Scheduling a Meeting in the Webex Portal
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Open a Browser window and go to =
https://cssd11.webex.com Join  meeting

Emar mastng rermatian

Click on “Sign In” in the upper right corner.

Webex Meetings

‘)

Welcome to Webex

Enter your D11 email address (first.last@d11.org) and complete sign in with your

network password.

Email address

Select Schedule>Schedule a Meeting
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e “Start” will immediately start a meeting in your Personal meeting room- cssd11.webex.com/meet/firstname.lasthame
e “Join” will let you join another D11 staff personal meeting room or enter meeting information for any Webex meeting
e Schedule a Webinar lets the host and panelists share their video, audio and screen. Attendees are view only

Select the desired meeting template, template titles have brief descriptions of default settings for that meeting type

Schedule a meeting v Meetng templates © [ D11 Defaut Tempite |
External Guests - No Lobby/No Mu.

Meeting type © Webex Meetings Pro Meeting External Guests - Recorded - No L

Palmer Math Tut
*Meeting topic D11 Webex Meetings Default almer Math Tutoring

Parent-Teacher Conference Template

Date and time Wednesday, April 19, 2023 11:25 AM Duration: 1 hour ™' Professional Learning Meeting
(UTC-06:00) Mountain Time (US & Canada) Webex Meetings Default
Time zone planner D11 Default Template [
Recurrence
Invitees @ Separate email addresses with a comma or semicolon

Meeting agenda

Change the Meeting Topic as needed

Update the date and time; recurrence will let you schedule repeating meetings



Use Invitees to include someone to make them a co-host or invite a Webex Device.

meeting has been added to your Outlook calendar
Note: For D11 rooms with Webex Devices, type the device name
and select from list. All D11 Webex devices use the format
Webex.RoomName@d11.org

Select Security if you want to change:

o Meeting Password
Lobby Options

o Auto Lock settings

O

You can also invite others once the

(UTC-07.00) Mountain Time (US & Canada) v
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Security

Audio connection options

Advanced ooton

Security

* Meeting password

Exclude password

Auto admit (0

Auto lock (O
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|:\ Exclude password from email invitation

All invited users can join the meeting.

Choose what happens for people who aren't on the invite:

o They wait in the lobby until the host lets them in
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They can't join the meeting

Automatically lock my meeting| 10

| minutes after the meeting starts.

Select Audio Connection Options to change

o Entry and Exit tone
o Mute settings for attendees
o Do NOT change the Audio

Connection Type

Advanced options

Cohosts @)

Video Systems

Automatic recording

Breakout sessions (@

Registiation (D

Ermail reminder

Meeling options ()

Attendee privieges ()

© Let me choose cohosts for this meeting. (You can make an attendee a cohost in the

Attenciees list)

(") The first person 1o join the meeting who has a host account en this site becomes a

cohost

All attendees who have host 3cCoUNts oA this site become cohasts when they join

the meeting

) Automatically start recording when the mesting starts

Enable breakout sessions
‘Preassign breskout sessions

Required
minutes before meeting starts
Edit meeting options

Edit attendee privileges

Audio connection options

Audio connection type (O

Entry and exit tone (&

Mute attendees ()

N
| Webex Audio W ‘
Show global call-in numbers to attendees
| No Tone ~ ‘

Allow the host and cohosts to unmute participants (Moderated unmute mode)
Allow attendees to unmute themselves in the meeting

I:\ Always mute attendees when they join the meeting

Select Advanced Options to update:

o Cohost settings
o Automatic Recording
o

Breakout Sessions — can also be enabled during a meeting




Edit Meeting Options includes permissions for attendees to chat, take notes and upload files.

Edit Attendee Privileges — enable and disable as needed.
Note that disabling Share Content will require the host to
individually give Share Permissions to attendees if needed
during the meeting.

Attendee privileges *
Select privileges that you want attendees to have when
meeting begins:

Share content

Save ()

Print @)

Annotate ()

View participant list

View thumbnails ()

Control application, web browser, or desktop remotely
(] View any document ()

() View any page @

Participate in private chat with

Host
Presenter

Other participants

Click on “Schedule” to complete meeting creation. If this
is a meeting type you will use again, select “Save Settings
as meeting template,” name it and after clicking Save it will
be available for you in the Meeting Template box for all
new meetings.

Meeting options (O Edit meetin|

Attendee privileges (O Edit attend

Save settings as meeting template

Cancel Schedule

All meetings scheduled in Webex will automatically appear on your District 11 Outlook Calendar. You can use Outlook to

invite others and add attachments.

More Information: https://help.webex.com/en-us/article/xm300v/Schedule-a-meeting-from-User-Hub




