

= Meeting Templates—Lets you view templates that you or your
site administrator saved on your WebEx service Web site. The
templates contain meeting settings. You can select the template
that meets your needs. Meeting templates are available only if
site administration settings allow hosts to use templates for
Outlook.

=  Set Scheduling Permission—Opens the My WebEx Profile
page on which you can assign a delegate to schedule or edit
meetings on your behalf. For details, see Assigning a delegate to
schedule meetings for you (on page 19).

= Help—Lets you look up instructions for using WebEXx Integration
to Outlook.

=  About—Lets you view the version number and license and
patent information about WebEXx Integration to Outlook.



Scheduling a Meeting

If you want to... See...

get an overview of scheduling a meeting About scheduling a meeting (on page 9)
using Integration to Outlook

set up a meeting and invite attendees to the | Setting up a meeting and inviting attendees (on

scheduled meeting page 10)
assign a delegate to schedule or edit Assigning a delegate to schedule meetings for
meetings for you you (on page 19)

About scheduling a meeting

To schedule an online meeting using WebEx Integration to Outlook and to send
meeting invitations, be aware of the following:

= Integration to Outlook provides basic options for scheduling a meeting. Some
options that appear on your WebEx service Web site are not available in
Integration to Outlook.

= Integration to Outlook does not support all of the recurrence options that are
available in Microsoft Outlook. For details, see Specifying a recurrence pattern for a
meeting (on page 16).

* In any meeting invitations that you send from Microsoft Outlook, the meeting's
starting time appears in the time zone that is set on your computer, not in your site
preferences for your WebEx service.

On your WebEx service Web site, all meeting times appear in the time zone that
you set in your site preferences, regardless of the time zone that is set on your
computer.
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Setting up a meeting and inviting attendees

If you want to...

set up a meeting using Integration to
Outlook

set up an Audio Only meeting using
Integration to Outlook

invite attendees to a scheduled meeting

specify a recurring meeting

Setting up a meeting

10

See...

Setting up a meeting (on page 10)

Setting up an Audio Only meeting (on page 13)

Inviting attendees (on page 15)

Specifying a recurrence pattern for a meeting (on
page 16)

To set up an online meeting using WebEx Integration to Outlook, open a new Meeting
Request or Appointment window in Outlook, and then specify information and

settings for the meeting.

To set up a meeting using Integration to Outlook:

1 Do either of the following in Microsoft Outlook:
= Click Schedule Meeting on the WebEx toolbar.
* On the File menu, choose New > Meeting Request or New > Appointment.

A scheduling window appears with the Add WebEx Meeting button.
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iE Untitled - Meeting

i File Edit Yew jnsert Format Jook  Actions  Help
iid3gend | (4§ i B | {3Recyrence... [ACancellpvitation | ! & b E-'l

Subgect: ||

Location: W | Labesl: D Hahe w
Stwttens; | Tue 3/7/2006 w | [400FM v [l day svent

g tine: Tue 372006 v (430w

[Flmerindsr: |15 mirtes - St time: as: | Il Busy -

s ren ot i

Conkacts.. Erivate (]

2 Do the following to specify general meeting information:

= Type a topic for the meeting in the Subject box.

* In the Start time and End time drop-down lists, specify the starting and ending
times for the meeting, respectively.

= Optional. To specify a recurrence pattern for your meeting, click Recurrence,
and then select recurrence options. For details, see Specifying a recurrence
pattern for a meeting (on page 16).

=  Optional. Specify other options that Microsoft Outlook provides, such as a
meeting reminder.

3 Click Add WebEx Meeting to specify meeting settings.

4 If the Account tab of the WebEx Settings dialog box appears, type the necessary
information, and then click OK.

The WebEx Settings dialog box appears. If you are scheduling the meeting for
another host, a message, "You're scheduling for [host name]," indicates that in the
WebEx Settings dialog box.

11
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* WobEx Settings ]
Meeting Information

L&I Service bype: |Hle‘eti1qlierter Fro messting l]

Meating password: | |

-

o List this meeting on the WebEx site

¥ Attendess can join meeting (15 jnmubefnrbmhm

Ao B Tracking |ms-l:rd:|-r| | Resources
fundio Conférencd

§1 Conference type: [WibEx fude =l
- ™ Dizplay ghobal cal-in frmbers bo sttendess
™ Artendess can sico join beleconferance befone tarting time

Eritry & eodk bons: | No Tone vi

Tracking code
Hik Tracking code: | None

et -_ t Tracking Code...
* Required flelds I oK I AR ]

™ Sawe a5 defoul

Specify WebEx meeting settings, and then click OK.
For details, see Setting Up WebEx Productivity Tools (on page 44).

Do one of the following, as appropriate:

= Send a meeting invitation to attendees. For details, see Inviting attendees (on
page 15).

= Click Save and Close, and invite attendees to the scheduled meeting at a later
time.

Integration to Outlook contacts your WebEx service Web site, and then adds the
scheduled meeting to:

your Outlook calendar

the list of meetings on the My WebEx Meetings page on your WebEx service Web
site

your Personal Meeting Room page, if your account includes one
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Setting up an Audio Only meeting

To set up an Audio Only meeting using WebEx Integration to Outlook, open a new
Meeting Request or Appointment window in Outlook, and then specify information
and settings for the meeting.

To set up an Audio Only meeting using Integration to Outlook:

1 Do either of the following in Microsoft Outlook:
* Click Schedule Meeting on the WebEx toolbar.
*  On the File menu, choose New > Meeting Request or New > Appointment.

A scheduling window appears with the Add Audio Only Meeting button.

& Status meeting - Appointment

P Fe Edt View [nsert Formst ook Actions  Help
il saveandciose | 4 | ! B | X | & & snaglt P | window - B
: i@ Add WebEx Meeting | () Add Audio Only Meeting.

Appoinkment |  Scheduling

Subject: Stabus mesting

Location: ~ | Lapel: [] None

Skark bime;. Mon 1062008 v |2:30PM v [C]Alday event

End time: Mon 10{8/2008 v| [300mm

[Flpeminder: | 15 minustes ~ Show time a5: | [l Busy W

|

Contacks... Categories... Priwats

2 Do the following to specify general meeting information:

= Type a topic for the meeting in the Subject box.

* In the Start time and End time drop-down lists, specify the starting and ending
times for the meeting, respectively.

= Optional. To specify a recurrence pattern for your meeting, click Recurrence,
and then select recurrence options. For details, see Specifying a recurrence
pattern for a meeting (on page 16).

=  Optional. Specify other options that Microsoft Outlook provides, such as a
meeting reminder.

13
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3

4

Click Add Audio Only Meeting to specify Audio Only meeting settings.

If the Account tab of the WebEx Settings dialog box appears, type the necessary
information, and then click OK.

The WebEx Settings dialog box appears. If you are scheduling the meeting for
another host, a message, "You're scheduling for [host name]," indicates that in the
WebEx Settings dialog box.

M WebEx Settings El
Meeting Information
@] Zervice bype: |Mmimg Center Pay-per-use meeting j
Mesting password: | 8n787L2a .

I™ Excdude password from email invitation
¥ List this mesting on the WebEx ste
¥ Attendees can join mesting |15 -lrriru.mﬁhdures:arbhgm

Audio & Tracking |Re;istrekim | Resources |
Audio Conference

g oo e |

* Required Fields 1 oK | Cancel
[ Save as default

Specify WebEx meeting settings, and then click OK.
For detalils, see Setting Up WebEx Productivity Tools (on page 44).

Do one of the following, as appropriate:

= Send a meeting invitation to attendees. For details, see Inviting attendees (on
page 15).

= Click Save and Close, and invite attendees to the scheduled meeting at a later
time.

Integration to Outlook contacts your WebEx service Web site, and then adds the
scheduled meeting to:

your Outlook calendar

the list of meetings on the My WebEx Meetings page on your WebEx service Web
site

your Personal Meeting Room page, if your account includes one
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Inviting attendees

When using WebEx Integration to Outlook to schedule a meeting, you can invite
attendees by selecting their names or email addresses in any of your Microsoft Outlook
contacts lists. For example, if your organization maintains a Global Address List, you
can invite attendees by selecting their names in that list. You can also invite attendees
who are not in an Outlook contacts list by entering their email addresses.

Once you invite an attendee to a scheduled meeting, he or she receives an invitation
email message. The email message includes information about the meeting—including
its password—and a link that the attendee can click to join the meeting.

To send meeting invitation:

1 If you have scheduled a meeting using WebEx Integration to Outlook, open the
meeting item in your Outlook calendar.

If you opened an Appointment window, click Invite Attendees to see the To box.
The following figures show an example.

® Untitled - Appointment

! Ele Edt Wew [Insert Format Took  Actions  Help
ihwmmﬂlidwmcm 4 @ | O recurence... | invite Attencees | 1 3 | X

After you click Invite Attendees, the To box appears, in which you can enter attendees' names or
email addresses

D Elle Edt Yew [rsert Format ook Actions  Help
iﬁmmmmlégﬁaﬂ 4 i | B | OvReqgrence... | S Cancel Ipvitation | T B | X

To remove the To box, in which you can enter attendees' names or email addresses and invite
them, click Cancel Invitation.

2 Enter attendees' names or email addresses in the To box, and then click Send.

15



Chapter 2: Scheduling a Meeting

Specifying a recurrence pattern for a meeting

Using Microsoft Outlook recurrence options, you can specify a recurrence pattern for
your online meeting. For example, you can specify that a meeting recurs at 2 p.m.
every Wednesday until a specific date. WebEx Integration to Outlook schedules the
meeting on each day that you specify in the recurrence pattern.

The recurrence options that you can use with WebEx Integration to Outlook are
limited to the options that are available on your WebEx service Web site. Depending
on your WebEx service, the use of a recurrence pattern may not be supported. To learn
which recurrence patterns that Integration to Outlook does not support, see
Recurrence patterns that Integration to Outlook does not support.

To specify a recurrence pattern for an online meeting:

1 In the Meeting or Appointment window for the meeting, click Recurrence.

! Elle Edit Wew [ncert Fprmat Took  Actions  Help Click Recurrence to set a recurrence
s o pattern for your meeting.
 ig Add WabEx h'laﬁtrg! =1%and | ;4 @ | [ 8 {¥Reasrence...

2 Specify the options in the dialog box, and then click OK.
Recurrence pattern support in WebEx Integration to Outlook

The following table shows how Outlook recurrence patterns are handled in WebEx:

WebEx Meetings

Converted to WebEx Meeting

Type Outlook Option Option

Every [X] days Every [X] days
Daily

Every weekday Every weekday

16



Type

Weekly

Monthly

Yearly

End date

Outlook Option

Every [x] weeks on: [Sunday, Monday,
Tuesday, Wednesday, Thursday, Friday,
Saturday]

Day [x] of every [y] months

The [first, second, third, fourth, last] day
of every month

The [first, second, third, fourth, last]
weekday or weekend day

The [first, second, third, fourth, last]
Sunday, Monday, Tuesday, Wednesday,
Thursday, Friday, Saturday] of every [x]
months

Every [January....December] [1,....31]

[first, second,third, fourth, last]
[day,weekday,weekend day] of
[January....December]

[first, second,third, fourth, last] [Sunday,
Monday, Tuesday, Wednesday,
Thursday, Friday, Saturday] of
[January....December]

No end date.

End after [x] occurrences.

End by [date input]

Chapter 2: Scheduling a Meeting

Converted to WebEx Meeting
Option

For Meeting Center and Sales Center
meetings:

Every [x] weeks on: [Sunday, Monday,
Tuesday, Wednesday, Thursday,
Friday, Saturday]

For Event Center events and Training
Center training sessions:

Every week on: [Sunday, Monday,
Tuesday, Wednesday, Thursday,
Friday, Saturday]

If you schedule a meeting that repeats
every X week, where X is greater than
1, in Microsoft Outlook, the meeting
will be scheduled in Outlook as you
specified, but will appear as a weekly
meeting on your WebEXx service site.

Day [x] of every [y] months

Day [1,2,3,4,31] of every month

Not supported

The [first, second, third, fourth, last]
Sunday, Monday, Tuesday,
Wednesday, Thursday, Friday,
Saturday] of every [x] months

Every [January....December] [1,....31]

Not supported.

[first, second,third, fourth, last]
[Sunday, Monday, Tuesday,
Wednesday, Thursday, Friday,
Saturday] of [January....December]
No end date.

End after [x] occurrences.

End by [date input]

17
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WebEx Audio Only Meetings

Type

Daily

Weekly

Monthly

Yearly

End date

Outlook Option

Every [X] days

Every weekday

Every [x] weeks on: [Sunday, Monday,

Tuesday, Wednesday, Thursday, Friday,
Saturday]

Day [x] of every [y] months

The [first, second, third, fourth, last] day
of every month

The [first, second, third, fourth, last]
weekday or weekend day

The [first, second, third, fourth, last]
Sunday, Monday, Tuesday, Wednesday,
Thursday, Friday, Saturday] of every [x]
months

Every [January....December] [1,....31]
[first, second,third, fourth, last]
[day,weekday,weekend day] of
[January....December]

[first, second,third, fourth, last] [Sunday,
Monday, Tuesday, Wednesday,

Thursday, Friday, Saturday] of
[January....December]

No end date.

End after [x] occurrences.

End by [date input]

Converted to WebEx Audio Only
Meeting Option

Every day

Every weekday

Every [x] weeks on: [Sunday, Monday,
Tuesday, Wednesday, Thursday,
Friday, Saturday]

Day [x] of every month.

Day [1,2,3,4,31] of every month.

Not supported.

The [first, second, third, fourth, last]
Sunday, Monday, Tuesday,
Wednesday, Thursday, Friday,
Saturday] of every [x] months

Not supported.

Not supported.

Not supported.

If time period is longer than one year, it
is converted to one year.

If time period is longer than one year, it
is converted to one year.

If time period is longer than one year, it
is converted to one year.

Note: If you use Integration to Outlook to modify meeting settings for a recurring meeting, you
must apply the changes to the entire series of the meeting. For example, if you apply the changes
to just a single occurrence of the meeting, the changes will show only in Outlook, not on your

WebEx service Web site.
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Assigning a delegate to schedule meetings for you

WebEx Integration to Outlook allows you to assign a delegate to schedule or edit
meetings on your behalf.

For example, if you need to host WebEx meetings on a regular basis, you can give your
assistant permission to schedule meetings for you.

After being given permission, your delegate can schedule, edit, cancel, and start
meetings for you.

To assign a delegate to schedule meetings for you, do both of the following:

*  On your WebEx service Web site, give the delegate scheduling permission. For
details, see Assigning a delegate on your WebEx service Web site (on page 19).

* In Microsoft Outlook, select the delegate and share your calendar with him or her.
For details, see Assigning a delegate in Microsoft Outlook (on page 21).

Important:

= A meeting that your delegate scheduled will appear in your calendar. If you want to edit it,
you must have WebEx Integration to Outlook 3.1 or a later version installed on your
computer.

=  Atany time, you can remove scheduling permission from your delegate.

Assigning a delegate on your WebEx service Web site

To assign a delegate, you give him or her scheduling permission on the My WebEx
Profile pagean My WebEx pagethe My Profile page on your WebEx service site. You
can go to the page directly from Microsoft Outlook.

If you want to go to the My WebEx Profile page without using Microsoft Outlook, you
can log in to your WebEx service Web site, and then click My WebEx > My Profile.

Besides giving scheduling permission on your WebEx service Web site, you must also
share your calendar with the delegate in Microsoft Outlook. For details, see Assigning a
delegate in Microsoft Outlook (on page 21).

Important:

= Ifyou do not see the option to assign a delegate on your WebEx service Web site, ensure
that your site administrator turns on the feature.

*  Your delegate must also have a WebEx host account on your WebEx service Web site.

= The email addresses for both your and the delegates' accounts on your WebEx service Web
site must match those in Microsoft Outlook.

19



Chapter 2: Scheduling a Meeting

To assign a delegate on your WebEx service Web site:
1 In Microsoft Outlook, click WebEx.

2 On the menu that appears, choose Set Scheduling Permission.

Skart Audio Only Meeting
Start a Scheduled Meeting. ..

Jaoin a Meeting...

My WebEx

Accounk Setkings...

Meeting Templates. ..

Set scheduling Permission. .

Help

Ahauk

The My WebEx Profile pageMy Options/Online Sessions pagethe My Profile page
appears.

3 Click Select From Host List.In the Scheduling Permission area, select an available
host's name, and then click the left-pointing arrow.

Sohedul mission
isling permissh [ SelectFromHostlist. |

To alivey ottes r hoats o S0 hadule maetings om powr behal, ook Select From Hos List

Povadabie ke bastng Canme, Tmning Cemer, Sales Cone e ard WabEx sy meon w Ootibak)

Hoyou sm patfing echaduling pe masons using ‘Wablx Inwgation o Quticok, snsum Het you sist deegases
B GIFRE e I BOEEES 0 T S AT i s Outbok

4 In the Select Hosts window that appears, select the email address of the delegate,
and then click Add > OK.

5 Click Update.

20
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Assigning a delegate in Microsoft Outlook
To assign a delegate, you share your calendar with him or her in Microsoft Outlook.

Besides sharing your calendar in Microsoft Outlook, you must also give scheduling
permission on your WebEx service Web site. For details, see Assigning a delegate on
your WebEx service Web site (on page 19).

Important:

= Ensure that the calendar you share does not reside in your personal folder in Microsoft
Outlook. Your delegate can access your calendar only if it resides in a public folder.

= The name of the delegate you want to assign must be in the Global Address List in your
Microsoft Outlook.

To assign a delegate in Microsoft Outlook:

1 On the Tools menu, choose Options.

2 On the Delegates tab, click Add.

3 Select the delegate's name, and then click OK.

4 In the Delegate Permissions dialog box, select Editor in the Calendar drop-down
list, and then click OK.

Delegate Permissions: Scott Yu rzl
This chebagate s the Folowinsg permissions
_E TN TR o [can read, cresks, and modify tere) R
[] Debagate recerves copies of mesting-relsted mesesges sent bo me

. f i Tasks Edibor {can read, creste, snd modiy Rees) | W

_-_II Eribox o o
82| contacts |rore -
A Hotes o W

ﬂmrm bl

D.ﬁ.l.tn'n.ﬂxdp send & message bo delegate summarizing thess permissions
[] bvebogate can sen my privabe kems

L o ][ comem |

5 Click Apply > OK.
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Scheduling for Another Host

If you want to... See...

get an overview of scheduling on behalf of About scheduling a meeting for another host (on
another host page 22)

schedule a meeting or an appointment for Scheduling a meeting or an appointment for
another host another host (on page 23)

start a meeting for another host Starting a meeting for another host (on page 24)

About scheduling a meeting for another host

22

Delegates only

You can schedule a meeting on behalf of another host if the host gave you the
permission to do so.

For example, if you are an administrative assistant to a director who needs to host

WebEx meetings on a regular basis, the director can assign you to schedule meetings
on his or her behalf.

With scheduling permission given by another host, you can schedule, edit, and cancel
meetings for that host.

Before you schedule a meeting for another host, ensure that:

*  You have a WebEx host account. To obtain a WebEx host account, contact your
site administrator.

* The WebEx Integration to Outlook add-in program is installed in your Microsoft
Outlook.

* The actual host does the following:
= gives you scheduling permission on the WebEx service Web site. For details,
see Assigning a delegate on your WebEx service Web site (on page 19).
= selects you as a delegate in Microsoft Outlook and shares his or her calendar
with you. For details, see Assigning a delegate in Microsoft Outlook (on page 21).
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Note:

= After scheduling a meeting on behalf of another host, you can also start the meeting for that
host, if necessary. For details, see Starting a meeting for another host (on page 24).

= Atany time, the actual host can remove scheduling permission from you.

Scheduling a meeting or an appointment for another
host

Delegates only

To schedule a meeting or an appointment for another host, first open the host's
Microsoft Outlook calendar, which the host already shared with you.

To schedule a meeting or an appointment for another host:
1 Open the other host's calendar in Microsoft Outlook by doing the following:

a) On the File menu, choose Open > Other User's Folder.
The Open Other User's Folder dialog box appears.

Open Other User's Folder E]
Baere, .

Fiobdar bypes: | Calandsr L

b) Type the name of the actual host or click Name to select the actual host's
name.

c) Select Calendar in the Folder type drop-down list, and then click OK.
The shared calendar appears.

Note: There are multiple ways of opening another person's calendar, depending on
how you customize your views in Microsoft Outlook. For details, see the Microsoft
Outlook Help.
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2 Ifyou are viewing multiple calendars side by side, ensure that you select the actual
host's calendar by clicking it once.

3 Open a new Meeting Request or Appointment window in Outlook, and then
specify information and settings for the meeting. For details, see Setting up a
meeting and inviting attendees (on page 10).

If you are scheduling the meeting for another host, a message indicates that in the WebEx Settings dialog
box .

D Elle Edt Yiew [reert Format Jook  Actiors  Help

: [ Save and Chos | (4 @ | O Reourrence... | invite Attendesss | 1 8 | X | &+ - o - i

[ 2 webex Mostng | * WebEx Settings

Appointment Scheduing
¥ viou're scheduling for edw.
Subject: Template and Passwerd
ocation; ﬂl Missting bempdsess | MC: Meeting Cenker Defaut B
Ieating password: [l |
ket i, Fril £ 16/ 2006 w30 : [
Engtme: Fii 6/16/2006 5| [5100Ph I T RS vt i
I Dok kst this mesting on the WebEx site
[Flaemnder: |15 mirutes w Shd
Garr sl Sattings ﬁdvﬂed'&ﬂrqsl
|

You can also edit or cancel the meeting you scheduled. For details, see Editing a
scheduled meeting (on page 27) and Canceling a meeting (on page 28).

Starting a meeting for another host

Once you schedule a meeting for another host, the actual host receives a confirmation
email message in his or her Microsoft Outlook. First ensure that the actual host still
shares his or her calendar with you in Microsoft Outlook. Then you can start the
meeting from the host's calendar.

To start a meeting for another host:
1 Open the other host's calendar in Microsoft Outlook by doing the following:

a) In Microsoft Outlook, on the File menu, choose Open > Other User's Folder.
The Open Other User's Folder dialog box appears.
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Open Other User's Folder

b) Type the name of the host or click Name to select the host's name.

c) Select Calendar in the Folder type drop-down list, and then click OK.
The shared calendar appears.

Note: There are multiple ways of opening another person's calendar, depending on
how you customize your views in Microsoft Outlook. For details, see the Microsoft
Outlook Help.

Double-click the meeting item in the other host's calendar.

The confirmation email message appears.

To start the meeting, follow the instructions in the email message, and ensure that
you log in to your own WebEx host account on the WebEx service Web site.
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Editing and Canceling Scheduled
Meetings

If you want to... See...
edit a scheduled meeting Editing a scheduled meeting (on page 27)
cancel a scheduled meeting Canceling a meeting (on page 28)

Editing a scheduled meeting

Once you schedule a meeting using WebEx Integration to Outlook, you can use
Outlook to edit it at any time. For example, you can change its starting time, specify a
new password, choose a teleconferencing option, and so on.

Once you edit a scheduled meeting, Integration to Outlook sends an updated meeting
invitation to any attendees whom you invited to the meeting and also updates the
meeting information on your WebEx service Web site.

To edit a scheduled meeting:
1 On your Microsoft Outlook calendar, open the item for the scheduled meeting.
2 Edit meeting information or change options on either the toolbar or on the
Appointment tab.
For example:

= To change the WebEx meeting settings, click Change Settings.

* To remove the WebEx meeting settings previously set, click Cancel WebEx
Meeting.

* To add or change a recurrence pattern, click Recurrence.
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* To edit the text in the meeting invitation email message, do it on the
Appointment tab.

3 Do one of the following, as appropriate:
* To send the updated meeting invitation to invited attendees and save the
updated meeting in your Outlook calendar, click Send Update.
* To save the updated meeting to your Outlook calendar, click Save and Close.
Integration to Outlook contacts your WebEx service Web site and updates the
meeting on the site.
Important:

If you edit a WebEx meeting using your WebEx service Web site, your changes will not
show in Microsoft Outlook. For example, if you change the meeting's starting time using
your site, the starting time does not change on your Outlook calendar. Therefore, WebEx
meeting service recommends that you use only Outlook to edit a meeting.

If you reschedule or cancel a single occurrence of a recurring WebEx meeting using
Microsoft Outlook, the changes will show only in Outlook, not on your WebEx service Web
site. For example, if you change the starting time of a single occurrence of a recurring
WebEx meeting in Outlook, attendees can still join the meeting at the old starting time.
Therefore, if you want to modify a recurring meeting using Outlook, WebEx meeting
service recommends that you apply the changes to the entire series of the meeting.

Canceling a meeting

28

You can cancel a meeting in Microsoft Outlook. When canceling a meeting, you can

also send a cancellation notice to all attendees whom you invited to the meeting.

WebEx Integration to Outlook also contacts your WebEx service Web site and cancels,

or removes, the meeting from your site. A message appears, confirming that your

1

meeting was removed.

To cancel a scheduled meeting:

In Microsoft Outlook, do any of the following:
= Open the meeting item. On the toolbar, click

X |

*  Open the meeting item. On the File menu, choose Delete.
= Select the meeting item in the calendar. Right-click, and then choose Delete.
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2 Choose whether to notify invited attendees or not, and then click OK.

Microsoft Office Outlook X

) Thee attendaes have not been notified that
. this mesting "“Staff Meeting” has been
canceled. Choose one of the following:

(3 Send cancellation and delote meeting,
() Delete without sending a cancellation.

L_ox J[ coxe |

3 Click OK in the confirmation box.
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Starting a Meeting

If you want to...

get an overview of starting a meeting

start your scheduled meeting from Outlook

starting an Audio Only meeting

start your scheduled meeting from your
WebEXx service Web site

About starting a meeting

See...

About starting a meeting (on page 31)

Starting a meeting from Microsoft Outlook (on
page 32)

Starting an Audio Only meeting (on page 34)

Starting a meeting from your WebEx service site
(on page 34)

After you schedule a meeting using WebEx Integration to Outlook, you can start the
meeting from your Microsoft Outlook or your WebEx service Web site.
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Starting a scheduled meeting from Microsoft
Outlook

To start a meeting from an Outlook meeting item:

In your Microsoft Outlook calendar, open the meeting item, and then click the link to
start the meeting.

The following figure shows an example of a meeting item.

(To. | [obmrngn Click this link to start
your meeting.
Subject: Praject PLanning

Leceranticans ol

Shart time; Wed 62112005 w | 430FM (v [ ]aday event
Ene timg: W 62112006 | |HODPM v
DEE’!TI‘dH: it Shoy time sz | [ Busy w

Mesting Workspacs. .. [ This s conline: meetineg using:

You schaduled this meeling

Date: Wednesday, June 21, 2006

Time: 4:30 P Pacific Daylght Time (GWT -O7;00)
Meating Number, 017 425 255

Mesting Password: 111111

1. Gao 1c|htlu-:. feonin webex comiPSga] php?S=1T405255 |
2, Logn o yoor I

3. Chck “Stan Mow™
4. Follow the instructions that appear on your screen to join the teleconference.

Important: The link that appears in your meeting item is for meeting hosts only. The link that
appears in attendees' invitations is a different link, which attendees can click to join the meeting.
For more information, see Joining a meeting from the invitation email.
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To start a scheduled meeting from the WebEx menu in Outlook:

1 In Microsoft Outlook, click WebEx.

Start Audio Onlky Meeting
Skart a Scheduled Meeting. ..

Join a Meeting...

Pl w'ebEx

Accounk Setkings. ..

Meeting Templates...

Set scheduling Permission. .

Help

Abouk

2 On the menu that appears, choose Start a Scheduled Meeting.

The Start Scheduled Meeting dialog box appears and displays a list of meetings you
have previously scheduled.

"{ Start Scheduled Meeting

Select the meeting you want Lo start:

Topkc [ Dats [ Tome [ Mesting o [
Documentation. .. Tue Bf28T2008 4100 PM 243 470 451
Shatus meeting Tue B 2872008 2130 PM 341 479 192
Schachuls revise  Tus Bf26[2008 25 340 006 350

3 Select the meeting you want to start.

4 Click Start.
Your meeting starts and the Meeting Manager window opens.
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Starting a meeting from your WebEx service site

To start a meeting from your WebEx service site:

1 In Microsoft Outlook, click WebEx.

Skart Audio Only Meeting
Start a Scheduled Meeting. ..

Join a Meeting...

My ebEsx

Accounk Setkings...

Meeting Templates. ..

Set scheduling Permission. .

Help

Ahauk

2 On the menu that appears, choose My WebEx.
The My WebEx Meetings page appears.

Note: You may be asked to log in to your WebEx service site if you are not already logged
in.

3 Make sure The meetings you host is selected in the list at the top of the page.

4  Click Start next to the meeting you want to start.

Starting an Audio Only meeting

To start an Audio Only meeting from the WebEx menu in Outlook:

1 In Microsoft Outlook, click WebEx.
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Start Audio Onlky Meeting
Skart a Scheduled Meeting. ..

Join a Meeting...

Pl W'ebEx

Accounk Setkings. ..

Meeting Templates...

Set scheduling Permission. .

Help

Abouk

2 On the menu that appears, choose Start Audio Only Meeting.
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Joining a Meeting

If you want to... See...

get an overview of joining a meeting About joining a meeting (on page 37)

join a meeting from the invitation email Joining a meeting from the invitation email (on
message page 37)

join a meeting from the WebEx service Web | Joining a meeting from the WebEx service Web
site site (on page 40)

About joining a meeting

If you use WebEx Integration to Outlook to schedule a meeting and invite attendees to
the meeting, they receive an invitation email message that includes a link that they can
click to join the meeting.

Meeting attendees can also join a meeting from your WebEx service Web site.

Joining a meeting from the invitation email

In attendees' email programs, they open the invitation email message that they
received, and then click the appropriate link in the message to join the meeting.

The invitation email message or registration confirmation email message that
attendees receive contain the necessary information they need to join the meeting,
such as the meeting number, meeting password, or registration ID.
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O Click this link to join the
Cptional: meeting.

Subject:  Praject Planning

Location:  online

When:  ‘Wednesday, June 21, 2006 4:30 PM-5:00 PHL
Janet Parker inies you o an online meeting using WebEx

Date: Wednesday, June 21, 2006

Time: 430 PM Pacific Daylight Time (GMT -07-00)
Mesting Murmber: 017 425 255

Meeting Password: 111111

To join this meeting

1. Go t4 hzggg .-'J’mg o EEE’ ggm-' %%%’J Elﬁgﬂg—ﬁ'd@ I
2. Erter The meeling passward.

3. Click “Jain Mow™.
4. Follow the instructions that appear on your screen o join the teleconference.

Ta only poin the telecaorferance

Provade your phone number when you join the meeding to receive a call back. Or, call the
Calkin toll-free nurmber (US/Canada); 1-408-904-1700

Calkin nurber (US/Canada); 1-405-904-1700

Tollfree dialng restnctions: hitp: M . carm (I _riganiction

bittpe e webes com

Joining a meeting from the WebEx menu in Outlook

38

To start a scheduled meeting from the WebEx menu in Outlook:

1 In Microsoft Outlook, click WebEx.



| Start Audio Oy Meeting
Skart a Scheduled Meeting. ..

Join a Meeting...

Pl W'ebEx

Accounk Setkings. ..

Meeting Templates...

Set scheduling Permission. .

Help

Abouk

On the menu that appears, choose Join a Meeting.

Chapter 6: Joining a Meeting

The Join Meeting dialog box opens and shows a list of meetings you are invited to

for the current day.

"W doin Hesting
* by Heating:
psty || £ oafzfzoos O
Topic Dol
Prodect planning Thay Bf287H008
Relaass schedule Thoun B2 F 2008

Lbpabality Testing regults  Th B2512008

Tima
400 P

3:00 PM

L) Al Mestings

Meeting 1D

6371 147

(Optional) Select a different date to show the meetings for that date, or select
Weekly or Monthly to show the meetings for that week or month.

(Optional) If you want to view all the meetings you are invited to, click All
Meetings to see the complete list of meetings on your WebEx service site.

In the box below the list of meetings, enter your email address, mobile phone

number, or the meeting number.

Click Join.
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Joining a meeting from the WebEx service Web site

40

You can join a meeting you are invited to on your WebEx service Web site.
You may need the following information to join a meeting:
* meeting password

= registration ID—For the Event Center service only. If the event host requires
attendees to provide registration IDs before they join the event, they receive a
unique ID in their registration confirmation email message.

* meeting number—Attendees must provide this to join an unlisted meeting—that
is, a meeting that is not displayed on the calendar on your WebEx service Web site.

To join a meeting you are invited to on your WebEx service site:

1 In Microsoft Outlook, click WebEx.

Start Audio Onlky Meeting
Skart a Scheduled Meeting. ..

Join a Meeting...

Pl W'ebEx

Accounk Setkings. ..

Meeting Templates. ..

Set Scheduling Permission, ..

Help

Abouk

2 On the menu that appears, choose My WebEx.
The My WebEx Meetings page appears.

Note: You may be asked to log in to your WebEx service site if you are not already logged
in.

3 Make sure The meetings you are invited to is selected in the list at the top of the
page.

4  Click Join next to the meeting you want to join.



Installing and Setting Up WebEx
Productivity Tools

You can install WebEx Productivity Tools to start or join meetings instantly using
One-Click, Microsoft Office, Web browsers, Microsoft Outlook, IBM Lotus Notes, and
instant messengers; or to schedule meetings using Microsoft Outlook or IBM Lotus
Notes, without going to your WebEx service site.

After you install WebEx Productivity Tools, you can log in and set options for your
WebEx account, set meeting options for instant meetings and scheduled meetings, set
preferences for the One-Click panel, and select which Productivity Tools you will use
with WebEx.

The following list describes features for installing and setting up options for WebEx
Productivity Tools:

* Install WebEx Productivity Tools More... (on page 42)

*  Open the WebEx Settings dialog box More... (on page 43)

= Set options for WebEx Productivity Tools More... (on page 44)
*  Uninstall WebEx Productivity Tools More... (on page 58)
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Installing WebEx Productivity Tools

42

If your site administrator has turned on WebEx Productivity Tools options for your
WebEx service site, all WebEx Productivity Tools are installed automatically on your
site. In addition, whenever newer versions are available, WebEx Productivity Tools are
updated automatically.

The installation process installs all available WebEx Productivity Tools; however, at
any time, you can change your preferences about which applications to use with
WebEx Productivity Tools, and you can also change other WebEx account and
meeting preferences by setting options in the WebEx Settings dialog box. For details,
see Setting Up Productivity Tools (on page 44).

If necessary, you can also download and install WebEx Productivity Tools manually.
Before installing WebEx Productivity Tools, ensure that your computer meets the
following minimum system requirements:

=  Microsoft Windows 2000, XP, 2003, Vista
*  Microsoft Internet Explorer 6.0 SP1 or 7.0, or Firefox 2.0 or 3.0
= Intel x86 (Pentium 400MHZ +) or compatible processor

= JavaScript and cookies enabled in the browser

Note: The WebEx integration for IBM Lotus Notes is included in the WebEx Productivity Tools
installation or download only if your site administrator has turned on the Lotus Notes option for
the site.

To install WebEx Productivity Tools from the Productivity Tools Setup page:
1 Login to your WebEx service Web site.

2 Click My WebEx > Productivity Tools Setup (on the left navigation bar).
The Productivity Tools Setup page appears.

3 Under On Your Desktop, click Download Productivity Tools.
The File Download dialog box appears.

4  Save the installation program to your computer.

The name of the installation file has an .msi extension.

5 Run the installation file and follow the instructions.

Once you complete installation, log in using your WebEx account information and
then verify your settings in the WebEx Settings dialog box. For more information,
see Setting Up Productivity Tools (on page 44).
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To install WebEx Productivity Tools from the Downloads page:

1 Login to your WebEx service Web site.

2 In the left navigation bar, under Support, click Downloads.

3 Inthe Downloads page, next to the WebEx Productivity Tools heading, click

Download Now.

The File Download dialog box appears.

4  Save the installation program to your computer.

The name of the installation file has an .msi extension.

5 Run the installation file and follow the instructions.

Once you complete installation, you can log in with your WebEx account
information and then verify your settings in the WebEx Settings dialog box. For
more information, see Setting Up Productivity Tools (on page 44).

Note: System administrators can also perform a mass installation for computers at their site. For
more information, see the IT Administrator Guide for Mass Deployment of WebEx Productivity
Tools at http://support.webex.com/US/PT/wx pt ag.pdf.

Opening the WebEx Settings dialog box
To open the WebEx Settings dialog box from the Start menu:
Click Start > Programs > WebEx > Productivity Tools > WebEx Settings.

The WebEx Settings dialog box appears.
To open the WebEx Settings dialog box from the One-Click Panel:

1 If the One-Click Panel is not already open, do one of the following:
* Double-click the WebEx One-Click icon on your desktop.

* Go to Start > Programs > WebEx > Productivity Tools > WebEx > One-Click.
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2 In the One-Click Panel, click Edit WebEx Settings.

The WebEx Settings dialog box appears.
To open the WebEx Settings dialog box from the One-Click taskbar icon:

1 Right-click the One-Click taskbar icon.
2 Choose WebEx Settings from the menu.

The WebEx Settings dialog box appears.

To open the WebEx Settings dialog box from Microsoft Outlook or IBM Lotus
Notes:

In the WebEx menu, click Account Settings.

The WebEx Settings dialog box appears.
To open the WebEx Settings dialog box from Microsoft Office:

In Microsoft Word, Microsoft Excel, or Microsoft PowerPoint, click WebEx Settings.

&2 wWebEx Settings

The WebEx Settings dialog box appears.

To open the WebEx Settings dialog box from instant messengers:
Click WebEx > WebEx Settings.

The WebEx Settings dialog box appears.

Setting Up WebEx Productivity Tools

44

To set WebEx Productivity Tool options:

1 Open the WebEx Settings dialog box. For more details, see Opening the WebEx
Settings dialog box (on page 43).
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r

3

~ WebEx Settings

[0 stk Meetings | Scheduded Meetings | ene-clck | Tooks |
Login Information
SHeLUAL: | ks mapopt. o, webe= comjmargt
Extrhe: rbstingesnkr. webix, com
User name: [ Lest

Passward: [""
¥ Russnersber vy passwond,

oot viur parssvwird?
Chings pasivwrd,

Lanvguage and Location
Language: ENGLISH
Locale: U.5.
Tomer zorw: GMIT-07:00, Paciic (San Francksoo)
Change settings for WebEx service Web e
To sen the most recent changes on the WebEx service 'Web sibe, dick Refresh  Refresh

et e A WA S s i i ™

In the Account tab, log in to your account by specifying the URL for your WebEx
service site and entering your user name and password. For more details, see About
the Account tab (on page 50).

Click Apply.
Click the Instant Meetings tab.
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~ WebEx Settings

mwmwlmlrm |

Thsse settings affect mestings started instantly from One-Click, Microsalt Offics,

Inskant Massages, stc,
Meating Information
Ei sﬂﬂmlmiﬁuﬂaﬂhﬁﬂiﬂwwm ;l

Meeking Topi: [ mesting topic
Mosting passwond: | ++**
¥ Lt this mesting on the WebEx site
-
LN Maeting ID: | 4235

Hudio Conference
) Conference type: [Webkx Teleconference =l
— Hote: The callin option ks sbuays avalable

[T Attendess recehve cal back
r N

Tracking eode
“," Tracking code: | Devision = 111013 2

5 Specify options for meetings started instantly from the One-Click panel, Microsoft
Office, browsers, instant messengers, right-click menus, and from Microsoft
Outlook or IBM Lotus Notes. For more details, see About the Instant Meetings tab
(on page 51).

6 Click the Scheduled Meetings tab.

46



Chapter 7: Installing and Setting Up WebEx Productivity Tools

Wabkx Settings [i

mlimmmmlmk |
Mssting Irfcernation
m Service bype: |Meeting Center Pro CLVE Meeting Crynaims: [0 =
sty passrrd: [---0"-11
[~ Exchude passward from emad invitation
[ List this meeting on the WebEx ske
¥ Artendees can join meeting [15 = | minutes before starting time
CLWC Mestinsg [D: |

fusdks B Tracking | Registration | Riesources |

o Conference
Gf7 Conference type: [Webex Telecorderence =l
— bioke: The calkin option is shuays avalsble
b Attendees receive cal back
¥ Artendsss can sieo join belsconferance before starting tims
Tracking code
“" Tracking code: | Mone =
Selact Tracking Code...
B o ey e e o B

Specify options for meetings scheduled from Microsoft Outlook or IBM Lotus
Notes. For more details, see About the Scheduled Meetings tab (on page 53).

Click the One-Click tab.

_ WebEx Seltings

Accourt | Instant Mestings | Scheduled Meetings Imk-l

Frogram Behavior
I Abways stay ontop of deskiop
[¥ Show Cne-Click icon on baskbar
[ Sheows schwsduing Function in Ona-Chck windaow

Doef it Address Book

i+ Mcrosoft Outiook
(“- 1, "

i R R T e g e e, gt B nn B, el
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9  Specify options for the One-Click panel. For more details, see About the One-Click
tab (on page 56).

10 Click the Tools tab.

-

 WebEx Seltings

Rccourt | Tnstant Mestings | Scheduled Mestings |
o can ue WiebEx Productivity Tools with the Following programs:
Emad and Schaduling
[+ Microsoft Outiook

Macrosoft
¥ Ui WebEx with Microsoft Office
W Encel
W PossarPoant
¥ Word

[ Shiows button in Internet Explorer
[V Shutw iy Wirsdons righit-click marius (redquines retsoot)
Mcks: Plaats chyss and restart the programs for changes bo ake effect

[k ant Mastangeis
[ s WebEx with instant messenger

] A5 Rk datarted

| Windows Messerger

Fiozils Firefox
¥ Shiws batton in Frefox
i i e e et e, e L

Select which applications to use WebEx integrations with. For more details, see About
the Tools tab (on page 57).

About the WebEXx Settings dialog box
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How to access this dialog box
To access the WebEx Settings dialog box from the Start menu:

Click Start > Programs > WebEx > Productivity Tools >WebEx Settings.

The WebEx Settings dialog box appears.
To access the WebEx Settings dialog box from the One-Click Panel:

1 If the One-Click Panel is not already open, do one of the following:
* Double-click the WebEx One-Click icon on your desktop.
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* Go to Start > Programs > WebEx > Productivity Tools > WebEx > One-Click.
2 In the One-Click Panel, click Edit WebEx Settings.

The WebEx Settings dialog box appears.
To access the WebEx Settings dialog box from the One-Click taskbar icon:

1 Right-click the One-Click taskbar icon.
2 Choose WebEx Settings from the menu.

The WebEx Settings dialog box appears.

To access the WebEx Settings dialog box from Microsoft Outlook or IBM Lotus
Notes:

In the WebEx menu, click Account Settings.

The WebEx Settings dialog box appears.
To access the WebEx Settings dialog box from Microsoft Office:

In Microsoft Word, Microsoft Excel, or Microsoft PowerPoint, click WebEx Settings.

&5 WebEx Settings

The WebEx Settings dialog box appears.

To access the WebEx Settings dialog box from Instant Messengers:
Click WebEx >WebEx Settings.

The WebEx Settings dialog box appears.

Tabs in this dialog box

The WebEx Settings dialog box contains the following tabs:

= Account More... (on page 50)

* Instant Meeting More... (on page 51)

= Scheduled Meeting More... (on page 53)

*  One-Click More... (on page 56)

= Tools More... (on page 57)
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About the Account tab

Account options allow you to log in to your WebEx service site with your user name
and password.

Use this option... To...

Site URL Enter the URL to the WebEXx service site from which the Productivity
Tools were installed.

User name Enter the user name for a host account on your WebEXx service site.

Password Enter the password for the host account on your WebEx service
site.

Remember my Store the user name and password you entered so that you do not

password need to enter your user name and site URL next time you log in.

Forgot your password Open the Login Assistance page on the WebEXx service site, which
sends you a reminder of your password.

Change password Open a dialog box that allows you to specify a new password.

Language Verify the language that is currently selected for your WebEx service
site.

Locale Verify the country or locale that is currently selected for your WebEx
service site.

Time zone Verify the time zone that is currently selected for your WebEx
service site.

Change settings for Open the My WebEx > My Profile page on your WebEx service

WebEXx service site site, and make changes to your profile.

Refresh Refresh the WebEx Settings dialog box with the most recent

settings from the WebEXx service site.
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About the Instant Meetings tab

Instant meeting options s affect meetings started instantly from the One-Click panel,
Microsoft Office, browsers, instant messengers, right-click menus, and from Microsoft
Outlook or IBM Lotus Notes.

Use this option...

Service type

Meeting topic

Meeting password

List this meeting on the
WebEXx site

List Support Session
on Personal Meeting
Room

Ask for my approval
when someone joins

To...

Select the type of WebEx session for which you want to start a
meeting.

This option lists only the session types available for your site and
user account.

Enter the topic or name for the meeting.

Require participants to enter the password you set to join your
meeting.

Your site may require that all passwords comply with security
criteria, such as a minimum length and a minimum number of
letters, numbers or special characters.

Include this meeting on the meeting calendars on the WebEx
service site.

Available for meetings, sales meetings, and training sessions only.
Includes this support session in your meetings list on your Personal
Meeting Room on the WebEXx service site.

Available for support sessions only.

Specify that the Request to Join dialog box appears on your screen
when someone fries to join your meeting.

Available for support sessions only.
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Use this option... To...
Conference type Select the type of teleconference you would like to use:

None: Specifies that the meeting does not include a teleconference,
or the meeting includes a teleconference for which you will provide
information for participants using a method other than your meeting
service.

=  WebEx Audio: Specifies that the meeting includes a WebEx
audio conference, which allows you to use either your
telephone or your computer as your audio device for
participating in a meeting. If you select this option, choose one
of the following options for WebEx Audio:

= Display global call-in numbers: Select if you want to
provide a list of numbers—such as toll-free or local
numbers—that attendees in other countries can call to join
the teleconference.

=  Attendees receive call back: Select if the meeting
includes an integrated call-back teleconference, in which
participants provide their phone numbers and receive a call
back.

= Attendees can also join teleconference before starting
time: Allows attendees to call in to or join a the WebEx
audio conference before starting time.

Note: After you start the meeting, participants have a choice of
joining by can choose to use their computer as their audio device,
using VolIP, or to use their phone as their audio device.

= MeetingPlace Audio Conferencing: Specifies that the
meeting includes an integrated Meeting Place audio
conference. If you select this option, the following options are
also available:

= Call-in numbers: Shows the available MeetingPlace call-in
numbers for your meeting.

= MeetingPlace meeting ID: Shows the MeetingPlace
meeting ID number.

= Attendees receive call back: Select if the meeting
includes an integrated call-back MeetingPlace audio
conference, in which participants provide their phone
numbers and receive a call back.

Note: The MeetingPlace Audio Conferencing option is available
only if you have a Cisco Unified MeetingPlace account.

= Other teleconference: Specifies that the meeting includes a
teleconference that another service provides. The instructions
you type in the text box appear automatically on participants'
screens once they join the meeting.

Tip: A participant must have a direct phone line to receive a call
from the teleconferencing service. However, a participant without a
direct phone line can join a teleconference by calling a call-in
telephone number, which is always available in the Meeting window.

52



Use this option...

Tracking code

CUVC Meeting ID
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To...

Identify your department, project, or other information that your
organization wants to associate with your meetings. Tracking codes
can be optional or required, depending on how your site
administrator set them up.

If your site administrator requires you to select a code from a
predefined list, select a code from the appropriate drop-down list.

(CUVC Integration to Meeting Center only) Enter a custom URL to
create a virtual meeting room in which you can use Cisco Unified
Video (CUVC) in your meeting.

If you leave this box empty, the WebEx Meeting ID is used by
default.

When you start your WebEx meeting, the CUVC Video panel
displays automatically.

About the Scheduled Meetings tab

Scheduled meeting options affect meetings scheduled from Microsoft Office or IBM

Lotus Notes.

Use this option...

Service type

Meeting topic

Meeting password

Exclude password
from email invitation

List this meeting on
the WebEx site

To...

Select the type of WebEx session for which you want to schedule a
meeting.

This option lists only the session types available for your site and
user account.

Enter the topic or name for the meeting.

Require participants to enter the password you set to join your
meeting.

Your site may require that all passwords comply with security criteria,
such as a minimum length and a minimum number of letters,
numbers or special characters.

Exclude the meeting password from the email message that is sent to
everyone who is invited to your meeting.

Include this meeting in the meeting calendars on the WebEx service
site.

Available for meetings, sales meetings, events, and training sessions
only.
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Use this option... To...

Attendees can join the Allow attendees to join the meeting within a set number of minutes
meeting [x] minutes before the meeting's starting time.

before starting time

Note If you clear this check box or set this option to 0 minutes, you

must start the meeting before attendees can join it.

CUVC Meeting ID (CUVC Integration to Meeting Center only) Enter a custom URL to
create a virtual meeting room in which you can use Cisco Unified
Video (CUVC) in your meeting.

If you leave this box empty, the WebEx Meeting ID is used by default.

When you start your WebEx meeting, the CUVC Video panel displays
automatically.

Audio & Tracking tab

Options that affect audio conferences and tracking.

Use this option... To...

Conference type Select the type of teleconference you would like to use:

None: Specifies that the meeting does not include a
teleconference, or the meeting includes a teleconference for
which you will provide information for participants using a
method other than your meeting service.

WebEXx teleconference: Specifies that the meeting includes an
integrated teleconference. If you select this option, choose one
of the following types of teleconferences:

Attendees receive call back: Select if the meeting includes
an integrated call-back teleconference, in which participants
provide their phone numbers and receive a call back.

Attendees can also join teleconference before starting
time: Allows attendees to call in to or join a teleconference
before starting time.

MeetingPlace Audio Conferencing: Specifies that the meeting
includes an integrated MeetingPlace audio conference. If you
select this option, the following options are also available:

Call-in numbers: Shows the available MeetingPlace call-in
numbers for your meeting.

MeetingPlace meeting ID: Shows the MeetingPlace
meeting ID number.

Attendees receive call back: Select if the meeting includes
an integrated call-back MeetingPlace audio conference, in
which participants provide their phone numbers and receive
a call back.
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Use this option... To...

Note: The MeetingPlace Audio Conferencing option is available
only if you have a Cisco Unified MeetingPlace account.

=  Other teleconference: Specifies that the meeting includes a
teleconference that another service provides. The instructions
you type in the text box appear automatically on participants'
screens once they join the meeting.

Tip: A participant must have a direct phone line to receive a call from
the teleconferencing service. However, a participant without a direct
phone line can join a teleconference by calling a call-in telephone
number, which is always available in the Meeting window.

Tracking code Identify your department, project, or other information that your
organization wants to associate with your meetings. Tracking codes
can be optional or required, depending on how your site administrator
set them up.

If your site administrator requires you to select a code from a
predefined list, select a code from the appropriate drop-down list.

Registration tab

Options that affect how attendee registrations are approved.

Use this option... To...
Require attendee Specify that all attendees must register to attend the meeting so you
registration can accept or deny entry into your meeting. An attendee cannot

attend the meeting until you accept his or her registration request.

This option is available only if the Attendees can join the meeting
[x] minutes before starting time option is cleared.

Automatically accept Accept all registration requests automatically. If this option is not

all registration selected, you must accept registration requests manually by using
the options on the Registered Attendees page on the WebEx service
site.

This option is available only if the Attendees can join the meeting
[x] minutes before starting time option is cleared and the Require
attendee registration option is selected.
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Resources tab

Options that control how resources are used in meetings.

Use this option...

Info tab templates

Automatically play the
presentation before the
host joins

About the One-Click tab

To...

Choose a template for the Info tab, which appears in the content
viewer during the meeting. The Info tab contains information about
the meeting, including the meeting host, teleconference phone
numbers, and host key (for the host only).

Note: You can choose another template only if one or more
customized Info tab templates are available for your meeting
service. Your site administrator can add templates for your service.

Automatically play a presentation that attendees can view before the
host actually joins the meeting.

One-Click options affect the features of the One-Click panel.

Use this option...

Always stay on top of
desktop

Show One-Click icon
on taskbar

Show scheduling
function in One-Click
window

Microsoft Outlook or
IBM Lotus Notes
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To...

Have the WebEx One-Click panel appear on top of every application
or program that is open on your computer.

Show the One-Click icon in the taskbar.

Show the links Start Scheduled Meeting and Schedule Meeting
on the panel. Clicking either of the links takes you to the appropriate
pages on your WebEX service site.

Select an email and scheduling program for a default address book.
WebEx One-Click integrates with the email program you select,
making it easy for you to obtain your contacts' email addresses.

Clicking on the WebEx One-Click panel opens an address book
from the email program you select here.



About the Tools tab
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Tools options determine which programs include WebEx integrations and shortcuts.

Use this option...

Microsoft Outlook

IBM Lotus Notes

Use WebEXx with
Microsoft Office

Show button in Internet
Explorer

Show in Windows
right-click menus
(requires reboot)

Use WebEXx with instant
messenger

Show button in Firefox

To...

Show WebEx buttons and commands for scheduling meetings or
starting One-Click meetings with Microsoft Outlook using the
contacts and calendar from Microsoft Outlook.

Show WebEx buttons and commands for scheduling meetings or
starting One-Click meetings with IBM Lotus Notes using the
contacts and calendar from Outlook.

Show WebEx buttons for starting a One-Click meeting and
automatically sharing a selected file or document from the following
Microsoft Office applications:

=  Excel
=  PowerPoint
=  Word

Show a WebEXx button that allows you to start One-Click meetings
from the Microsoft Internet Explorer toolbar.

Show a WebEx command that allows you to start a One-Click
meeting and automatically share a selected file or document from
the right-click shortcut windows available in Windows Explorer.

Shows WebEXx buttons and commands that allow you to start a One-
Click meeting from an instant messenger. You can select one or
more of the following instant messengers:

= AOL

=  Google Talk

=  Lotus Sametime

=  Skype

=  Windows Messenger
=  Yahoo Messenger

Shows a WebEx button that allows you to start instant meetings
from the Firefox toolbar.
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Uninstalling WebEx Productivity Tools

You can uninstall WebEx Productivity Tools at any time.

To uninstall WebEx Productivity Tools by using Start menu commands:
1 Click Start > Programs> WebEx > Productivity Tools > Uninstall

2 Click Yes to confirm that you want to uninstall WebEx Productivity Tools.
To uninstall WebEx Productivity Tools by using the Control Panel:

1 Click Start > Settings > Control Panel.
2 Double-click Add/Remove Programs.
3 Click WebEx Productivity Tools.

4  Click Remove.

5 Click Yes to confirm that you want to uninstall WebEx Productivity Tools.

Note: Uninstalling Productivity Tools removes all Productivity Tools and shortcuts from your
computer. If you want to keep using some Productivity Tools but disable others, edit the options
in the WebEx Settings dialog box. For details, see Setting Up Productivity Tools (on page 44).
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