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Login to WebEXx for the First Time

® Login to WebEx and create meetings through WebEx

https://support.wsd.k12.az.us/portal/en/kb/articles/how-to-login-to-webex-and-schedule-a-meeting
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[ 1. Start at the Information Technology Useful Link page and click WebEx:

Home

Useful Links

Technology Support Staff
Technology Support
Family Resources

Reduced Cost Internet

Stovt
herel

Amplify

Apple School Manager

Clever Portal

Follett Destiny - Library

Frontline - Absence Management

HMH Central (Fast Math / Read 180)

Infinite Campus

IT & Maintenance Help Desk

Kahoot

Mimecast Personal Portal

Odysseyware

Print Master - PaperCut

RDSS
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Board Docs

Adobe Sign

ATI Online -Admin

Blackboard App

Helpdesk Agent

IEP Pro

Infinite Visions

Keeper Security Vault

Meraki - CCTV

Print Master - PaperCut (Admin)

Scholastic Admin

Snipe-IT

Time Clock Plus Manager

WSD Projects

Student Technology Support


https://www.wsd.k12.az.us/Page/38
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[ 2. Clicking here will open a new tab for WebEx:

webex Service provided by

wwwwww

= English ] Signin v

Join a Meeting o

Enter meeting information

) Cisco Webex Meetings desktop app
3 The Webex Meetings desktop app allows you to start and join
meetings quickly and easily. You can schedule, start, and join
\/\ meetings from your desktop or directly from Microsoft Outlook.
Y ~N
) L )
Download

Webex Personal Room

Your Webex Personal Room is your own virtual conference space

that's always available and has its own Personal Room link and video .

[ 3. From here, you'll click the drop down arrow in the upper right hand corner.

English

Join a Meeting o leck 'H’le
dvop down
WYow

Enter meeting information
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(2] 4. Once you click, it will give you a dropdown menu. You'll want to click Office 365:

English J Signin v

) Facebook
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[ 5. From there, Office will log you in, and you will get your Homepage for WebEx.

webex envice provide
) B Q_ Join a meeting or search for a meeting, recording, or transcript [0) English  Chelsea ™
Q Meetings
. X
© Recordings Chelsea De La Cruz's Personal Room ©
{@} EREREEES C C https://wsd.webex.com/meet/cdelacruz New to remote work?
, @ More ways to join View best practices to ensure a great
M Insights meeting experience.
@ SR Start a meeting 2 Schedule a meeting v Z ‘ ‘
W /o
< /
' Downloads . w\/g_,
D Feedback

Upcoming meetings

@ To include Webex meetings that were scheduled from Google Calendar or Microsoft Office 365, go to x
Preferences.
10:00 PM - 10:20 PM  Parent Teacher Conference - Minnie ...
(dc Start
Wed, Oct 13 Chelsea De La Cruz
Webex Training
Webex Events (classic)
Webex Support
© 2021 Cisco and/or its affiliates. All rights reserved. Privac | Terms of Service

Q" Note: It will have a few pop-ups for first time users, if you'd like, read them, if not, it tells you
that you can customize your icon and schedule meetings. Just click 'Next, Next, and Done' and

they will go away.

Schedule a Meeting

® Schedule whatever meeting you need, similar to Teams or Zoom! You'll need a time, topic,

and email address!
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[ 1. Once you've logged into WebEx, you will want to click 'Schedule a meeting' and it will take you to the

'Schedule a meeting' page:

Chelsea De La Cruz's Personal Room ©

' ‘ https://wsd.webex.com/meet/cdelacruz
) More ways to join V- ‘ ‘I Ck

Hese

Start a meeting v Schedule a meeting

Schedule a meeting v

Meeting type Webex Meetings Pro Meeting
* Meeting topic
* Meeting password YJrACPsG543

Date and time Tuesday, Oct 12, 2021 1:30 pm Duration: 1 hour

(UTC-07:00) Arizona
Recurrence

Attendees () Separate email addresses with a comma or semicolon

Show advanced options “/

Cancel Save as template
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Meeting templates

New to remote work?

View best practices to ensure a great
meeting experience.

%\

Webex Meetings Default v
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(2 2. From here, you'll want to title the meeting as you'll need, we'll use Parent - Teacher Conferences as an

example. To title it, you'll want to type in your topic under 'Meeting Topic'

Schedule a meeting v

Meeting type

* Meeting topic

* Meeting password

Date and time

Attendees (1)

Meeting templates ~ Webex Meetings Default v

Webex Meetings Pro Meeting ~

X ¥

& Enter the meeting topic

YJrACPsG543 ;

Tuesday, Oct 12, 2021 1:30 pm Duration: 1 hour

(UTC-07:00) Arizona v

Recurrence

Separate email addresses with a comma or semicolon

Show advanced options v

Cancel Save as template

Schedule a meeting v

Meeting type

* Meeting topic

* Meeting password

Date and time

Attendees (i)

Meeting templates = Webex Meetings Default ~

Webex Meetings Pro Meeting v

i [ Parent Teacher Conference - Minnie Mouse ] ,

() Enter the meeting topic

YJrACPsG543 C

Tuesday, Oct 12, 2021 1:30 pm Duration: 1 hour

(UTC-07:00) Arizona v

Recurrence

Separate email addresses with a comma or semicolon

Show advanced options v/

Cancel Save as template
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(2 3. Next, you'll want to set the password, especially if you are sending it as a link. Keep it simple, and

remember to send the password along with the link.

Schedule a meeting v
Meeting templates  Webex Meetings Default

Meeting type Webex Meetings Pro Meeting ~
* Meeting topic Parent Teacher Conference - Minnie Mouse
* Meeting password Minnie] G

Date and time . .
Meeting password requirements

Must Contain
~ At least 4 characters
Must Not Contain

+ Easy-to-guess keywords, such as your company name, username, or meeting

Attendees () topic
~ Spaces or unsupported special characters, suchas\, ", ", /, & <, >, =, [,and ]

Show advanced options v/

Cancel Save as template

(2] 4. Next, set the time! You'll click the day and time and it will change blue as you roll over it.

Date and time Tuesday, Oct 12, 2021 1:30 pm Duration: 1 hour

(UTC-07:00) Arizona Vv

Date and time Tuesday, Oct 12, 2021 1:30 pm Duration: 1 hour

(UTC-07:00) Arizona
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[2] 5. Set the time and day! Also remember to set the duration so the attendee(s) will know how long they

will need to block off for the meeting.

Date and time Tuesday, Oct 12, 2021 1:30 pm Duration: 1 hour v

< Oct 2021 > Time

Sun Mon Tue Wed Thu Fri  Sat 1 ~o 30 v

am o pm
Attendees ()
Duration

Show advanced options v o 13 14 15 16

177 18 19 20 21 22 23 1 hour ¥ Ominutes

cemmEss “

3 1 2 3 4 5 6

Date and time Wednesday, Oct 13, 2021 4:00 pm Duration: 20 minutes
< Oct 2021 > Time
Sun Mon Tue Wed Thu Fri Sat 4 ~ 1| 00 v

am Opm

Attendees (i)

Duration
. 12 14 15 16
Show advanced options e

17 18 19 20 21 22 23 0 hours v ‘ZOminut... V}

31 1 2 3 4 5 6
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[2] 6. Next, add the attendees! Use their emails and WebEx will send them a link to the meeting itself. You

can separate other attendees by comma or semi-colon! If you do that, their email will pop up underneath
as added invites.

Attendees (D) Separate email addresses with a comma or semicolon

Show advanced options v

Attendees (i) cdelacruz@wsd7.org

Show advanced options v

Attendees () Separate email addresses with a comma or semicolon ]

ChelseaDelaCruz O X

~

(v addil\g commg, |

Remove all attendees

Show advanced options
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[S] 7. Once that is done, and you've checked that everything is accurate, click 'Schedule' and you'll be taken
to a confirmation page, along with a link to the meeting itself if you need one! The attendee, if you

included their email, will receive an email with a direct link to the meeting.

Schedule a meeting v

Meeting templates ~ Webex Meetings Default ~
Meeting type Webex Meetings Pro Meeting ~
* Meeting topic Parent Teacher Conference - Minnie Mouse
* Meeting password Minnie @]
Date and time Wednesday, Oct 13, 2021 4:00 pm Duration: 20 minutes
(UTC-07:00) Arizona
Recurrence
Attendees (O Separate email addresses with a comma or semicolon
ChelseaDelaCruz 0O, X
Remove all attendees
Show advanced options v/
& Clicke here
Cancel Schedule Jave as template
< Back to List
Parent Teacher Conference - Minnie Mouse Do 0 Start Meeting v
Chelsea De La Cruz 4:00 PM - 4:20 PM  Wednesday, Oct 13 2021 (UTC-07:00) Arizona
Join information Who is invited? (1)
Meeting link:

Enter email address to add attendee
https://wsd.webex.com/wsd/j.php?MTID=m21fc9881d80c8f162ae7927911894fb7 [0

Meeting number:

2480 945 9757 CC Chelsea De La Cruz

Password:
Minnie
Host key:
974872

Join by video system
Dial 24809459757 @wsd.webex.com
You can also dial 173.243.2.68 and enter your meeting number.

Join by phone
+1-4NR-41R-028R | Inited States Tnll M

[EXTERNAL]Webex meeting scheduled: Parent Teacher Conference - ‘ Vv Yes ‘ ‘ 7 Maybe ‘ ‘ X No ‘ ‘
Minnie Mouse -
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©  Wed 10/13/2021 4:00 PM - 4:20 PM No conflicts

<9

https://protect-us.mimecast.com/s/gvVQxClYmm8hDJLgSGRScq

2 Chelsea De La Cruz <messenger@webex.com> on behalf of Chelsea De La Cru:

Messages Meeting Details

When it's time, start your Webex meeting here.

Wednesday, October 13, 2021
4:00 PM | (UTC-07:00) Arizona | 20 mins

Start meeting

More ways to join:

Join from the meeting link

https://wsd.webex.com/wsd/j.php?MTID=m21fc9881d80c8f162ae7927911894fb7

Join by meeting number

Meeting number (access code): 2480 945 9757
Meeting password: Minnie

Tap to join from a mobile device (attendees only)

+1-408-418-9388,,24809459757## United States Toll

Join by phone
+1-408-418-9388 United States Toll

Global call-in numbers

Join from a video system or application
Dial 24809459757 @wsd.webex.com

You can also dial 173.243.2.68 and enter your meeting number.

If you are a host, click here to view host information.
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Q> Note: If you need to copy the link to the meeting for someone, you can click on the symbol, and it will
copy it to your clipboard. Or if that doesn't work, you can highlight the whole link and copy the link
itself.

Option 1:

Meeting link:

https://wsd.webex.com/wsd/j.php?MTID=m21fc9881d80c8f162ae7927911894fb7

Meeting link:

Copy Ctrl+C .
" on
)y Copy link to highlight

Go to https://wsd.webex.com/wsd/j.php?MTID=... 1 I
: Print... Ctrl+P ®
| Inspect

Start a Meeting

® You've set up your meeting, now it's time to get it started!
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(2 1. From your WebEx Homepage, you will now see your scheduled meetings under 'Upcoming Meetings'.

Roll over to the meeting you wish to start, and click the green 'Start' button.

webex Service provided by
7 s Q_ Join a meeting or search for a meeting, recording, or transcript ® English  Chelsea v/
() Meetings
X
© Recordings Chelsea De La Cruz's Personal Room ©
{é} CIEEiEEES C C https://wsd.webex.com/meet/cdelacruz Webex Meetings app
@ More ways to join Install the Webex Meetings app to get
M Insights ready for upcoming meetings.
o)
@ support Start a meeting v Schedule a meeting v &L
<
A Downloads ‘/(%@
(9 Feedback

Upcoming meetings

@ Toinclude Webex meetings that were scheduled from Google Calendar or Microsoft Office 365, go to 2
Preferences.

4:00 PM - 4:20 PM Parent Teacher Conference - Minnie ...

cc Start
Wed, Oct 13 Chelsea De La Cruz
10:00 PM - 10:20 PM  Parent Teacher Conference - Minnie ...

(cC Start
Wed, Oct 13 Chelsea De La Cruz

View all meetings

Webex Training
Webex Events (classic)

Webex Support

© 2021 Cisco and/or its affiliates. All rights reserved. Privacy Statement | Terms of Service

Upcoming meetings C‘ ; Ok he

@ To include Webex meetings that were scheduled from Google Calendar or Microsoft Office 365, go tg
Preferences.

cC 4:00 PM - 4:20 PM Parent Teacher Conference - Minnie -.-
Wed, Oct 13 Chelsea De La Cruz
10:00 PM - 10:20 PM Parent Teacher Conference - Minnie ...
Wed, Oct 13 Chelsea De La Cruz

CcC

View all meetings
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[2] 2. Once you click that, you will be taken to another screen that will prompt a download to your computer.
This will only happen the first time you open a WebEx meeting, but afterwards you will get the following
screen, asking if you want to open the WebEx App.

b
webex Open Webex? Service provided by

https://wsd webex.com wants to open this application.

O Always allow wsd.webex.com to open links of this type in the associated app

Click Open Webex on the prompt.
If the prompt doesn't appear, click Launch Meeting instead.

Launch Meeting

Don't have Webex? Download it now.

Having trouble with the app? Join from your browser.
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(2 3. Click 'Open WebEx' or '"Launch Meeting' if the prompt doesn't pop up.

Open Webex?
webex pen Tebex Service provided by

https://wsd.webex.com wants to open this application.

O Always allow wsd.webex.com to open links of this type in the associated app

Click Open Webex on the prompt.
If the prompt doesn't appear, click Launch Meeting instead.

Launch Meeting

Don't have Webex? Download it now.

Having trouble with the app? Join from your browser.

o] Webex?
webex pen Hebex Service provided by

https://wsd webex.com wants to open this application.

O Always allow wsd.webex.com to open links of this type in the associated app

St

Click Open Webex on the prompt.

If the prompt doesn't appe aunch Meeting instead.

S Lavncdh meeh

Launch Meeting

Don't have Webex? Download it now.

Having trouble with the app? Join from your browser.
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(2] 4. From here, your meeting will start, and you'll just need to click 'Start Meeting'.

Chelsea De La Cruz | (@ |

Parent Teacher Conference - Minnie Mouse
4:00 PM - 4:20 PM

My preview # Change background B

5] Connect to video system

0 Mute ~ O Stopvideq

Send link through ClassDojo
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(2] 1. Start on your WebEx homepage, and click on the meeting you want to send.

Q. Join a meeting or search for a meeting, recording, or transcript @®

Chelsea De La Cruz's Personal Room ©

‘ ‘ https://wsd.webex.com/meet/cdelacruz

) More ways to join

Start a meeting v Schedule a meeting v

Upcoming meetings

@ To include Webex meetings that were scheduled from Google Calendar or Microsoft Office 365, go to x
Preferences.
4:00 PM - 4:20 PM Parent Teacher Conference - Minnie ...
CC Start
ﬂ Wed, Oct 13 Chelsea De La Cruz
10:00 PM - 10:20 PM Parent Teacher Conference - Minnie ...
CcC Start
Wed, Oct 13 Chelsea De La Cruz

View all meetings

[ 2. This will bring back up the information page like before. The Meeting Link will be the first option like

you saw earlier. You'll want to highlight it, or click the [_D icon and copy it.

T N HE W BN NN SN NN N Rl N

Copy
Meeting link:
https://wsd.webex.com/wsd/j.php?MTID=m21fc9881d80c8f162ae/7927911894fb7 0
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R0c8f162ae7927911894fb 7|

Copy Ctrl+C
M . N
Y Copy link to highlight
Go to https://wsd.webex.com/wsd/j.php?MTID=...
¢ Print.. Ctrl+P
M
Inspect
Hc

F

(2 3. After you've copied the link, head over to ClassDojo and paste the link into the message that you'll
send to the guardian.

> Make sure you also send the password, as it will require the attendee to input one to start the
meeting on their end.

(@ If you need assistance, please open a Support Ticket: Here
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