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Overview

This guide provides instructions for using WebEx Recorder and WebEx Player. This
guide assumes that you have a user account on your WebEx service.

If you want to...

Get an overview about the WebEx Recorder
and Player

Use the recorder

Use the standalone recorder

Hide the Recorder Panel during recording

Record annotations

Insert markers into a recording

Record audio

Estimate file size

Make quality recordings

Distribute recordings

Use the WebEXx player

Troubleshoot playback errors.

See...

About WebEx Recorder and Player (on page 4)

Using the recorder (on page 5)

Using the standalone recorder (on page 9)

Hiding the Recorder Panel during recording (on
page 13)

Recording annotations (on page 15)

Inserting markers into a recording (on page 17)

Recording audio with standalone recorders (on
page 18)

File size estimates for recordings (on page 27)

Making quality recordings (on page 28)

Distributing your recordings (on page 30)

Using WebEx Player (on page 31)

Troubleshooting playback (on page 39)
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About WebEx Recorder and Player

Use the WebEx Recorder to create a video recording of all screen activity on your
computer, including mouse movements and annotations. You can also capture
synchronized audio in your recording.

WebEx recorders and players are available in these versions:

*  WebEx Network-Based Recorder (NBR) and WebEx Network Recording Player
(for AREF files)

* WebEx Recorder and Player (for WREF files)
*  WebEx Recording Editor

About the WebEx Network-Based Recorder and Network
Recording Player (for ARF files)

The Network-Based Recorder is available during an online meeting. This recorder
captures screen activity and audio on a WebEx recording server, thereby saving
processor resources and hard disk space on your computer. The server automatically
processes your recorded data, and then sends the recording file to your My Recordings
page on your WebEx service site.

Use the Network-Based Recorder to easily capture all audio in your meeting's
teleconference, without having to use a phone recording adapter (a device that
connects your phone to your computer's sound card). However, if you want to capture
audio in an Integrated VoIP conference, use the integrated meeting recorder instead.

About the WebEx Recorder and Player (for WREF files)

The integrated meeting recorder is available during an online meeting. This recorder
captures screen activity and audio in a meeting or on your desktop, and then saves the
recorded data in a recording file on your computer.

Use the integrated recorder to capture all audio that plays "through" your computer,
such as an Integrated VoIP conference or sound that media files play. You can also
capture audio in a traditional teleconference using a phone recording adapter, which
connects your phone to your computer.
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About the standalone recorder

The standalone recorder is available only offline—that is, outside of an online meeting.
This recorder lets you record all screen activity in any application on your computer,
and then saves it in a recording file on your computer.

Use the standalone recorder to create software demonstrations, tutorials, sales
presentations, and so on. To capture audio in an application recording, simply connect
a microphone to your computer.

You can download the standalone recorder from your WebEx service site.

System requirements for WebEx Recorder and Player (for WRF

files)

The following are the minimum system requirements for WebEx Recorder and Player:
= Microsoft Windows 2000, XP, 2003, Vista
= Microsoft Internet Explorer 6.0 SP1 or 7.0, or Firefox 2.0 or 3.0

Note: Additional equipment is required for recording audio with the integrated and standalone
recorders. For details, see System requirements for recording audio (on page 19).

Using the recorder

Once you start recording an online meeting, the integrated recorder begins saving the
recording to a file on your computer. Ensure that you have enough space on your hard
disk for a recording. For information about file size estimates for recordings, see File
size estimates for recordings (on page 27).

Note: When scheduling your meeting, set up the teleconference that you want to record during
the session:

When using a third-party teleconferencing service, you will need to use your service's "dial-out"
feature during the meeting to connect the teleconference to the recording server. Before starting
your meeting, have the dial-out instructions handy.
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To capture audio in a recorded meeting, set up your computer's sound card and attach
the appropriate audio input device. For more information, see Recording audio with
standalone recorders (on page 18).

To start recording an online meeting:

1 On the Meeting menu, choose Recorder Settings > Record on This Computer.

Heetig
Information
Shart Recording
|| EocorderSettirgs | |[#] Riecord on Ths Computer N
Welcome Message. . Rcord on Server
pbiore.... [] Record udo From This Computer

Eestrict Accoss Recorder Pane

2 Ensure that Record on This Computer is selected.

3 Do one of the following:
* On the Meeting, Event, or Session menu, choose Start Recording.

mmﬂ[}{

Recorder Settings k

= On the CSR dashboard, click the Session tab, and then click Record Session.

[Toh | Dediop | ipphcaton | Session |

These options let you manage the suppod session.

lit e I [q,uws-mn I
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You can open the WebEx Recorder only after a customer joins the session. The
customer must then grant permission for you to record the session.

In the Save Recorded Meeting As dialog box, choose a location at which to save the
recording, specify a file name, and then click Save.

The Recorder Panel appears.

On the Recorder Panel, click the Record button.

Recorder Panel

Fecord PC Audio

&y e
oo:o0:00 jokE |

The Progress and File Size indicator on the Recorder Panel indicates the current
duration of the recording, in hours, minutes, and seconds; and the current file size
of the recording file, in kilobytes.

‘® Recorder Panel

njm| &

Recard PC Audic

&
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To pause and then resume recording:

On the Recorder Panel, click the Pause button.

‘® Recorder Panel

njjm| = &
Recard PC Audio

& —{ ——

Then, to resume recording, click the Pause button again.

To stop recording:

On the Recorder Panel, click the Stop button.

*® Recorder Panel

njjm| &~

Fecord PC Audio

& ——{

WebEx Recorder saves your recording to a file in the WebEx Recording Format
(WRF), which has a .wrf extension.

Note:

While recording, you can:

o  Hide the Recorder Panel so it does not appear in your recording. For details, see Hiding
the Recorder Panel during recording (on page 13).

o  Use annotation tools to highlight areas on your screen. For details, see Recording
annotations (on page 15).

o  Set markers, so you can quickly locate a position in a recorder later. For details, see
Inserting markers into a recording (on page 17).

By default, only the host and the presenter can record an online meeting using the integrated

meeting recorder. Attendees can record an online meeting only if a presenter grants

recording privileges to them.
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Using the standalone recorder

You can use the standalone recorder to perform the following tasks:
= record an application on your desktop
= switch to another application during recording

= record multiple applications

Recording an application or your desktop

Once you start recording an application or your desktop, the standalone recorder
begins saving the recording to a file on your computer. Ensure that you have enough
space on your hard disk for a recording. For information about file size estimates for
recordings, see File size estimates for recordings (on page 27).

To capture audio in a recorded application or desktop, you must set up your
computer's sound card and attach the appropriate audio input device. For more
information, see Recording audio with standalone recorders (on page 18).

To start WebEx Recorder:

Do either of the following on your computer's desktop:

= Click Start, point to Programs, point to WebEx Recorder & Player, and then click
WebEx Recorder.

* Double-click the WebEx Recorder shortcut on your computer's desktop.

o'

The WebEx Recorder console appears.

“® webEx Recorder - Untitled

File Controls Setkings  Help

=2 00:00.07 00:00.0
ex ¢ -0 (]
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To start recording:

1 On the WebEx Recorder console, click the Open Application button.

Ty _
o WebEx Recorder - Untitled

File Controls  Setkings  Help

=

| 00000100000 ]
-ﬂﬂnl.c.l.l.llﬁlulnll|

2 In the WebEx Recorder - Open Application dialog box, select an application or
your desktop.

WirhEx Recorder-Open Application -If_f _EI

Select & currently nunning application you want to record:

& HypeSnap-001
&2 Wikt b MSN.zom - Miresoft [ntemat Exphonsr
B Adobe Photoshop

S5l Outhook Expeess

I Wirdows Explorer

10



Chapter 1: Overview

3 Click Select.
4 Choose a location at which to save the recording.
5 In the File name box, type a name for the file, and then click Save.

6 On the Recorder Panel, click the Record button.

To pause and then resume recording:

On the Recorder Panel, click Pause.

‘® Recorder Panel
n0Er

Recard Audio

& ——{ f—
Co0:01:34 /3562 KB |

Then, to resume recording, click the Pause button again.

To stop recording:

On the Recorder Panel, click Stop.

| ms
Fecord Audio
& —{}—
Co0:01:34 /3562 KB |

WebEx Recorder saves your recording to a file in the WebEx Recording Format
(WRF), which has a .wrf extension.

To exit WebEx Recorder:

On the File menu, choose Exit.

1
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Note: While recording, you can:

o  Record another application without stopping WebEx Recorder first. For details, see
Switching to another application during recording (on page 12)
o  Record multiple applications at the same time. For details, see Recording multiple
applications simultaneously (on page 12).
o  Hide the Recorder Panel so it does not appear in your recording. For details, see
Hiding the Recorder Panel during recording (on page 13).
Use annotation tools to highlight areas on your screen. For details, see Recording annotations
(on page 15).
Set markers, so you can quickly locate a position in a recorder later. For details, see Inserting
markers into a recording (on page 17).

Switching to another application during recording

Once you start recording an application using the standalone recorder, you can switch
to recording another application, without stopping WebEx Recorder. Thus, you can
create a single recording that captures your actions with two or more applications in a
sequence.

1

Pause recording.

The WebEx Recorder button appears on your computer's taskbar.

( YWiebE ® Recorder

Click WebEx Recorder.

In the list, select the application that you are currently recording to highlight it.
Click Unselect.

In the list, select another application to record.

Click Select.

Resume recording.

Recording multiple applications simultaneously

12

Once you start recording a single application, you can start recording another
application simultaneously, without stopping WebEx Recorder.

To record multiple applications simultaneously:

1

Pause recording.

The WebEx Recorder button appears on your computer's taskbar.
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( "wiebEx Fecorder

2 Click WebEx Recorder.
3 In the list, select another application that you want to record.
4 Click Select.

5 Resume recording.

Hiding the Recorder Panel during recording

For the standalone recorder only

Normally, the Recorder Panel appears on your screen during recording, and thus will
appear in the recording. However, before you begin recording, you can hide the
Recorder Panel. If the Recorder Panel is hidden, you can pause or stop recording by
pressing a hot key—that is, a key or combination of keys on your computer's keyboard.

To hide the Recorder Panel:

1 On the Recorder Console of the standalone recorder, on the Settings menu, choose
WebEx Recorder Settings.

2 Do either of the following:
= Ifyou are using the integrated recorder, on Meeting menu in the Meeting
Window, choose Recorder Settings > Recorder Panel.

The WebEx Recorder Settings dialog box appears.

13
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3 On the Recorder Panel tab, or under Recorder Panel Settings, select the Hide the
Recorder panel during recording check box.

Default hot keys appear in the Pause/Resume and Stop boxes. While recording,
you can press the appropriate hot key to stop or pause recording.

4 Optional. To specify your own hot keys, click in the Pause/Resume or Stop boxes,
and then do one of the following:

Type a different character.
Hold down the Control or Shift key, and then press another key.
Hold down both the Control and Shift keys, and then press another key.

14

"™ WebEx Recorder Settings

Aecoide Panel | Fecods: Make: uefu9um|

[~ Hada the Recorder panel dutrg tecondng
e the Rlsccedar pansl i eddan, ute thess hol ke b cortiol

secoidng

Pouge/Resume m.ﬂ.l
Shope = [l =2l & |

QK

If you are using the standalone recorder, on the Recorder Console, on the
Settings menu, choose WebEx Recorder Settings.

% WebEx Recorder Settings

Riecceder Paned Setting:
™ Hide the Rleccsder panel duting recording

‘control the tecoodng

Paute/Recume = ChleAks |

Stop = Cofsdhs [

Riecoeder Marker: Settings

“ou can durng iecoedng, Wh

i i being edibed in the future, these markers vl be helphl
o jumgs fo these locations: quickly and easly

During recording. use this hol key sequardce to inssd marker:

Inoed markers .« Cif+ 4+ [W
[ ok | Cancel
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5 Click OK.
To show the Recorder Panel after it is hidden:

During recording, press the hot keys that you specified to either pause or stop
recording.

The default hot keys are the following:
= Pause recording: Ctrl+Alt+P key combination

= Stop recording: Ctrl+Alt+S key combination

Recording annotations

While recording, you can use the highlighter tool to make annotations. Your
annotations appear in the recording during playback.

Making annotations while recording a meeting

When using the Network-Based Recorder or the integrated recorder to record an
online meeting, you can use the annotation tools available in the meeting. For
example, if you are sharing an application, any annotations you or other participants
make using the annotation tools on the Tools panel will appear in your recording. For
more information about using annotation tools, refer to the online Help for your
service center.

Making annotations using the standalone recorder

To make annotations using the standalone recorder:
Do any one of the following:

* On the Recorder panel, click Annotate.

| m| g &

Fecord Audio

& —{

coo:01:34 £3,562 KB

15
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* In the lower-right corner of your computer's taskbar, click the Recording button.

Then, on the menu that appears, choose Annotate.

* In the title bar of the application that you are recording, click Recording.

Then, on the menu that appears, choose Annotate.

Your mouse pointer changes to a highlighter so you can make annotations.

To change your annotation color:
1 Right-click the highlighter mouse pointer.

2 On the menu that appears, choose Annotation Colors.

Stop Annotating

Annotation Color ® .

3 On the color palette that appears, select a different color.

To exit annotation mode:

1 Right-click the highlighter mouse pointer.

Stop Annotating

Annokation Color »

2 On the menu that appears, choose Stop Annotating.

16
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Inserting markers into a recording

During recording, you can insert one or more markers into the recording. A marker is
a placeholder that lets you quickly locate a position in a recording file when editing it
using WebEx Recording Editor. For more information about WebEx Recording
Editor, see Editing a recording (on page 30).

For example, if you are recording an online meeting and someone makes an important
comment, you can quickly insert a marker into the recording at that time. Then, when
editing the recording, you can quickly locate the point in the recording at which the
comment was made.

You can insert a marker using either the Recorder Panel or a hot key—that is, a key or
combination of keys on your computer's keyboard. A hot key is useful if you set up the
Recorder Panel to be hidden during recorder.

To insert a marker into a recording using the Recorder Panel:

On the Recorder Panel, click the Insert Marker button.

‘® Recorder Panel

A m| | &

Record PC Audio

& —{ f——

00:01:34 73462 KB

To insert a marker into a recording using a hot key:

1 On the Recorder console of the standalone recorder, on the Settings menu, choose
WebEx Recorder Settings.

2 Do either of the following:
= Ifyou are using the integrated recorder, on Meeting menu in the Meeting
window, choose Recorder Settings > Recorder Panel.
The WebEx Recorder Settings dialog box appears. On the Recorder Markers
tab, a default hot key appears in the box. While recording, you can press this
hot key to insert a marker.

17
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Recorder Settings

— Recorder Panel Settings

[T Hide the Recorder panel during recording

YWhen the Recorder panel iz hidden, uze theze hot keys to
control the recording:

Pauze/Fesume = |Chl+AE+F

Stop = |[Chl+Alt+5

— Recaorder Markers Settings

You can inzert markers duning recording, When the recorded
file iz being edited in the future, these markers will be helpful
bo jump to these locations quickly and easily.

Dunng recording, uze thiz hot key sequence to inzert markers

Insert markers = |Chil + &l + b4

k. Cancel

= If you are using the standalone recorder, on the Recorder Console, on the
Settings menu, choose WebEx Recorder Settings.

The WebEx Recorder Settings dialog box appears. Under Recorder Markers
Settings, a default hot key appears in the box. While recording, you can press
this hot key to insert a marker.

3 Optional. To specify your own hot key, click in the box, and then do one of the
following:

* Hold down the Control or Shift key, and then press another key.
= Hold down both the Control and Shift keys, and then press another key.

4 Click OK.

Recording audio with standalone recorders

If you are using either the integrated meeting recorder or the standalone recorder, you
can optionally record audio from the following sources, depending on the type of
audio input device you use:

= A teleconference, if you are participating in an online meeting

= Integrated VoIP conference, if you are participating in an online meeting

18
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= Rich media files, such as audio and video files

WebEx Recorder automatically synchronizes audio with your sequence of actions in an
application or meeting.

Note: If you use the Network-Based Recorder, the recording server can automatically capture
audio in a teleconference. You do not need to connect an additional audio input device. For
details, see Using the recorder (on page 5).

System requirements for recording audio

System requirements for recording audio include the following:

= For general system requirement information, see General system requirements (on
page 19).

* For information on required input devices, see the following topics:
= Input devices for recording a teleconference (on page 19).
= Input devices for recording an Integrated VoIP conference.
* Input devices for recording only your voice.
* Input devices for recording audio in files.

General system requirements

To record audio using the integrated meeting recorder or the standalone recorder,
ensure that your computer meets the following system requirements:

= Intel Pentium III 667 MHz or faster
= 128 MB RAM or more

= Creative Labs Sound Blaster or equivalent sound card

For a list of recommended sound cards, refer to the Recording and Playback
Frequently Asked Questions (FAQ) page on your Meeting Center Web site.

* Input device for capturing audio

Use an input device that is appropriate for the type of audio that you want to
capture.

Input devices for recording a teleconference

To record a teleconference for an online meeting, you must connect the recording
computer to a telephone using one of the following:

19
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20

Phone recording adapter—Connects your phone to your computer's sound card.

A phone recording adapter captures all audio in a teleconference. The following
two phone recording adapters from DynaMetric, Inc. are compatible with WebEx
Recorder: TLP-102 Telephone Logger Patch and TMP-636 Transmit and Receive
Patch. To connect a phone recording adapter to your computer's sound card,
follow the instructions that DynaMetric provides.

To record audio in rich media files, such as audio and video files, you must use a
phone recording adapter that supports bidirectional audio between your phone
and computer—that is, connects to both the input and output jacks for your
computer's sound card. The DynaMetric TMP-636 adapter supports bidirectional
audio.

To purchase a DynaMetric phone recording adapter, please visit the following Web
address:

www.dynametric.com (www.dynametric.com)

www.dynametric.com/webex_purchasing.html
(www.dynametric.com/webex_purchasing.html)

Universal multimedia amplifier: Connects your telephone to a headset and your
computer's sound card.

You can use a universal multimedia amplifier as a phone recording adapter to
capture all audio in a teleconference. Using a universal multimedia amplifier is
ideal if you often speak in teleconferences, Integrated VoIP conferences, and
standalone recording sessions, because it allows you to switch between a phone
headset and a computer headset. The following universal amplifier is known to be
compatible with WebEx Recorder: Plantronics MX10 Universal Amplifier.

To record audio in shared files, such as UCF rich media files, you must use a
universal multimedia amplifier that supports bidirectional audio between your
phone and computer—that is, connects to both the input and output jacks for
your computer's sound card. The Plantronics MX10 Universal Amplifier supports
bidirectional audio.

To purchase a Plantronics universal multimedia amplifier, please visit the
following Web address:

www.plantronics.com (www.plantronics.com)

Conference phone with RCA output jack

To capture audio using a conference phone or speakerphone, connect the phone’s
RCA audio output jack to the microphone input jack on your computer’s sound
card.

Note: For better audio quality and convenience, use a phone headset when recording a
teleconference.
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Input devices for recording an Integrated VolP conference

To record audio in an Integrated VoIP conference during an online meeting, you can
use either of the following audio input devices:

* Microphone: Connects to the audio input line for your computer’s sound card.

= Computer headset: Connects to the audio input line for your computer’s sound
card and includes a microphone and earphones.

Tip: If you often switch between using a traditional teleconference and Integrated VoIP for your
online meetings, use a universal multimedia amplifier.

Input devices for recording only your voice

To record only your voice—for example, when recording a software demonstration—
you can use any of the audio input devices for a teleconference or Integrated VoIP
conference.

Input devices for recording audio in files

To record audio in rich media files—such as audio and video files—you must connect
one of the following audio input devices to your recording computer.

* Phone recording adapter

*  Universal multimedia amplifier

Setting up your sound card for recording audio

Before you start recording audio using the integrated meeting recorder or the
standalone recorder, do the following to set up your computer’s sound card:

= Select sound card: Select the sound card that you want to use for recording and
playing sound, if your computer has multiple sound cards.

=  Adjust audio volume
* Adjust the audio input volume for your microphone or phone, which
determines the sensitivity of WebEx Recorder when capturing audio.
= Adjust the audio output volume for your speakers or earphones.

= Specify microphone settings

21
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= For recording, ensure that the microphone input setting is either selected or
not muted, depending on your sound card, and that all other input controls
are either muted or not selected.

= For playback, ensure that the microphone input setting is either not selected or
muted, depending on your sound card.

* You can set up your computer’s sound card in either of two ways:

= Use the Audio Setup Wizard, which is available in the standalone WebEx Recorder
only. The wizard automatically specifies the correct recording and playback
settings for your microphone.

= Use your sound card's volume controls and Windows Sound Recorder to manually
set up your sound card.

To sound card:setting up with Audio Setup Wizard;Audio Setup Wizard;use the
Audio Setup Wizard to set up your sound card:

On the WebEx Recorder console, on the Settings menu, choose Audio Setup Wizard.

'_"WEhEH Recorder - Audio Setup Wizard

The wizard helps you to choose recording and playback
devices and fine-tune your microphone and speaker
zettingz, enzuring good audio gquality during recording.

Click Mext to cortinue.

MNext = Cancel

1 Follow the instructions in the wizard.

Tip: When adjusting the microphone level (audio input volume), speak into the audio input
device that you want to use when making the actual recording. For example, if you want to
use a phone recording adapter to record audio in a teleconference, connect the adapter, make
a phone call, then speak into your phone or headset microphone while adjusting the
microphone level.
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To set up your sound card manually:

1

Open your sound card's volume controls as follows:
a) On your computer's desktop, click Start.
b) Point to Programs, point to Accessories, and then point to Entertainment.

¢) Choose Volume Control.

i1 ¥olume Control

Wokurres Conirel Wave 5w Snth CD Flaype Lire= Iny PL Besp
Bralanes: Bralancs: B ] Balancs: Blalancs Bralance:
P4 | 40— 90—} 40—} 4 ¥
Wi Wik Wiokurne: Wihame: Wiolume: Winhusre:
L -
.
] LA 1
[l Mute a1 [ Mute e [ Mute ] Mute [ Mute
Sourdii Dighal Audio

On the Options menu, choose Properties.

Optional. If your computer has more than one sound card, in the Mixer device
drop-down list, select the sound card that you want to use for recording.

Select Playback, and then click OK.

In the Volume Controls dialog box, ensure that the Microphone setting is either
muted or not selected, depending on your sound card.

On the Options menu, choose Properties again.
Select Recording, and then click OK.

In the Recording Control dialog box, ensure that the Microphone setting is either
selected or not muted, depending on your sound card.

Leave Recording Control dialog box open on your screen.

Start Windows Sound Recorder, as follows:

a) On your computer's desktop, click Start.

b) Point to Programs, point to Accessories, and then point to Entertainment.

¢) Choose Sound Recorder.
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9 Use Sound Recorder to record your voice as you speak into the audio input device
that you want to use when making the actual recording.

‘4, Sound - Sound Recorder E|§|E|
File Edik Effects Help

Position: _ Length:
0.00 sec. _ 0.00 sec.

I
I

10 While speaking, adjust the Microphone volume as necessary, using the Volume
slider in the Recording Control dialog box.

11 Play back your recording.

12 If the audio is too low, increase the Microphone volume. If the audio is distorted,
decrease the Microphone volume.

13 If necessary, continue recording your voice and adjusting the Microphone
volume.Use your sound card’s volume controls and Windows Sound Recorder to
manually set up your sound card.

Specifying audio quality for recording

Before using the integrated meeting recorder or the standalone recorder, you can
ensure that your recording will have the appropriate level of audio quality by setting
the following:

*  Audio compression scheme: Also known as a codec. Determines the method by
which WebEx Recorder compresses, or erncodes, recorded audio. The compression
scheme also affects the general quality of recorded audio, the audio sampling rates
from which you can choose, and the file size of a recording file.

* Audio sampling rate: Affects the clarity and accuracy of recorded audio, and the
file size of a recording. The rate is expressed in KHz, which is number of times the
recorder captures a sample of audio per second.

Depending on the type of recording that you want to make, you can select one of the
following audio compression schemes:

*  G.723: The default setting, which is recommended for most users. Optimized for
capturing audio in a teleconference and for streaming playback over the Internet.
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Required for recording audio in an Integrated VoIP conference. Captures audio at
a sampling rate of 8 kilohertz (KHz), which is sufficient for general recording.

PCM: Provides higher quality audio but much larger file sizes. Lets you specify an
audio sampling rate of 8 kilohertz (KHz), 22 KHz, or 44 KHz. Recommended only
for recordings that you distribute on a CD-ROM.

Note:

If you use the Network-Based Recorder, you cannot set the audio compression scheme or
the audio sampling rate. The Network-Based Recorder always captures audio using the
G.723 compression scheme at a rate of 8 KHz. However, this setting usually provides good
quality audio for most purposes.

You can specify audio quality settings only in the standalone recorder. However, the audio
settings in the standalone recorder will take effect in the integrated recorder during a support
session.

To specify audio quality for recording:

1

2

On the WebEx Recorder console, on the Settings menu, choose Audio Settings.

Do one of the following:

* Ifyou are using the integrated recorder, on the Meeting menu in the Meeting
window, point to Recorder Settings, and then choose Audio Panel.

= Ifyou are using the standalone recorder, on the WebEx Recorder console, on
the Settings menu, choose Audio Settings.

In the Audio compression scheme drop-down list, select a compression scheme.

If you chose the PCM compression scheme, in the Audio sampling rate drop-
down list, select a sampling rate.

Click OK.
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Turning audio recording on or off

By default, the integrated and standalone versions of WebEx Recorder are set to record

audio from your computer's sound card. However, you can turn audio recording on or
off.

To turn audio recording on or off during recording:

On the Recorder Panel, select or clear the Record PC Audio check box to turn audio
recording on or off, respectively.

ol m| F&

| [#] Record PC Audio |

& —{ —
oo:00:00 /0 KB |

Adjusting audio input volume during recording

26

While recording an application or meeting, you can adjust the audio input volume for
your microphone, which determines the sensitivity of WebEx Recorder when
capturing audio.

To adjust audio input volume while recording:

While speaking into your microphone, use the Microphone Volume slider to adjust
your microphone level.

Recorder Panel (D Microphone volume slider

ﬂ Il ﬂ x| & @ Volume indicator

[+] Record PC Audio I( )
(1) & ———
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Ensure that the microphone level remains below the topmost level of the Microphone
Volume indicator.

Tip: It is recommended that you adjust the audio input volume for your microphone before you
begin recording, and adjust the volume during recording only to make minor adjustments, if
necessary. For details about adjusting the audio input volume before recording, see Setting up
your sound card for recording audio.

File size estimates for recordings

Without audio, WebEx Recorder captures approximately 10 MB of video data per
hour of recording. However, when recording frequent actions in an application or
meeting, WebEx Recorder may capture significantly more data.

When recording audio, the amount of recorded data that WebEx Recorder captures
depends largely on the audio compression scheme and sampling rate that you select.
The following are estimates of the data that WebEx Recorder captures for the available
audio sampling rates.

If you set WebEx Recorder to this

audio compression scheme and It captures approximately this amount of
sampling rate... recorded data per hour...

G.723 at 8 KHz 15 MB

PCM at 8 KHz 70 MB

PCM at 22 KHz 170 MB

PCM at 44 KHz 325 MB

Note: If you use the Network-Based Recorder, you cannot set the audio compression scheme or
the audio sampling rate. The Network-Based Recorder always captures audio using the G.723
compression scheme at a rate of 8 KHz. However, this setting usually provides good quality audio
for most purposes.
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Making quality recordings

WebEx Recorder captures video at a rate of 2.5 frames per second, which creates high-
quality recordings while keeping file sizes relatively small. However, the quality of a
recording also depends on several factors that you can control. See the following
sections for tips on how to improve the quality of your recordings:

= For tips on improving video quality, see [mproving video quality (on page 28).
= For tips on improving audio quality, see Improving audio quality (on page 28).

= For tips on editing a recording, see Editing a recording (on page 30).

Improving video quality

= WebEx Recorder may not completely capture sudden, rapid mouse movements.
Therefore, during recording, move your mouse slowly at first, and then gradually
increase the speed of your mouse movements.

= Before clicking a button, menu, or other object, pause your mouse pointer briefly
over the object. Doing so ensures that WebEx Recorder captures the mouse
pointer before you click the object.

= If you will include complex or lengthy actions in a recording, consider writing
down the sequences that you plan to take before you start recording.

= Ifyou are using the integrated meeting recorder or the standalone recorder, and
you plan to distribute your recording to the public or to a large or diverse
audience, set your monitor's display resolution to 800 by 600 pixels before
recording. Recording images at higher resolutions may cause recorded images to
be partially hidden during playback on computers with monitors set to lower
resolutions.

= Ifyou are using the Network-Based Recorder, set your monitor's display resolution
to 1024 by 768 pixels before recording.

Improving audio quality

* The quality of the audio that you hear during playback depends greatly on the
quality of your computer's equipment—that is, its sound card, microphone, and
speakers. If the audio in your recordings is consistently of poor quality or sounds
"tinny," consider upgrading your equipment.

* To avoid mistakes during recording, script your audio before you begin recording.
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Ensure that the audio input volume for your microphone is set to an appropriate
level. You can usually achieve the best playback fidelity if you set the input volume
to the highest level without causing distortion. To set the optimal input volume,
you can use the Audio Setup Wizard for WebEx Recorder or your sound card's
volume controls. For more information, see Setting up your sound card for
recording audio. (Not applicable to the Network-Based Recorder.)

When recording audio in a teleconference, use a phone headset. This device
typically provides better audio quality than a phone handset or speakerphone. For
more information, see System requirements for recording audio (on page 19).

When recording audio in an Integrated VoIP conference, use a computer headset.
This device can provides better audio quality than a standard microphone. For
more information, see System requirements for recording audio (on page 19). (Not
applicable to the Network-Based Recorder.)

If you are using a microphone to capture audio, speak into your microphone at an
appropriate distance. Typically, WebEx Recorder captures clear, full tones if you
are about 6 inches away from the microphone. However, you may want to
experiment with various distances to determine the ideal distance for you. (Not
applicable to the Network-Based Recorder.)

Choose an appropriate audio sampling rate for the type of recording that you want
to make. You can experiment with various sampling rates before recording an
application or meeting. For more information about choosing an audio sampling
rate, see Specifying audio quality for recording, on page 24 (on page 24). (Not
applicable to the Network-Based Recorder.)

To avoid unwanted background noise in a recording, make the recording at a quiet
location. During recording, avoid moving objects that create noise, such as papers,
books, writing instruments, and so on.

When speaking into a microphone, you may need to exaggerate your enunciation
of words slightly to ensure that they are clear during playback.
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Editing a recording

If your Meeting Center Web site includes the WebEx Recording Editor option, you can
use WebEx Recording Editor to remove unwanted data—such as long pauses,
mistakes, and so on—before you distribute the recording. You can also use WebEx
Recording Editor to add recorded data from another recording, rearrange recorded
data, or dub audio. Moreover, WebEx Recording Editor lets you define segments in a
recording—much like tracks on a CD—to which users can navigate during playback in
WebEx Player.

For more information about WebEx Recording Editor refer to the WebEx Recording
Editor User's Guide on your Meeting Center Web site.

If your Training Center service includes the Presentation Studio Integration option,
you can also edit a recording using the Presentation Studio Editor. Using this editor,
you can add slides, insert tests, or provide additional narration to your recording. For
details, refer to the online Help for Training Center.

Distributing your recordings

30

Once you complete a recording, and edit it as necessary, you can:

=  Publish your recording on your WebEx service Web site or in the My Files section
of My WebEx. For details, refer to the online help.

= Have your company's Webmaster publish your recording on your organization's
Web site. Once a visitor to your site clicks a link for a recording, a playback server
automatically downloads WebEx Player to the visitor's computer, if necessary, then
streams the recording to the visitor's computer. By streaming recordings, you
allow visitors to play recordings without the need to download them onto their
computers.

For more information about publishing a recording for playback over the Internet,
refer to the guide Streaming Recordings on Your Web Site. This guide is available on
the Recording and Playback FAQ on your WebEx service Web site.

* Provide your recording file directly to the people whom you want to view it. If they
do not have WebEx Player, you can download the WebEx Player installation
program from the Recording and Playback page on your Meeting Center Web site,
and then provide them with the program.
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Using WebEx Player

Using WebEx Player, you can play back any recording that was made using WebEx
Recorder—that is, a WebEx Recording Format (.wrf) file.

Installing WebEx Player

If you do not yet have WebEx Player, or want to download the WebEx Player installer
for users to whom you want to provide a recording, you can download it from the
Recording and Playback page on your WebEx Web site.

System requirements for listening to audio in a recording

You can listen to audio in a WebEx Recording Format (.wrf) file, if your computer has
the following:

= A Creative Labs Sound Blaster or equivalent sound card

= Speakers, or headphone jack and headphones

Playing a recording

You can play a recording that resides on your computer or that is published on a Web
site.

To start WebEx Player:
Do either of the following on your computer's desktop:

= Click Start, point to Programs, point to WebEx Recorder & Player, and then click
WebEx Player.

= Double-click the WebEx Player shortcut on your computer's desktop.

o'
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The WebEx Player console appears.

",, WebEx Player
File  Controls  Help

=] [ 00000/ 00:000 ]
QY ) e (]

To play a recording that resides on your computer:
Do either of the following:

= Double-click a recording file.

WebEx Player starts and plays the recording automatically.

*  On the WebEx Player console, click the Open button, and then select a recording.
Then, on the WebEx Player console, click the Play button.

“® webEx Player - ZipSoft Demo
File Controls  Help

= (Calg 0000005011 ]
X ¢V —{r—— 0

To play a recording that is published on a Web site:

Go to the Web page on which the recording is published, and then click the link for
the recording. WebEx Player plays the recording automatically.

To pause and then resume playback:

To pause playback, on the WebEx Player console, click the Pause button.

“® wWebEx Player - ZipSoft Demo

File  Controls  Help

@ e e J_

QY Vo e
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Then, to resume playback, on the WebEx Player console, click the Pause button again.

To automatically repeat (loop) playback:

On the WebEx Player console, on the Controls menu, choose Loop.

To stop a playback:
On the WebEx Player console, click the Stop button.

“® WebEx Player - ZipSoft Demo
File Controls  Help

@) [ mle] J_
ex U~ p——

To quit WebEx Player:

On the WebEx Player console, on the File menu, choose Exit.

Navigating a recording

When playing a recording, you can fast forward or rewind the recording. If segments
were defined in the recording, you can navigate to a specific segment.

To fast forward playback:
Do either of the following:

= To browse a recording while fast forwarding it, click the Forward button.

“® webEx Player - ZipSoft Demo
File Controls  Help

= o nm w2 EEEEEEN
ex ¢ ~(—/——

Each click moves the recording forward incrementally.

= To fast forward a recording to a specific location, drag the playback slider to the
right.
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Y .
o WebEx Player - ZipSoft Demo

File  Controls  Help

ARSI TSR 3R R 0015005011 |

To rewind a recording:

Do either of the following:

* To browse a recording while rewinding it, click the Rewind button.

i, -
o WebEx Player - ZipSoft Demo | x|

File  Controls  Help

= ] mcedn] o =) R
ex ¥ {——

Each click moves the recording backward incrementally.
* To rewind a recording to a specific location, drag the playback slider to the left.

To navigate to the next or previous segment:

Click the Previous Segment button or Next Segment button, as appropriate.

“® wWebEx Player - ZipSoft Demo
File  Controls  Help

& o mfe n[w] 2 N
ex ¢ ———

Note: If no segments were defined in the recording, the Previous Segment and Next Segment
buttons are unavailable.
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To navigate to a specific segment:
1 On the Controls menu, point to Segment.

2 Choose Go to.

Segments:

1 Introducing Zipsoft File Han
2 Features of Zipsoft File Ham
3 Using Zipsoft File Handler

4 Purchasing Zipsoft File Hand

Go | Cancel |

If segments were defined in the recording, they appear in the list.
3 In the list, select a segment.

4 Click OK.

Controlling full-screen view of playback

During playback, you can switch your view of a recording between a standard window
and a full-screen view. A full-screen view of a recording fits your entire screen and
does not include a title bar or scroll bars. You can also set WebEx Player to display all
recordings in a full-screen view by default.

To display a recording in a full-screen view:

Click the Full Screen button.

i, -
o WebEx Player - ZipSoft Demo | x|

File  Controls  Help
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To display a recording in a standard window:

Click the Full Screen button again.

To display all recordings in a full-screen view by default:

1 If you have not done so already, open a recording file (.wrf).

2 On the WebEx Player console, on the Controls menu, choose Settings.

The Playback Settings dialog box appears.

~ Full Screen Setting-
[ Playback in full screen mode by defaul
mﬁmmlmhu-mmnndBmw

— Player Congole Seltings

™ Hide the Playes Corcole during playback.
‘When the Plaver congole i hadden, use these hat kews 1o cortrol

playback:
Paase/Resume = [Cil+Ak+P
Shop = |Cird+ AR + 5
ok | Cancel |

1 Under Full Screen Setting, select the Play back in full screen mode by default
check box.

2 Click OK.
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Adjusting audio during playback

During playback of a recording, you can increase or decrease the audio volume, or
mute or unmute audio.

To adjust playback volume:

Drag the Volume slider to the right or left to increase or decrease volume, respectively.

""n WebEx Player - ZipSoft Demo
File  Caontrals  Help

@ w2 N
ex < 1 0

To mute audio:

Click the Mute button.

",, WebEx Player - ZipSoft Demo
File  Controls  Help

= el w2 N
ex[Oi——— 9

To unmute audio:

Click the Unmute button.

2
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Hiding or showing the player console

38

Normally, the WebEx Player console appears on your screen when you are playing a
recorded meeting. However, you can hide the WebEx Player console during playback.
If the WebEx Player console is hidden, you can pause or stop playback by pressing a
preset hot key—that is, a key on your computer's keyboard.

To hide the Player console during playback:

1 If you have not done so already, open a recording file (.wrf).

2 On the WebEx Player console, on the Controls menu, choose Settings.

The Playback Settings dialog box appears.

- Full Scigen Setling
[T Playback in full screen made by defauk
Thes ophion plags recordings in full-scssen mode once playback:
begins.

- Flayer Console Seltngs

™ Hide the Player Concobe during playback
‘when the Flaver console is hidden, use these hot keys Lo control

playback.
Fause/Fesume - llj!- T
Stop = |Cifd + ARk + 5

ok ] Cancel |

Playback Settings E

check box.

4 Click OK.
While the WebEx Player console is hidden, you can:
= Pause and resume playback by pressing the Ctrl+Alt+P key combination on

your keyboard

= Stop playback by pressing the Ctrl+Alt+S key combination on your keyboard

Under Player console settings, select the Hide Player console during playback
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To make the WebEx Player console appear after it is hidden:

1 During playback, pause or stop playback by pressing the Ctrl+Alt+P or
Ctrl+Alt+S key combination on your keyboard, respectively.

2 Optional. To keep the WebEx Player console visible, do the following:

a) On the WebEx Player console, on the Controls menu, choose Settings.

b) Under Player Console Settings, clear the Hide the Player Console during

playback check box.
¢) Click OK.

Troubleshooting playback

For information about troubleshooting audio problems, see Problems with audio (on

page 39).

For information about troubleshooting audio problems, see Problems with video (on

page 40).

Problems with audio

Cannot hear audio.

Possible Cause

Audio was not captured in the recording.

Your computer does not meet the
requirements for playing audio.

Solution

See Recording audio with standalone
recorders (on page 18).

See System requirements for recording
audio (on page 19).
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Audio sounds "tinny" or unclear.

Possible Cause

The quality of audio in a recording depends
on the equipment with which it was captured
during recording, including the computer's
sound card and microphone; and the
equipment with you are playing it, including
your computer's sound card and speakers.

Audio volume is too low.

Possible Cause

The playback volume is set too low.

The distance at which the person spoke into
the microphone during recording was too
far.

The microphone input volume was set too
low during recording.

Problems with video

40

Video appears blurry or blotchy.

Possible Cause

WebEXx Player displays video at the color
depth set for your computer's monitor. If a
recording was made on a monitor with a
higher color depth setting, video images
may appear blurry or blotchy.

Solution

If you think your computer's equipment is
affecting audio quality during playback, try
upgrading your computer's sound card or
speakers.

Solution

Adjust the playback volume on the WebEx
Player console. See Adjusting audio during
playback (on page 37).

If you made the recording, try speaking into
the microphone at various distances to
determine the right distance for you.

If you made the recording, adjust the
recording input volume before recording
again. For details, see Setting up your
sound card for recording audio.

Solution

Increase your monitor's color depth to 16-bit
(65,000 colors) or 24-bit (over 6 million
colors). For instructions on setting color
depth, see Windows Help.
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Video images do not appear completely or are "cut off" on your screen.

Possible Cause Solution

Video was recorded on a computer with a Try setting your monitor's screen resolution
monitor that was set to a higher screen to a higher setting—for example, 1024 by
resolution than that set on your computer's 768 pixels. For instructions on setting screen
monitor. resolution, see Windows Help.

Uninstalling WebEx Recorder and Player

You can remove the standalone version of WebEx Recorder and WebEx Player from
your computer, using your computer's Add/Remove Programs utility. Uninstalling the
software does not remove any recordings that reside on your computer.

To uninstall WebEx Recorder and Player:
1 Open the Windows Add/Remove Programs utility on your computer.
2 In the list of programs, select WebEx Recorder and Player.

3 Click Remove.
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