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Course Goal

You will be able to successfully schedule and conduct
interactive trainings easily and effectively using the
collaborative tools, while combining the interactive training
features of WebEXx.
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Logging Into Your
Microsite

Your company’s Microsite is generally set up as:
https:// .webex.com

If you do not know your Microsite, please check with your
Account Administrator.



Logging Into Your Microsite Level(3)
Main WebEx Page

the Networked World
) 5 6as

Cisco WebEx

Home Meeting Center ~ Event Center =~ Support Center ~ Training Center =~ My WebEx l
English : New York Time

1. Navigate to your Microsite
2. Click [Log In] at the top
right of the page

Enter the meeting, event, or session number to join.

NEW! Invited to a Personal Room? Enter the host's room ID. 0
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Test Library

The Test Library serves as a repository of tests on your organization's
Training Center Microsite. In the Test Library, you can do the following:
« Create, edit, duplicate, or delete a test.

« Import a poll or test questionnaire, (with an.atp file extension) and convert it to a test.

« Copy your tests to the Shared Tests section so other training hosts can access the tests.



1.

Test Library

Accessing the Library and Creating a New Test

Cisco WebEx

Home Meeting Center ~ Event Center

Attend a Session

Test Library

~ Host a Session
Schedule Training
Instant Session Private Tests
Hands-On Lab Title

Click the [Training
Center] tab

Select [Test Library] on
the left hand menu

To create a new test, click
[Create New Test] on the
bottom right corner

Test Library
My Training
Recordings

~ Set Up

Training Manager Shared Tests
Preferences Title
My Profile [] Shared Test

¥ Support

» Level 3

Support Cente

Description

Description

Author

Author
Edmond Leclair

© 2016 Cisco an«

webex_1895431 Log Out

Welcome, SARAH GARRETT

Last Modified

Last Modified
Friday, March 6, 2020 1:30 pm

Duplicate... || Copy to Private “ Delete ‘

l Import...' l Create New Test |

d/or its affiliates. All rights reserved. Privacy | Terms of Service
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A test must be available
under [Private Tests] or
[Shared Tests] in order
to add a test to your
scheduled meeting




Test Library — New Test Level3
Edit Test Details

the Networked World

- o X
& Specify Grades - Internet Explorer -

Home Meeting Center ~ Event Center =~ Support Center ~ Training Center =~ My WebEx SpeCIfy Grades
Attend a Session Please specify the grades for the various ranges of scores:
) Create Test
~ Host a Session
S H f G d ] I I Score Grade
Schedule Training
[Specify Grades...] allows e T n
. . nstant Session Test Title: | 20 29 B
yO U tO CU Sto I I l |Ze th e g rad I n g Hands-On Lab Test Description: to
Test Library 70 to|79 c
system for your test B Jtoled o
Recordings 0 to |59 F
v Set Up to
Training Manager to
TS Author: TRAINING ELGIA to
My Profile Maximum score: Maximum possible score is: 0 points (calculated based on the assigned scores in the test) to
R [ Limit the score that an can receive: [100 | points to
Grades: [] Assign a grade according to the score of the stud#nt (Specify Grades...)
MyResources . N
Display question: @ Aj questions in one page
Help © One question per page
Downloads
Contact Us
» Level 3

®© 2016 Cisco and/or its affiliates. All rights reserved. Privacy | Terms of Service




Test Library — New Test

Insert Questions

To add questions to your
test, click [Insert Question]
on the bottom right side
Keep clicking [Insert
Question] until you are
finished adding questions to
your test

Cisco WebEx

Home Meeting Center

Attend a Session
v Host a Session
Schedule Training
Instant Session
Hands-On Lab
Test Library
My Training
Recordings
v Set Up
Training Manager
Preferences
My Profile
~ Support
MyResources
Help
Downloads
Training
Contact Us

» Level 3

Event Center ~ Support Center

Create Test

Training Center =~ My WebEx

Test Title: |

]
cisco

webex_1895431 Log Out

Test Description:

Author: TRAINING ELGIA
Maximum score: Maximum possible score is: 0 points (calculated based on the assigned scores in the test)

[ Limit the maxi score that an

can receive: points

Grades: [] Assign a grade according to the score of the student (Specify Grades...)

Display question:

® All questions in one page
© One question per page

» Insert Question

®© 2016 Cisco and/or its affiliates. All rights reserved. Privacy | Terms of Service

el(3)
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Test Library — Insert Question

Question Choices

Instructions

Add Question

Question Type: [Instructions v

Instructions: (p1ease type the instructions here.

Fill in the Blanks

P-hac X v‘,ru"

L-hac

Add Question

Question Type: [Fill in the blanks

Question: (Please use "[]" as a blank in your question and enclose
the correct answer within the "[ ]". You can have more

than one blank in the question.)

This is [an] example.

COMMUNICAT

vel(3)

IONS

Connecting and Protecting
the Networked World

Essay

LP-hac X

Add Question

Question Type: [Essay v

Question: |please type the question
here.

Answer: Limit answer to 5000 number of characters

s ]

Eancel




Test Library — Insert Question Level (3)
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Question Choices

Multiple Choice Multiple Response True/False
(select one answer) (select multiple answers)

- a X - a X - a X
O~-mhac X {0 o L~-hac X ¥ O-mhac X {0 o
Add Question Add Question Add Question
————- Question Type: | Multiple Choice (select one answer) v Question Type: | Multiple Response (select multiple answers) v| Question Type: | True/False v
Question: [please type the question here. Question: [please type the question here. Question: [please type the question here.
Answers: (Please enter the answers to this question, then specify Answers: (Please enter the answers to this question, then specify Correct answer: ® True O False
the correct answer) the correct answers)
Answer: Correct? Answer: Correct?
Option 1 ® Option 1 1] ancel

© v ] ==8
O O
O O
O O




Test Library — Questions
Scores, Edit, and Delete

1. Assign Points to each test

2. (Optional) Add Scoring
Guidelines to questions

3. Click [Save] once done

COMMUNICATIONS

Cisco WebEx

Home Meeting Center

Attend a Session
v Host a Session
Schedule Training
Instant Session
Hands-On Lab
Test Library
My Training
Recordings
v Set Up
Training Manager
Preferences
My Profile
~ Support
MyResources
Help
Downloads
Training
Contact Us

» Level 3

Event Center ~ Support Center

Create Test

Test Title

Test Description:

Author:

Training Center =~ My WebEx

: |[SAMPLE TEST

This is a sample test that you can give
to your participants.

* TRAINING ELGIA
Maximum score:

Maximum possible score is: 100 points (calculated based on the assigned scores in the test)
¥ Limit the maximum score that an attendee can receive: points

Grades: ] Assign a grade according to the score of the student (Specify Grades...)
Display question: @ A| questions in one page

Question 1

© One question per page

This is a True/False question?

® True
False

Scoring guidelines:

Question 2

Scoring Panel

points: (20

This is a Multiple Response question.

Which of the fol

llowing are animals? select all that apply

]
cisco

webex_1895431 Log Out

- Cancel

Move Up v Move Down  » Insert Question

..Move Up . Move Down »Insert Question

3
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Participant:
Pre-Session and Post-
Session Test

Test invites are sent out during the scheduling process.
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Participant: Pre-Session/Post-Session Test Level(3)
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Notification Email

=] OB I

File Message  Q Tell me what you want to do...

Fri 03/06/20 3:30 PM
L . messenger@webex.com
1 . Part|C|pantS W||| Reminder to take a test: Website Test (Sample) (HR Open Enroliment for Q3)

receive test

notification
2' CIICk the [U RL] Test topic: Website Test (Sample)

to take your test Start date: Friday, March 6, 2020

Start time: 8:00 am, Easter Daylight Time (New York, GMT-04:00)
Due date: Wednesday, April 15, 2020

Due time: 8:00 pm, Eastern Standard Time (New York, GMT-05:00)
Time limit: N/A

Session: HR Open Enroliment for Q3

Session date: Wednesday, April 15, 2020

Session Password: session_password

Hello Tobias Rynell,

The following test is now available. Please take the test at any time prior to the due date.

To take the test

——- | GO 0 https://gc-salesdemo.webex.com/gc-salesdemo/z.php?TestiID=D%3D at any time between the start date and the due date.

14
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Initiate the Test

e pP-mac x AR )

alraln

Cisco WebEx A

1 - E n te r yo u r I nfo rm at I O n : Home Meeting Center ~ Event Center =~ Support Center ~ Training Center =~ My WebEx Login
* First name Atengasession  View Test Info: SAMPLE TEST

» Host a Session
* La St n a l I I e CEElLD To take this test or view information about this test, please provide the following information:

* Required field

Training Manager

. «Ei .
i E I Ad d Pref First name: ‘ | *Note: Verify that your email
mal ress references *Lastname: | | address is correct o that

you can receive your test

2. Click [OK] to take the test s B |
Cancel

© 2016 Cisco and/or its affiliates. All rights reserved. Privacy | Terms of Service

15
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Initiate the Test

e pL-hac x e

Cisco WebEx '::lnléélé'

Cl iCk [Ta ke Test] to Start the Home Meeting Center ~ Event Center ~ Support Center ~ Training Center = My WebEx Log In
Pre-Session/Post-Session test Menaseston L e TEST

» Host a Session

English : New York Time
v SetUp Endlish + Hew Yor Time

Are you sure you want to take this test?
Training Manager

SEEEce Student name: Jiro Ito
» Support Student email address: jiro_i@level3.com
» Level 3

Test title: SAMPLE TEST
Test Description: This is a sample test that you can give to your participants.
Author: SARAH GARRETT

Start date and time: March 6, 2020 at 8:00 am
Eastern Standard Time (New York, GMT-05:00)

Due date and time: April 15, 2020 at 8:00 pm
Eastern Standard Time (New York, GMT-05:00)

Time limit: (none)
Number of allowed attempts: No limit
Number of questions: 5
Maximum score: 100 points

16



Participant: Pre-Session/Post-Session Test

Initiate the Test

1. Answer test questions
2. Click [Submit Test]
once completed

Cisco WebEx

Home Meeting Center ~ Event Center

Attend a Session

pL-hac x

Support Center ~ Training Center = My WebEx

Take Test: SAMPLE TEST

» Host a Session
v SetUp

Training Manager

Preferences

» Support
» Level 3

Question 1

Question 2

Question 3

Student name: Jiro Ito
Student email address: jiro_i@level3.com

Test title: SAMPLE TEST

Test Description: This is a sample test that you can give to your participants.

Author: SARAH GARRETT
Time limit: (none)
Number of allowed attempts: No limit
Number of questions: 5
Maximum score: 100 points

This is a True/False question?
OTrue OFalse

(20 points)

Not Vet Answered

This is a Multiple Response question.

Which of the following are animals? select all that apply
[Bear

[JComputer

Ccat

[JDog

[JRock

(20 points)

This is a Multiple Choice Question.

What kind of question is this?

Return to Test Late| H Submit Test

Time remaining: [ 121:53:16

Time remaining:

alraln
Cisco

Log In

Level (3)

MMUNICATIONS

Connecting and Protecting
the Networked World®
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Participant: Pre-Session/Post-Session Test Level(3)
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Test Results Emaill

=] OB I

File Message  Q Tell me what you want to do...

Cisco WebEx 'é||'s'é|¢;'

Home  Meeting Center  EventCenter  Support Center  Training Center My WebEx Login

Fri 03/06/20 3:30 PM
messenger@webex.com | fnenosSsN View TestResults
| Your test score for the topic: Website Test (Sample) (HR Open Enrollment for Q3) | © 22

~ SetUp
Currenny, only the total score and the grade of your test is shown to you The details of your test results mcludmg the correctness of each answer and the instructor's

. Training Manager comments will not appear until the test ends. Please wait until the test is ended to see the full results.
our test is graded
3

Hello Jiro lto, » Support Student name: Jiro Ito

Student email address: jiro_i@level3.com

. . » Level 3
you WI” receive an The test you submitted for the HR Open Enroliment for Q3 session is complete. Attompt 1 Restt Pane!
Submit time: 3/6/20 10:02 am

email notification
. CI|Ck the [URL] To view the test results

to Vi eW you r GO t{ https://qC‘SaleSdemO.WebeX.COm/qC-SaleSdemO/Z.php?TeSt|D=D%3D Test Description: This is a sample test that you can give to your participants.

Author: SARAH GARRETT
Time limit: (none)
S CO re Number of allowed attempts: No Jimit
Number of Question:
Maximum score: 100 points

To me

Take Test Again

o

18
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Host: Pre-Session and
Post-Session Test



Host: Pre-Session and Post-Session Test Level(3)
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Grading Tests

o YT :

—

Click the [My WebEXx] tab CISCOIEREX
2. Select [My Meeting S] on Home  Meeting Center ~ EventCenter ~ Support Center  Training Cente weber 1895431 Log Out

——- \1y Meetings English : New York Time

the left hand menu oo My WebEx Meetings o

- My Files
Meet Now
3. Choose the [Topic] of
. . . My Profile
Dail Weeki Month All Meeti
your Training session ey | e | e

My Reports .
< April 15, 2020 >

Training

Support The meetings you host | ¥ [} show past meetings

[El Level 3 Home
(7] Time v Topic Type (2] (V] (x]
| | 8:00am Q2 - Getting to know Your Comp. Event N/A N/A N/A m

Cancel Meeting

@ Requests Pending @ Requests Approved @) Requests Rejected

2016 Cisco and/or its affiliates. All rights reserved. Privacy | Terms of Service




Host: Pre-Session and Post-Session Test Level(3)
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Grading Tests

Cisco WebEx ':;l.'s'élé'

1. Select the radio button of
the Pre-Session and
POSt'SGSSlon test ::z:zz:zlsmm Session Information: HR Open Enroliment for Q3 =)

English : New York Time

Home Meeting Center ~ Event Center ~ Support Center ~ Training Center =~ My WebEx webex_1895431 Log Out

° T t I b I d My Fies Session status: Not Started (Registration) Start Session Now
e S S a re a e e a S My Contacts Session date:  Wednesday, April 15, 2020 You can start your training session by clicking Start
My Profile Starting time:  8:00 am, Eastern Daylight Time (New York, GMT-04:00) New]
13 H b Duration: 1 hour
We bS | te un d er Preferences Presenters:  SARAH GARRETT [ Sarthow |
My Reports Description:
. .
Delive
Session number: 000 000 000
Support Password: (This session does not require a password.)
2. Select [Score & Report B | e o
. Teleconference: Provide your phone number when you join the training session to receive a call
back.
Conference dial-in number:
1-8007316526 (US)

View global numbers
Host access code: 1234
Attendee access code: 999 888 7

Host's name: SARAH GARRETT

Host's email: sarah_g@level3.com
SCORM data: SCORM1.2 SCORM 2004
Course material: presentation.pptx(121.81 K8)

Test
Title Delivery Status
O SAMPLE TEST In-session Not started
——— @) SAMPLE TEST Website e ted (Dug 4/15/20 at 8:00 pm)

| Add Test ‘ l ManaQEl \ Score & Report | Duplicate
By joining this session, you are accepting the Cisco WebEx Terms of Service and Privacy State!

| Delete | ‘ Manage Registrati | | Add to My Calendar ‘ ‘ Go Back |

© 2016 Cisco and/or its affiliates. All rights reserved. Privacy | Terms of Service

21



Host: Pre-Session and Post-Session Test Level(3)
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Grading Tests

Cisco WebEx ':;l.'s'élé'

1. Select the radio button of
the Pre-Session and
POSt'SGSSlon test ::z:zz:zlsmm Session Information: HR Open Enroliment for Q3 =)

English : New York Time

Home Meeting Center ~ Event Center ~ Support Center ~ Training Center =~ My WebEx webex_1895431 Log Out

° T t I b I d My Fies Session status: Not Started (Registration) Start Session Now
e S S a re a e e a S My Contacts Session date:  Wednesday, April 15, 2020 You can start your training session by clicking Start
My Profile Starting time:  8:00 am, Eastern Daylight Time (New York, GMT-04:00) New]
13 H b Duration: 1 hour
We bS | te un d er Preferences Presenters:  SARAH GARRETT [ Sarthow |
My Reports Description:
. .
Delive
Session number: 000 000 000
Support Password: (This session does not require a password.)
2. Select [Score & Report a
. Teleconference: Provide your phone number when you join the training session to receive a call
back.

Conference dial-in number:
1-8005550000 (US)

View global numbers
Host access code: 1234
Attendee access code: 999 888 7

Host's name: SARAH GARRETT

Host's email: sarah_g@level3.com
SCORM data: SCORM1.2 SCORM 2004
Course material: presentation.pptx(121.81 KB)

Test
Title Delivery Status
O SAMPLE TEST In-session Not started
—— @) SAMPLE TEST Website e ted (Dug 4/15/20 at 8:00 pm)

| Add Test ‘ l ManaQEl \ Score & Report | Duplicate
By joining this session, you are accepting the Cisco WebEx Terms of Service and Privacy State!

| Delete | ‘ Manage Registrati | | Add to My Calendar ‘ ‘ Go Back |

© 2016 Cisco and/or its affiliates. All rights reserved. Privacy | Terms of Service

22



Host: Pre-Session and Post-Session Test Level(3)
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Grading Tests

Cisco WebEx

The ‘Submitted Tests’ page
shows the tests you have
already graded and allows
you to grade unscored tests.

* Click [Score Answers] to
review a submitted test e s A
and score answers

23



Host: Pre-Session and Post-Session Test Level(3)
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Grading Tests

e O~-hac x N v 8
1. Scroll down to view and score e = e

cisco

a n SWe rS . Home Meeting Center ~ Event Center ~ Support Center ~ Training Center =~ My WebEx webex_1895431 Log Out
* Or7 SeleCt a q ueStIon Wy Meetngs Score Submitted Answers A

My Personal Room

u n d e r ‘ U n SCO red My Files Student name: Jiro Ito

My Contacts Student email address: jiro_i@level3.com

questions’ and click [Go] |
to jump to questions that | —
n e e d g ra d In g -_:ppon L i m require manual scoring, but have not been completely scored:

2. Click [Save] once finished

Test Description: This is a sample test that you can give to your participants.

Author: SARAH GARRETT
Maximum score: Maximum possible score is: 100 points (calculated based on the assigned scores in the test)
Limit the maximum score that an attendee can receive: 100 points
Grades: View Grades...

Display question: All questions in one page

Question 1
This is a True/False question?
® True (correct)
False
Scoring Panel
Score: 20 (20 points if answer is correct)
Scoring i
Comment to student:
Question 2

This is a Multiple Response question.

Which of the following are animals? select all that apply

24



Host: Pre-Session and Post-Session Te

Grading Tests

Once tests are graded, you can
view the score.

———
i

st Level(3)

CCCCCCCCCCCCCC

Connecting and Protecting
the Networked World®

My Meetings

My Personal Roo m

My Files

Submitted Tests

tttttttttttt

* Click the [Student Name]
to review a submitted test
and rescore answers

Email

Date & Time submitted
3/6/20 10:02 am

80

25
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Host: Inside the Session Test



Host: Inside the Session Test Level(3)

COMMUNICATIONS

Connecting and Protecting
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Starting a Test for All

@ Cisco WebEx Training Center - [m] X
File Edit Share View Audio Participant Session Breakout Help
Quick Start Session Info - Parti... . Chat @3 Rec.. [@ QA yj Polli... Test... 2
- _ 2% Participants o X
. . . Speaking: SARAH GARRETT (Host)
If the test is selected to launch during the session, a ol

[Testing] panel will appear on the bottom right of the |, o oo e (=] (4]

session window. & Ui Kruger

v Attendees: 5

1. Select the test [Title] s
2. As the Host you can click [Launch for All] to
launch the test for everyone inside the meeting o Do :

* To take the test at anytime, Attendees can
click [Launch] on the bottom right corner of

the [Testing] panel e ] eraEa
3. A new web page will launch for Attendees to
complete the test or for the Host to grade the tests
sendto: | All Participants -]

Refresh for Al

SiBhex Session No. 000 000 000

27
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Instant Session

Instant sessions allow you to start a session without
scheduling. The session will take the default settings for
Training Center.



Instant Session Level(3)
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Starting an Instant Session

Cisco WebEx

Click the [Training Center] tab [ o e e
Select [Instant Session] on BN it o Instant Training Session

¥ Host a Session

.
th e Ieft S I d e Schedule Training To start a training session now, provide the following information.
—— |nstant Session

Insert a [Topic] ol e

Test Library Set session [ ®] (Optional)

(Optional) [Set session Audio will not be available
assword - settp — unless you select the check
P ] e box for [Teleconference]

5. (Optional) Select the check
box for [Teleconference] " e
6. Click [Start Session] o

webex_1895431 Log Out

N —

B w

29
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Schedule Training

Customize your meeting including:
« Adding tests

e Customizing registration

* Pre-assign Breakout sessions



Schedule Training

Basic Information

o YT

Cisco WebEx

Click the [Training
Center] link at the top of

S Schedule Training Session

th e a e ~ Session and Access Information
—— Schedule Training

Home | Mesing Conter | Event Center SU,,poncEmer

[My WebEx

Set options using

\ | (Required) Copy from
‘ @‘ (Optional)

Select [Schedule i i Set session passwor:
Training] on the left hand T

menu T

Training Manager

Fill out the ‘Session and e .-
Access Information’
section

Downloads

(Optional) click the [Start

~ Support Options:

Contact Us

Session] button
* Or scroll down for
additional options

Starting time:

Time zone:

Occurrence:

[ This session will have over 500 attendees
[ Automatically delete session after it ends
[Jsend a copy of the attendee invitation to me

[ ]

® Level 3
@® Accountt

Conference dial-in number:1-8007316
Host access code:1234
Attendee access code:9998887

O Attendees call in
@ Attendees receive call back (call-in is also available)
[V Allow Access to teleconference via global numbers
Estimated number of callers: {500

© Other teleconference service

O None
(Ao v[15v|[2020v] -]

@®@am O

\ New York (Eastern Standard Time, GMT-05:00) v‘

pm  Plan session time zones...

M Attendees can join minutes before the start time

M Attendees can also connect to audio conference
@® Single-session class
O Recurring single-session class (attendees register for one session)
O Multiple-session course (attendee register for entire sequence)

W s €

]
cisco

webex_1895431 Log Out

[Training Center Default] vV A

Start Session

Level(3)

COMMUNICATIONS

Connecting and Protecting
the Networked World®
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Schedule Training

Basic Information

o YT

Cisco WebEx

Click the [Training
Center] link at the top of

S Schedule Training Session

th e a e ~ Session and Access Information
—— Schedule Training

Home | Mesing Conter | Event Center SU,,poncEmer

[My WebEx

Set options using

\ | (Required) Copy from
‘ @‘ (Optional)

Select [Schedule i i Set session passwor:
Training] on the left hand T

menu T

Training Manager

Fill out the ‘Session and e .-
Access Information’
section

Downloads

(Optional) click the [Start

~ Support Options:

Contact Us

Session] button
* Or scroll down for
additional options

Starting time:

Time zone:

Occurrence:

[ This session will have over 500 attendees
[ Automatically delete session after it ends
[Jsend a copy of the attendee invitation to me

[ ]

® WebEx
@® Accountt

Conference dial-in number:1-8005550
Host access code:1234
Attendee access code:9998887

O Attendees call in
@ Attendees receive call back (call-in is also available)
[V Allow Access to teleconference via global numbers
Estimated number of callers: {500

© Other teleconference service

O None
(Ao v[15v|[2020v] -]

@®@am O

\ New York (Eastern Standard Time, GMT-05:00) v‘

pm  Plan session time zones...

M Attendees can join minutes before the start time

M Attendees can also connect to audio conference
@® Single-session class
O Recurring single-session class (attendees register for one session)
O Multiple-session course (attendee register for entire sequence)

W s €

]
cisco

webex_1895431 Log Out

[Training Center Default] vV A

Start Session

Level(3)

COMMUNICATIONS

Connecting and Protecting
the Networked World®
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Schedule Training Level(3)
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- cEN

L~-ac x U

Registration and Invites P

G P hac Customize Registration Form

Based on form:
[Atte n d ee Reg I Strat| O n] IS Home  Meeting Center ~ EventCenter = Support Center = Training Center = My WebEx Registration Options

Check the boxes of the following fields that you would like to appear in the registration form.

0] ptIO na I y b Ut If se I eCted yO u Attend a Session Estimated duration: Fields can be set to be optional or required.

~ Host a Session In-session Hands-On Lab
Ca n : Schedule Training @ Hands-on Lab sessions allow instructors to prepare lessons or exercises that students can complete on remote computers on which training software is Standard Options
- these remote computers during a training session for hands-on learning and practice Q e
. . . Instant Session B You can reserve Hands-on Lab computers for use within a session on this page. The computers you reserve will be available to you during the enti . v
« Customize registration form v Fistname O O Adcress 2
Test Library B To reserve computers for on-demand use by attendees outside of a live session, go to the Hands-on Lab page instead.  Last name [ [ City
O r Save Cu Stol I I ized My Training Hands-on lab reservation:  ® Do not use hands-on lab and do not reserve any computers + Email address [] [7] State/province
Recordings O Reserve ¢ from lab [TEST V|| Lab Info.. [] Title [ [ ZIP/postal code
. . - SetUp Number of computers: |4 [[] Company [ [ Country/region
registration form to use later * o ] Address 1 ©1 0 Phone number
Training Manager

["] FaxNumber

Reservation status:  [vou have not reserved any

* Automatically approve g e
registration requests " supeor

MyResources

Custom Options

Registration

R« DOOO0ORKE S

R
™ Employee ID
O

Help 9" You can require attendees to register for a training session before they can join it. When their registration requests are approved, attendees will receive Deganment
b S et reg I St rat I O I I p aS SWO rd their email. Attendees must use this ID to join the session.

Downloads ®  you must enable registration if you want to charge attendees a fee.

) S et reg iStratio n CI Ose d ate ;?::: e Attendee Registration:  [] Require attendee reglslraquCustomlze form =* Select the options that you want to add on the registration form

] Automatically approve all re
» Level 3 (If you select not to automatically approve registration requests, you I Tt o H Check Boxes H RadioButtons “ DiopDownilist |

d S et m axi m u m reg iSt rati O n :‘::;t&lﬁr;:;l%gpg:;z'%acn attendee's registration request before
« Enable a waitlist Arendes

 Allow Attendees to cancel

registration requests While CUStomiZing registration, click [Save
Presentars N As...] to save sections as a form. Next time
e you schedule, select the form instead of the

individual registration options

Invited attendees:

v
Invite Presenters...

33



Schedule Training

Session Options

Use [Edit Options...] to

customize the Training Session:

Set options for the entire
Training Session
Limit Attendee privileges for:
+ Session
* Documents
* Other Options

Level(3)

COMMUNICATIONS

Connecting and Protecting
the Networked World®

Home

Attend a Session
~ Host a Session
Schedule Training
Instant Session
Hands-On Lab
Test Library
My Training
Recordings
v Set Up
Training Manager
Preferences
My Profile
v Support
MyResources
Help
Downloads
Training
Contact Us

» Level 3

Meeting Center

P-hac

Event Center  Support Center | Training Center

Session Options

Avalilable features:

Entry and exit tone:
Greeting message:

Breakout Session Assignments Settings

Q- In-session or manual

My WebEx

Chat,Poll,Video (High-
quality, High- A
definition),View video
thumbnails ,Number of v
attendees, Send videc 2

Destination address (URL) aft ¥
Beep v
Customize greeting message when attendee joins

Participants on some mobile devices cannot join breakout sessions.

Options:

Email Options

‘9" You can select the types of email messages that you want to send by clicking Edit Email Options.

Edit Email Options...

Session Information

Agenda:

Description:

Graphics:

Course Material
<

during the session) are always available.

[[]Enable Pre-Session Assignment (specify automatic or manual attendes
® Automatically assign attendees during the session
® Set the number of breakout sessions: 4
Set the number of attendees in each breakout session: 20
M assign to breakout sessions (requirg

@® Plain text O HTML

® Plain text O HTML

=

Edit Session Options - Internet Explorer

Session Options

Training session options

Select options that you want participants to have when a training session begins.

I Chat
VI File transfer

Attendee Privileges

Select the attendee privileges that you want all attendees to have when a training session

begins.
Sessions:

[[] Recording
[V send video
Documents:
[] save

[ Print

Security

W video
I Enable high-quality video
I Enable high-definition video
M View video thumbnails

I Number of attendees
M Attendee list

[] Annotate
[J Thumbnails

[] Exclude password from emails sent to attendees

[[] Attendees must have an account on this service to attend session

Other Options

[] Mute attendees upon entry

3
[ 2]

[] Next or previous page

Import Picture... H Remove Picture
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Greeting Message and Breakout Session

With [Breakout Session
Assignments Settings] you
can pre-enable Breakout

Level(3)

COMMUNICATIONS

Connecting and Protecting
the Networked World®

Home | Meeting Center ~ Event Center

Attend a Session

~ Host a Session
Schedule Training
Instant Session
Hands-On Lab
Test Library

My Training
Recordings

~ SetUp

Training Manager

Session Options

P-hac

Support Center | Training Center

Avalilable features:

Entry and exit tone:
Greeting message:

Breakout Session Assignments Settings

or manual

My WebEx

Chat,Poll,Video (High-

quality, High- A
definition),View video
thumbnails ,Number of

attendees, Send video,Attendee

Edit Options...
Destination address (URL) after session:

Saan I
Customize greeting message when attendee olnsﬁ

L-hac

[ Display this message when attendees join the session.

Message:

Welcome to my session.

You can chat, share presentations, documents, or
applications right in your browser!

Regards,
SARAH GARRETT

(4000 characters max)

during the session) are always available.

Rooms within your Training
Session. If not selected,
Breakout Sessions can be
enabled during the meeting.

Options:

[]Enable Pre-Session Assil (specify ic or manual
® Automatically assign attendees during the session
® Set the number of breakout sessions: 4
Set the number of attendees in each breakout session: 20

assign regi to breakout sessions (requires attendee registration to be enabled)

‘9" You can select the types of email messages that you want to send by clicking Edit Email Options.

Preferences Q- In-session
Participants on some mobile devices cannot join breakout sessions.
MJ Profile
v Support
MyResources
Help
Downloads
Training Email Options
Contact Us
» Level 3 Edit Email Options...

Session Information

Course Material
<

Agenda:

Description:

Graphics:

@® Plain text O HTML

® Plain text O HTML

Import Picture... H Remove Picture

assignments before starting the session)

[Customize greeting message
when attendee joins] allows
you to create a message for
attendees to see they join the
Training Session.
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Add Course Material
) 5-sae :

Cisco WebEx 'Eluls'élg;'

Home | Meeting Center ~ EventCenter =~ Support Center  Training Center = My WebEx webex_1895431 Log Out

Attend a Session Set the number of attendees in each breakout session: 20 N

assign regi to breakout sessions (requires attendee registration to be enabled)

¥ Host a Session

Schedule Training Emall Options

Instant Session ZQ: ‘You can select the types of email messages that you want to send by clicking Edit Email Options.

1. Click [Browse...] to select a

Test Library Session Information

e Ao @pantex O v, file on your computer
- tac W eree « If your file is already

Training Manager

ey osers|  Fidd Course Material listed, skip to step 4

Upload a file to My Folders :

’ :;Z::mes ?;led Nﬂa e Root Folder [R)zzfrli?)tlig:r SBQS llfg 2 - T h e n CI iC k [U p I o a d]
Help Uploading to: Root/ 3 The f||e W|” now appear |n the

» Level 3

Attendees can download - | s list at the bott £ th
material before the Training — ‘st at the botiom ot the
_ ﬁesﬁrsl u elem them. ;le; z‘an select Nr:j: efrom My Folder, then (3;: C/:ic::i,on e po p u p bOX
[Ad d CO urse M ate ri al ans ] tO Iests O Presentation.ucf 468 KB .
¥ e s A5 and click [Add]
(No test yet)

“@° Course material can be [ d new
Session when the Host uses : ,

0 D Bl o 4. Select the file [Checkbox]
p re I O a d d O C u m e n tS . Information page later to add or edit a test after Add

Schedule || Start Session H Cancel ‘

© 2016 Cisco and/or its affiliates. All rights reserved. Privacy | Terms of Service

v

< >
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Add a Test

Tests must be added during
the scheduling process. Use
[Add Test...] to assign a test
to the Training Session.

o YT

Cisco WebEx

Home Meeting Center ~ Event Center ~ Support Center
Attend a Session
v Host a Session
Email Options

Schedule Training

Instant Session

Training Center

My WebEx

Set the number of attendees in each breakout session: 20

Manually assign

?QZ‘ ‘You can select the types of email messages that you want to send by clicking Edit Email Options.

Hands-On Lab

Edit Email Option:
Test Library Session Information
My Training
Recordings
v Set Up
Training Manager
Preferences
My Profile
v Support
MyResources
Help
Downloads
Training
Contact Us Course Material

“g¢ Course material specified can be dowr]

D=y files first and select them.

(No file specified yet )

Add Course Material...

Tests

§F You can add a test to this session for d
create a test, or to import from your pol
Information page later to add or edit a

Save As Template

@& Select from Test Library - Intemet Explorer - o X

Select from Test Library

To create a test based on an existing test in the Test Library, please select a test from following
list:

Private Tests
Title Description Author Last modified
(® SAMPLE TEST This is a sample test SARAH GARRETT ~Wednesday, April
that you can give to 15,2020 8:00am
your participants.
Shared Tests
Title Description Author Last modified
() Shared Test Edmond Leclair Friday, March
6,2020 1:30 pm

n

]
cisco

webex_1895431 Log Out

to breakout sessions (requires attendee registration to be enabled)

eady in My Folders, or upload new

he Test Library, click Add Test. To
st. You can also go to the Session

Schedule || Start Session || Cancel ‘

ights reserved. Privacy | Terms of Service

1.

2.
3.

Level(3)

COMMUNICATIONS

Connecting and Protecting
the Networked World®

Select your desired test
[Radio Button]

Click [Next>>]

Choose delivery options
(see next page)
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Add a Test (Continued)

Select your test
and click [Next>>]

& Select from Test Library - Internet Explorer

Select from Test Library

ha

To create a test based on an existing test in the Test Library, please select a test from following

list:

Private Tests

Title Description Author
(@ SAMPLE TEST This is a sample test SARAH GARRETT
that you can give to
your participants.

Shared Tests
Title Description Author
O Shared Test Edmond Leclair

Last modified
Wednesday, April
15,2020 8:00am

Last modified
Friday, March
6,2020 1:30 pm

Change test delivery
options and select [Save]

s

(& Test Delivery Options - Internet Explorer - [m]

Test Delivery Options

Test Title: [SAMPLE TEST |

Delivery method: (O Start this test within a live session

@® Deliver this test on the website (pre-session and post-session test)

Startdate and{iiarch v[5 V]
time: »)am Opm  Plan test availabili

time zones. .

Due date and| April v[15 v|[2020 v
tme g T[00 v] Oam ©pm  Plan test availability

time zones...

Time limit: ® No time limit

O Attendees must finish the test within minutes
Email attendees: Invitation email to take the test

Send the email [5 | days [0 | nours [0 | minutes
before the test starts

¥ Send this email to all attendees that register after the test starts
! Reminder email after test starts
! Notify host when an attendee submits a test

¥ Scoring and grading report
Attempt limit: O Allow attendees to take the test[1 | time(s)

® No limit

X

tha

Level(3)

COMMUNICATIONS

Connecting and Protecting
the Networked World®
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Saving Scheduling Templates (Optional)

Saving as a template will
allow you to select all
settings automatically during
the next time you schedule a
Training Session.

Your [Templates] will be
available in the top right
corner of the [Schedule
Training] page

P-hac

Cisco WebEx

Attend a Session
~ Host a Session
Schedule Training
Instant Session
Hands-On Lab
Test Library
My Training
Recordings
v Set Up
Training Manager
Preferences
My Profile
v Support
MyResources
Help
Downloads
Training
Contact Us

» Level 3

Home | Meeting Center ~ EventCenter ~ Support Center | Training Center

Email Options

?Q:' ‘You can select the types of email messages that you want to send by clicking Edit Email Options.

Edit Email Options...

Session Information
Agenda:

Description:

Graphics:

Course Material

My WebEx

Set the number of attendees in each breakout session: 20
to breakout sessions (requires attendee registration to be enabled)

M assign

@® Plain text O HTML

® Plain text O HTML

Import Picture... H Remove Picture

0

]
cisco

webex_1895431 Log Out

“g¢ Course material specified can be downloaded by participants before the session starts. To add course material, you can either select files already in My Folders, or upload new

files first and select them.

(No file specified yet )

Add Course Material...

Tests

“¢° You can add a test to this session for delivery
create a test, or to import from your polling que
Information page later to add or edit a test afte,

(No test yet)

Add Test...
Save As Template

o-ac

Save As Template...

To save your current
settings to an existing
template (to overwrite),
choose it from the list.

-- My Templates -
Open Enrollment

Template name:

Untitled

in the Test Library, click Add Test. To
Test. You can also go to the Session

Schedule || Start Session H Cancel ‘

Al rights reserved. Privacy | Terms of Service

Save Cancel

Level(3)
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Connecting and Protecting
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1. Name your template
2. Click [Save]
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Schedule or Start the Training Session
[ 5 sac :

Cisco WebEx oo

Home | Meeting Center ~ EventCenter =~ Support Center  Training Center = My WebEx webex_1895431 Log Out

Attend a Session Set the number of attendees in each breakout session: 20 n

Manually assign regi to breakout sessions (requires attendee registration to be enabled)

~ Host a Session
Schedule Training Emall Options
Instant Session ?Q:‘ ‘You can select the types of email messages that you want to send by clicking Edit Email Options.

Hands-On Lab Edit Email Option:

Test Library Session Information
My Training Agenda: @ Plain text O HTML

After selecting options for your o .

Training Manager

Training Session you can:

. My Profile Description:  ® Plain text O HTML
* [Schedule] the session e @
- . MyResources

« [Start Session] instantly
) C I th t Dovnloads Graphics: [ import Picture... || Remove Picture

[Cancel] the unsen _

Contact Us Course Material
tra i n i n g a n d ret u rn to th e » Level 3 G t(i‘]ggr;; 2{::2: :&etz':‘rgﬁg can be downloaded by participants before the session starts. To add course material, you can either select files already in My Folders, or upload new
(No file specified yet.)
home page
Tests

“§X You can add a test to this session for delivery before, during, or after this session. To add a test that you have already created and saved in the Test Library, click Add Test. To
create a test, or to import from your polling questionnaire, schedule this session first. On the confirmation page that appears, select Add a Test. You can also go to the Session
Information page later to add or edit a test after you have scheduled this session.

(No test yet)

l ‘ Schedule || Start Session || Cancel ‘

© 2016 Cisco and/or its affiliates. All rights reserved. Privacy | Terms of Service
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Session Scheduled Review

After scheduling the Training
Session, you can:

Add a test

View session information
Click [Add to My
Calendar] to add this
meeting to your email
calendar

Make changes to your
meeting by clicking [Edit]

Cisco WebEx

Home | Meeting Center

Attend a Session
~ Host a Session
Schedule Training
Instant Session
Hands-On Lab
Test Library
My Training
Recordings
v Set Up
Training Manager
Preferences
My Profile
v Support
MyResources
Help
Downloads
Training
Contact Us

» Level 3

P-hac x AR O]

cisco

Event Center Support Center Training Center My WebEx webex_1895431 Log Out

Session Scheduled

Thank you. You have successfully scheduled your session.
To start your session
Shortly before your session's starting time, click the Start link for your session on the My WebEx page:

1. Go to My WebEx.
2. Click the Start link next to your session.
To add a test

Add a test to this training session now. You can also go to the Session Information page to add a test later on.

Session Information

Topic: HR Open Enroliment for Q3

Host: TRAINING ELGIA

Date: Wednesday, April 15, 2020

Time: 8:00 am, Eastern Daylight Time (New York, GMT-04:00)
Location: https://gc-salesdemo webex.com/gc-salesdemo

© 2016 Cisco and/or its affiliates. All rights reserved. Privacy | Terms of Service
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Emails

After scheduling a training session, WebEx will send emails to the:
* Host

 Presenters
« Attendees
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Invitation

=] OB I

File Message  Q Tell me what you want to do...

Fri 03/06/20 3:30 PM

messenger@webex.com
Training session scheduled: HR Open Enroliment for Q3

AS the HOSt, you can Hello SARAH GARRETT,
Star‘t your mee“ng You scheduled the following training session:
from either the email | Toie. % Qoen Evatment for s Do not share this

Date: Wednesday, April 15, 2020 o e ey g .
notifi c.atlon. or through Tierln?e: 8:80naer§, aEixsteprrn Daylight Time (New York, GMT-04:00) Session Number: 000 000 000 Session Password: password123 Host Key: 424242 email invitation with
the M|Cros|te Course Materials: Available Attendees It COntaInS

confidential Host
To start the session access information

1. Go to https://gc-salesdemo.webex.com/gc-salesdemo/k2/j.php?MTID=t6b3
2. Log in to your account.

3. Click "Start Now".

4. Follow the instructions that appear on your screen.

Teleconference information

To receive a call back, provide your phone number when you join the training session. Alternatively, you can call one of the following numbers and enter
the access code:

Call-in toll-free number:1-8007316526 (US)

Host access code: 1234

Attendee access code: 777 888 9
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Invitation

If multiple Presenters
are invited, the first
user to enter the
meeting will be the
Presenter. All others
will join as Panelists

Presenter

=] OB I

File Message  Q Tell me what you want to do...

Fri 03/06/20 3:30 PM

messenger@webex.com
Training session scheduled: HR Open Enroliment for Q3

Hello Lilli Kruger,
SARAH GARRETT invites you to attend the following online training session as a presenter:

Topic: HR Open Enroliment for Q3

Host: SARAH GARRETT

Date: Wednesday, April 15, 2020

Time: 8:00 am, Eastern Daylight Time (New York, GMT-04:00)
Registration ID: 111111

Session number: 000 000 000

Session password: This session does not require a password.

To join the training session

1. Go to https://gc-salesdemo.webex.com/gc-salesdemo/k2/j.php?MTID=t6b3se
2. Enter your name and email address (or registration ID).

3. Enter the session password: This session does not require a password.

4. Click "Join Now".

5. Follow the instructions that appear on your screen.

Note: Course materials are available for this session and can be downloaded prior to the session.

To join the teleconference only

Level(3)

COMMUNICATIONS

Connecting and Protecting
the Networked World®

Do not share this
email invitation with
Attendees, it contains
confidential Presenter
access information
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Emails — Attendee

Invitation

If an Attendee tries
to join the meeting
prior to the Host,
the Attendee will be
shown a waiting
page. Once the
Host joins the
meeting, Attendees
will be placed
inside the session.

=] OB I

File Message  Q Tell me what you want to do...

Fri 03/06/20 3:30 PM

messenger@webex.com
Training session scheduled: HR Open Enroliment for Q3

Hello Jiro Ito,
SARAH GARRETT invites you to participate as an attendee in the following online training session:

Topic: HR Open Enroliment for Q3

Host: SARAH GARRETT

Date: Wednesday, April 15, 2020

Time: 8:00 am, Eastern Daylight Time (New York, GMT-04:00)
Session number: 000 000 000

Session password: This session does not require a password.

To join the training session

1. Go to https://gc-salesdemo.webex.com/gc-salesdemo/k2/j.php?MTID=t6b3
2. Enter your name and email address.

3. Enter the session password: This session does not require a password.

4. Click "Join Now".

5. Follow the instructions that appear on your screen.

To view in other time zones or languages, please click the link
https://gc-salesdemo.webex.com/gc-salesdemo /k2/j.php?MTID=t968d4f

To join the teleconference only

To receive a call back, provide your phone number when you join the training session. Alternatively, you can call one of the following numbers and enter
the access code:
Call-in toll-free number: 1-8007316526 (US)

Level(3)

COMMUNICATIONS

Connecting and Protecting
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Emails — Attendee

Invitation

If an Attendee tries
to join the meeting
prior to the Host,
the Attendee will be
shown a waiting
page. Once the
Host joins the
meeting, Attendees
will be placed inside
the session.

=] OB I

File Message  Q Tell me what you want to do...

Fri 03/06/20 3:30 PM

messenger@webex.com
Training session scheduled: HR Open Enroliment for Q3

Hello Tobias Rynell,
SARAH GARRETT invites you to participate as an attendee in the following online training session:

Topic: HR Open Enroliment for Q3

Host: SARAH GARRETT

Date: Wednesday, April 15, 2020

Time: 8:00 am, Eastern Daylight Time (New York, GMT-04:00)
Session number: 000 000 000

Session password: This session does not require a password.

To join the training session

1. Go to https://gc-salesdemo.webex.com/gc-salesdemo/k2/j.php?MTID=t6b3
2. Enter your name and email address.

3. Enter the session password: This session does not require a password.

4. Click "Join Now".

5. Follow the instructions that appear on your screen.

To view in other time zones or languages, please click the link
https://gc-salesdemo.webex.com/gc-salesdemo /k2/j.php?MTID=t968d4f

To join the teleconference only

To receive a call back, provide your phone number when you join the training session. Alternatively, you can call one of the following numbers and enter
the access code:
Call-in toll-free number: 1-8005550000 (US)

Level(3)
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Participant Registration

The Host may require registration. If so, Attendees will
receive an email with instructions.

47



Level(3)

Participant Registration

Request Emaill

If registration is
required, Attendees
will receive a
registration request
1. Click the [URL]
to fill out the
registration form
2. Fill out the
registration form
« Questions
may vary
3. Click [Register]

=] T V8 s
File Message  Q Tell me what you want to do...
Fri 03/06/20 3:30 PM

messenger@webex.com
Invitation to training session: HR Open Enroliment for Q3

Hello Tobias Rynell,
SARAH GARRETT invites you to participate as an attendee in the following online training sessio

Topic: HR Open Enroliment for Q3

Host: SARAH GARRETT

Date: Wednesday, April 15, 2020

Time: 9:00 am, Eastern Daylight Time (New York, GMT-04:00)
Session Number: Not Available

Registration password: reg_password

To register for this training session

[ )

Con

MUNICATIONS

necting and Protecting
the Networked World*™

Go to https://gc-salesdemo.webex.com/gc-salesdemo/k2/j.php?MTID=te1 and register.

Once you are approved by the host, you will receive a confirmation email with instructions for joini

To view in other time zones or languages, please click the link
https://gc-salesdemo.webex.com/gc-salesdemo/k2/j.php?MTID=tb3a

Cisco WebEx

Register for HR Open Enroliment for Q3

Please provide the following information to register for this training session. You will receive an email confirmation of your registration.

Session Information
Topic:

Session status:
Session dates:
Starting time:
Duration:
Presenters:
Description:
Host's name:
Host's email:

Registration Information
First name:

Last name:

Email address:

Company:

HR Open Enroliment for Q3

Not Started

Wednesday, April 15, 2020

8:00 am, Eastern Daylight Time (New York, GMT-04:00)
1 hour

SARAH GARRETT

SARAH GARRETT
sarah_g@level3.com

—
E—
——
[¥IRemember me on this computer

Clear my information)

© 2016 Cisco and/or its affiliates. All rights res

English : New York Time

served. Privacy | Terms of Service
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Pending Host Approval Email

9 -

File Message  Q Tell me what you want to do...

Fri 03/06/20 3:30 PM

After fl"lng OUt ?Oifiggugei{%\éve?\%ﬁgC;?)g:oval for the training session: HR Open Enrollment for Q3

the registration, s A
Attendees will Hello Jiro Ito,

receive an email Your request for the following training session is pending approval by SARAH GARRETT. You will receive more information once your request is reviewed.
n0t|f|Cat|on . Topic: HR Open Enroliment for Q3

Host: SARAH GARRETT
Date: Wednesday, April 15, 2020
Time: 8:00 am, Eastern Daylight Time (New York, GMT-04:00)
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Host Registration
Management

If ‘Automatically Approve all Registration Requests’ is not
selected, the Host will have to manually approve or reject
registration requests.
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Email Notification

=] OB I

File Message  Q Tell me what you want to do...

Fri 03/06/20 3:30 PM

messenger@webex.com
After the Attendee f|”S Jiro Ito registered for your training session: HR Open Enroliment for Q3

out registration, the
Host will receive an
email notification.

Hello SARAH GARRETT,
Jiro Ito ( jiro_i@leve3.com ) registered for the following training session and the registration is pending for your approval:

Topic: HR Open Enroliment for Q3

1 Host: SARAH GARRETT
°
Log |nt0 your Date: Wednesday, April 15, 2020
1 H Time: 8:00 am, Eastern Daylight Time (New York, GMT-04:00)
M ICI’OSIte tO Session number: 000 000 000
Session password: password123
manage Host key: 424242

registration

To start the session

1. Go to https://gc-salesdemo.webex.com/gc-salesdemo/k2/j.php?MTID=t4d420f67866
2. Log in to your account.

3. Click "Start Now".

4. Follow the instructions that appear on your screen.

Teleconference information

To receive a call back, provide your phone number when you join the training session. Alternatively, you can call one of the following numbers and
enter the access code:

Conference dial-in number: 1-8005550000 (US)

Chairperson Passcode: 1234

Access Code: 999 888 7
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Accessing Regi

If [Automatically Approve

Registration] is not enabled,

the Host will have to manually

approve or reject registration

requests

1. Click [My WebEXx] on the
top bar

2. Select [My Meetings] on
the left menu

3. Navigate to your meeting
using the date and
calendar functions

4. Click the number link
[URL] under the
registration column

stration Responses

Cisco WebEx

——- |1y Meetings

My WebEx Meetings

Meet Now

Daily Weekly Monthly All Meetings

< April 15, 2020 > &

Support The meetings you host | ¥ || Show past meetings
[ | Time w Topic
() 8:00am HR Open Enroliment for Q3

|_]8:00am Q2 - Getting to know Your Comp.

Cancel Meeting

mmmmmmmmmmmmmmmmm

(*] (] ()
N/A N/A N/A m
9 @ Re (]

MMMMMMMMMM

Connecting and Protecting
the Networked World®

Icon Requests...
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Accessing Registration Responses (Continued)
G pP-hac
There are 4 tabs to view e Webex
Attendee’s registration status:
* Pending

Home Meeting Center ~ Event Center ~ Support Center ~ Training Center =~ My WebEx webex_1895431 Log Out

Registered Attendees: HR Open Enroliment for Q3

° A d My Personal Room All session times in: New York Time
pprove My Files
H My Contacts (Detsils for all tabs will be exported)
* Rejected
Session on Wednesday, April 15, 2020 8:00 am
Preferences
i AI | My Reports ( Pending (2) | Approvea () [ Rejected (0) | Al (2)
Training
Support Maximum registrations allowed: 20  Approved 0 Pending 2

First Name Last Name ~ Email Registration Date & Time
[Hl Level 3 Home

To review or change registration: — e
1. Click the appropriate tab —— :
[ccept| [Rejsct]| [.GoBack | & Registered Attendee Details - ... — [} X
2. Select the ch’eck box next to ha Click Attendee’s name to
the Attendee’s name Registered Attendee Details  |...... view registration details

3. Click [Accept] or [Reject]
First name: Jiro
Last name: Ito
Email: jiro_i@level3.com
Registration Date & Time: 4/15/20 6:02 am
Request Accepted: Pending
Company: Level 3

Close Window
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Starting and Managing Your Training Session Level(3)

COMMUNICATIONS

Connecting and Protecting
the Networked World®

All Upcoming Trainings

(<) o-hac T anse

The Host can edit a isco bEX - — S
scheduled Training Session _’ ==
or start the meeting: oo My WebEx Meetings o
1. Click [My WebEx] on woomas || T

the top bar

April 15,2020 > &

2. Select [My Meetings] - T e e -

on the left menu oo Omes e w_ @ o o
3. Navigate to your o = L. =

amne degglgegjg]rgﬂz:i t(ijoarfz — Training Sessions are indicated

by the word ‘Training’ under the

4. Click the meeting [Type] column

[Topic] to edit or
manage tests

5. (Optionally) Click the
[Start] button to start
the conference
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Session Information
e o-mac . o o

: alraln
Cisco WebEx A
Home Meeting Center ~ Event Center ~ Support Center ~ Training Center =~ My WebEx webex_1895431 Log Out
My Meetings . .
Session Information: HR Open Enrollment for Q3 =)

My Personal Room
English : New York Time

My Fies Session status:  Not Started (Registration) Start Session Now H
My Contacts Session date: Wednesday, April 15, 2020 init i icki CI k st N t
You can start your training session by clicking Start I l
My Profile starting time:  8:00 am, Eastern Daylight Time (New York, GMT-04:00) Now. Y g 4 s IC a ow 0)
pret Duration: 1 hour .
references Presenters: SARAH GARRETT m t y m t g
My Reports Description: e n e r O u r ee I n
Training Agenda:
Session number: 000 000 000 as th e H OSt
Support Password: (This session does not require a password.)
[Hl Level 3 Home Host key: 4242
Teleconference: Provide your phone number when you join the training session to receive a call
back.

Conference dial-in number:
1-8005550000 (US)

View global numbers
Host access code: 1234
Attendee access code: 999 888 7

Host's name: SARAH GARRETT

Host's email:  sarah_g@level3.com ° Ad d t t
SCORM data: SCORM1.2 SCORM 2004 a eS
Course material: presentation.pptx(121.81 KB)

« Manage your tests

Title Delivery Status

» Score & Report
® SAMPLE TEST Website Started (Due 4/15/20 at 8:00 pm)

| Add Test H Manage H Score & Report || Duplicate H Delete | Su bmitted tests

By joining this session, you are accepting the Cisco WebEx Terms of Service and Privacy Statement

[Edit] the meeting [t | [ g Regatons | [ Aoty o | [ Gt | * Duplicate selected test
» Delete selected test

© 2016 Cisco and/or its affiliates. All rights reserved. Privacy | Terms of Service
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Inside the Training Session Level(3)

COMMUNICATIONS

Connecting and Protecting
the Networked World®

Training Window

Cisco WebEx Training Center - m] X
9

File Edit Share View Audio Participant Session Breakout Help

Quick Start Session Info - Partici... .. Chat (3 Recor... @ QRA il Polling ~
"

Speaking: SARAH GARRETT (Host)

v Panelists: 3

Participants © . Comond Lacsie (o) =@

(Panelists and Attendees) L SARAH GARRETT (Host)

\x Lilli Kruger

v Attendees: 5

\. Call-in User_1

W Jiro Ito
Maura Coughlin
- —— .
. ofeia Delgado il Attention Tracker

Joined via Smartphone B Tois el

_____________ Attention
Feedback ds X ur &, and

‘ »v-j>=r<cs=u=“m7m‘ $57| |} FeedbaCk
Tracker

Chat

Send to: IAII Participants VI

ant in the Send to menu first, type chat message, and ‘ ) — ‘

SiBhex Session No. 000 000 000 Connected © & didy
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Training Communications Level(3)

COMMUNICATIONS

Connecting and Protecting
the Networked World®

Non-Verbal Feedback

@ Cisco WebEx Training Center - [m] X
= Qi::(sti:[e !Kews::i::!nfiamapant e - Partici... .. Chat 3 Recor... @ 0Q8A 4l Polling =
Speaking: SARAH GARRETT (Host)
o ‘3 ‘g g 3 vlj:nesltt::i GARRETT (Host, me) :{-wa,--EE]
Feedback allows Definition 3T 2 R | ¢ camona ocar e |
. = = X Lilli Kruger o 1
Attendees to quickly - & § & < | He
. . : 1 1
communicate with the 7| Yes . . o | & .
Host or Presenter. %!  No o o o Lo |
|%| o Fast o .y | Smartphone users do
. . ynell
= O Faster not have access to the
44| Go Slower ° ° Feedback tools
4| Raise Hand J o | E==nr EraEs
&3/~ Emoticon ° ° ° ‘
‘&-|  Feedback Results ° ° °
! Attention Tracker ° °
'@ Clear Feedback (and Emoticons) o
Send to: IAII Participants V‘
’:'»;\Wfd:tj;:vjmcu,\inlm'hzEe‘v:il:\ menu first, type chat message, and ‘ | Send ‘
SiBhex Session No. 000 000 000 Connected © [ ek
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COMMUNICATIONS

Connecting and Protecting
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Emoticons

Cisco WebEx Training Center - m] X
9

File Edit Share View Audio Participant Session Breakout Help

Quick Start Session Info l*‘ Partici... .. Chat @3 Recor... QA il Polling ~
i

Speaking: SARAH GARRETT (Host)

Icon Definition Icon Definition R AN (7
© U Edmond Leclair : 4] :
& Applaud «=  Sleepy S i o
. call-in User_1 1 1
& Satisfied & Surprised C ot ii
Emoticons are a : L]
>  Haveabreak =y Smile s 1) Smartphone users do

great way to express
your feelings inside o Idle Xy Laugh

the meeting.
9 L Idea 0 Interested i v X “jn &

not have access to the
Feedback tools

- [@» Make presenter || Audo B
_ © & o a
) Question A Be careful
. i €8 & @&
@ @& QO R
Send to: IAII Participants VI
’f;\:d:l:1;:-3\1w:\;,\inlm"7£ Send to menu first, type chat message, and ‘ ‘ Send ‘
?ﬁébex Session No. 000 000 000 Connected © [ ek
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COMMUNICATIONS

Connecting and Protecting
the Networked World®

Yes/No Feedback

Cisco WebEx Training Center - m] X
9

File Edit Share View Audio Participant Session Breakout Help

| Quick Start Session Info - Partici... .. Chat @3 Recor... QA gl Polling ~

v 2% Pparticipants o X

Speaking: SARAH GARRETT (Host)
Use the Yes/No tracker . t” SARAH GARRETT (tos ) i / C
. Edmond Leclair 1
for on the fly polling i uger ixi
R b
‘. Jiro Ito : b4 :
Maura Coughlin : X i
L " | Smartphone users do
not have access to the
Feedback tools
X 44 » & &
Current Results
Of 7 Participant(s)
Yes: 3 I
No: 3 I
Send to: IAII Participants v‘
’ _"”' a participant in the Send to menu first, type chat message, and ‘ ‘ Send ‘
SiBhex Session No. 000 000 000 Connected © 1 g

62



Training Communication Level(3)
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Attention Tracker

@ Cisco WebEx Training Center - m] X
File Edit Share View Audio Participant Session Breakout Help

Quick Start Session Info - Partici... .. Chat @3 Recor.. [@ Q&A il Polling ~
"

Speaking: SARAH GARRETT (Host)

v Panelists: 3

* |f the session window is not selected on the W) SARAH GARRETT (Host, me) ole3
© U Edmond Leclair

Attendee’s computer, the meeting will display a red R
exclamation point [ ! ] next to the attendee’s name  endes:s

\. Call-in User_1

» Attention is not tracked for Panelists, C oo
Presenter, and the Host C ot o

« Attention ratio will also be calculated and displayed |° - ™=
on the Live Training Usage report
* ‘Live Training Usage Report’ will be covered
later in the presentation

@ Attentiveness X
Attentive Inattentive
Send to: | All Participants N /_,__
e §9) 75% 25% {Z
SiBhex Session No. 000 000 000 3 Attendee(s) 1 Attendee(s)
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Using the Q&A Panel is a great way to organize Attendee
guestions inside a meeting.



Attendee Q&A Panel

Open

@ Cisco WebEx Training Center

File Edit Share View

Session Info

Audio Participant Session Breakout Help

I*' Participants | Chat

v 3% participants

1. If not open already, click the [Q&A] panel button in
the top right of your session window.

2. (Optional) Attendees can also select which Panelist
they wish to ask their question to, including:

Host

Presenter

Host & Presenter

All Panelists

Or Individual Panelists

Speaking:

v Panelists: 3
L) SARAH GARRETT (Host)
(") L Edmond Leclair (Presenter)
kx Lilli Kruger
v Attendees: 5
‘. Ofelia Delgado (me)
4 ¥ X 4 » g -
| audo |

v @ Chat

!

0
e W

Send to: | Host

v HosA

—
> 3 £
4
‘:
X

Ask: | All Panelists

Level(3)

COMMUNICATIONS

Connecting and Protecting
the Networked World®

Smartphone users do
not have access to the
Feedback tools

— [ Host

SiBhex Session No. 000 000 000

“ “ | Host & Presenter

All Panelists
SARAH GARRETT

Edmond Leclair
Lill Kgriiger
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Attendee Q&A Panel — Send Question Level(3)

Connecting and Protecting
the Networked World®

Send Question |

@ Cisco WebEx Training Center - [m] X
File Edit Share View Audio Participant Session Breakout Help

Session Info

Speaking:

v Panelists: 3

1. Ty_pe your question in the [Q&A] panel A
2. CIICk [Send] © U Edmond Leclair (Presenter)
\.x Lilli Kruger

v Attendees: 5

L ofelia Delgado (me) E E
&

Questions will not show up publicly until a Panelist

answers it publicly. —_

S Attendees are the
only ones who can
ask questions

Send to: | Host . |
;;,:"wa ticipant in the Send to menu first, type chat message, and ‘ ‘ Send ‘
| A \
Ask: ‘ All Panelists
Type Question Here [send |
Connected © £4 el’s'tllo

SiBhex Session No. 000 000 000
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Panelist Q&A Panel

Receiving a Question

@ Cisco WebEx Training Center

File Edit Share View Audio Participant Session

Breakout  Help

Quick Start | Session Info

- a X

- Partici... .. Chat L3 Record...| © = Q&A il Polling =

» All Panelists can see submitted questions

* Questions are hidden from other Attendees
view until they are answered publicly

« Attendees will have an € icon next to
their name after they submit a question.
The icon will disappear once a Panelist
answers the question

H

$iBhex Sesson No. 000 000 000

v 3% Participants Fe) x
Speaking: SARAH GARRETT (Host)
v Panelists: 3
) SARAH GARRETT (Host, me) [;]
© \ Edmond Leclair
Lx Lilli Kruger
v Attendees: 5

'\. Call-in User_1

W Jiro Ito @

4 ¢ X 1 » & - &-
[+ e | [ o | =)L
Send to: ‘AII Participants "

’ elect a participant in the Send to menu fist, type chat message, a ‘ ‘ r— ‘
J Al(1) \

Jiro Ito - 02:47 PM

Q: What time is our next meeting?
| send || sendprivately...

Connected © 3 ;I|'s'(|:;

Level (3)

OMMUNICATIONS

Connecting and Protecting
the Networked World®
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Assigning Questions

@ Cisco WebEx Training Center

- a X

File Edit Share View Audio Participant Session Breakout Help

— |
Quick Start Session Info - Partici... .. Chat L3 Record...| © = Q&A il Polling ~
"

Speaking: SARAH GARRETT (Host)

A Panelist may be a knowledge expert in the e _—

question asked. To assign questions: O s

1. Right click the question —
2. Click [Assign to 2] . Catin user 3

\ Jiro Ito @
3 Sl P | ’ 0 ¢ X @ » & - &-
. Select a Panelist’'s name s X g
 Make Presenter || Audio =-| & !
Send to: ‘AII Participants V‘
’M a participant in the Send to menu first, type chat message, and ‘ ‘ Send |
Jiro Ito - 02:47 PM
Q eis
Assign to 4 Myself
Priority 4 Edmond Leclair
Answered Verbally Lilli Kruger
Copy SARAH GARRETT
| send || sendprivately... Defer...
(Vex Sesson No. 000 000 000 —_— i
Dismiss...
Deselect
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Panelist Q&A Panel

Assigned Questions

@ Cisco WebEx Training Center

Edit Share View Audio Participant Session Breakout Help

Quick Start Session Info

File

[My Q&A] panel will open for assigned questions.

- a X

— |
- Partici... | .. Chat 3 Record...| © Q&A il Polling ~
o %X

v 3% Participants

Speaking: SARAH GARRETT (Host)

v Panelists: 3
) SARAH GARRETT (Host, me) E]
© '\ Edmond Leclair
Lx Lilli Kruger
v Attendees: 5
V\. Call-in User_1
\ Jiro Ito @
¥ X 4 » © - &-

= o+
L=~ &t

(@ Moke Presenter | [ Aud. ]

v @8 chat X

Send to: ‘ All Participants

] | MyQ8A (1) X\

Jiro Ito - 02:47 PM
Q: (assigned) What time is our next meeting?

| send || sendprivately...

$i2hex Sesson No. 000 000 000

Connected © 3 2'.';'(':;

Level(3)

COMMUNICATIONS

Connecting and Protecting
the Networked World®

Questions you answer
will also appear in the
[My Q&A] panel
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Priority Assignments

@ Cisco WebEx Training Center

- o X
File Edit Share View Audio Participant Session Breakout Help
Quick Start Session Info - Partici... .. Chat L3 Record...| © = Q&A il Polling -
v 3% Participants o X

Speaking: SARAH GARRETT (Host)

v Panelists: 3

Assign priorities to questions e -
1- Right CIiCk the queStion © U Edmond Leclair

Lx Lilli Kruger

2. Click [Priority] - s

V\. Call-in User_1

3. Select a priority: W oo o
@ High LRSS L

[ e | o | EraE
) Medium

Low
Clear

Send to: J All Participants e ‘

’ie ect a participant in the Send to menu first, type chat message, and ‘ ‘ Send |
end —

v HozA X

J Al() \

Jiro Ito - 02:47 PM
Q e is

Assign to 4
Priori 4 .
Erorty High
Answered Verbally .

Medium

Copy L

| send || sendprivately... Def ow

e — efer...

$iBhex Sesson No. 000 000 000 o Clear

Dismiss...
Deselect
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Priority Assignments

@ Cisco WebEx Training Center

File Edit Share View Audio Participant Session Breakout Help
—_— - |
Quick Start Session Info - Partici... . Chat 3 Record...| © Q&A il Polling ~
v 3% Participants o X

Speaking: SARAH GARRETT (Host)

v Panelists: 3

Assigned questions will be color coded o —— -
. High (Y ':x Eclillmond Leclair
D Medium v Attendees: 5

\ Call-in User_1

LOW L Jiro Ito @
Clear LY X ame- P

\ - ][ o | (=)&)t ]

v @8 chat X

Send to: J All Participants

Send to menu first, type chat mess

e —
|[ A [ Prioritized (1) X\

@ Jiro Ito - 0247 PM
Q: What time is our next meeting?

| send || sendprivately...

Connected © [ ety

Gisco

\Webhex Session No. 000 000 000
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Panelist Q&A Panel
Sorting Prioritized Questions

isco Wel raining Center
Cisco WebEx Training C
File

L I (3)®
C
Edit Share View Audio Participant Session Breakout Help
Quick Start Session Info

OMMUNICATIONS

Connecting and Protecting
the Networked World®

o X
- Partici...

.~ Chat
v 3% Participants

Hide or view prioritized questions by '
clicking the check box next to the priority

o

X
v Panelists: 3

) SARAH GARRETT (Host, me) E]
© U Edmond Leclair
Lx Lilli Kruger
v Attendees: 5
V\. Call-in User_1
\ Jiro Ito @
4 ¢ X 1 » e

(@ Moke Presenter | [ Aud. ]

&-
=&

Send to: J All Participants

]
’ie ect a participant in the Send to menu first, type chat message
end

e, and “ Send |
| &l [ prioritized (1)

X
View priority: High Medium [¥] Low
@ Jiro Ito - 02:47 PM

Q: What time is our next meeting? meeting?

$i2hex Sesson No. 000 000 000

| send || sendprivately...

Connected © 3 ;I|';'(I:;
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Defer Questions

Cisco WebEx Training Center - a X
9

File Edit Share View Audio Participant Session Breakout Help

— |
Quick Start Session Info - Partici... .. Chat L3 Record...| © = Q&A il Polling ~

@) Respond Privately X pen GARRETT (Host) —
Defer questions with a " ronets:
—Mode of response Y SARAH GARRETT (Host, me) (] [&]
standard response or , © . comona Lecar
" Answer privately (¢ Defer <m——— Ll kruger
custom response. P - e
. . . Dismiss _
1. Right click question o .
2. Select [Defer...] [Response REXILTE B
(¢ Standard Thank you fo tion. Y [0+ vatepresenie || oo | (=)&)
3. Choose a - question was deferred but wl remain
‘Res ponse’ either- " Custom in the queue. A panelist will answer
St d ’ d ' your question at a later time.
* andar .
+ Custom B -
4. Click [Send]
Send | ‘ Cancel | [ A\

Q: What time is our next n
i Assign to ’

Priority »
Answered Verbally

Copy ]
| send || sendprivately...
R Defer...
$iBhex Sesson No. 000 000 000 — L
Dismiss... —
Deselect
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Dismiss Questions

@ Cisco WebEx Training Center - o X
File Edit Share View Audio Participant Session Breakout Help
Quick Start Session Info - Partici... .. Chat L3 Record...| © = Q&A il Polling ~ \
o Respond Privately X pekn GARRETT (Host) —
Dismiss questions with " Pt 3
—Mode of response Y SARAH GARRETT (Host, me) [m]
a standard response or © . comona Lecar
t " Answer privately " Defer W Ll kruger
CUS O.rT] reslponse. . (: Dlsmlss v Attendees: 5
1. Right click question o .
2. Select [Dismiss...] [Response RETITE S
{* Standard Thank you for your question. The (00 tte et || o | [=-Jla )Lt
3 ) Choose a information that you requested cannot
‘Response’ either- " Custom be provided by any of the panelists.
, .
« Standard
° Custom - ’Sendto: ‘AII Participants v{ ‘ |
M a participant in the Send to menu first, type chat message, and Send
4. Click [Send] -
Send | ‘ Cancel | IR
Jiro Ito - 02:47 PM
Q: What time is our next n
i Assign to ’
Priority »
Answered Verbally
Copy
|ﬂH Send Privately... %r
$iBhex Sesson No. 000 000 000 L K
Dismiss... F
Deselect
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Panelist Q&A Panel

Send Answers Privately

Cisco WebEx Training Center
9

File Edit Share View Audio Participant Session Breakout Help

Quick Start Session Info

- a X

- Partici... | .. Chat L3 Record...| © = Q&A il Polling =

0 Respond Privately
Send question responses

—Mode of response

privately to the Attendee
who originally asked the

¢ Answer privately

" Defer

" Dismiss

question

1. Left click question ~Response

2. Select [Send " Standard
Privately...] @ Custom

3. Write a ‘Custom’
response

Save ‘

Type your private
answer here

4. Click [Send]

Send

‘ Cancel

v 3% Participants el X

Speaking: SARAH GARRETT (Host)

v Panelists: 3

) SARAH GARRETT (Host, me) [;]
© '\ Edmond Leclair

Lx Lilli Kruger

v Attendees: 5

'\. Call-in User_1

\ Jiro Ito @
U ¢ X @ » e - &-
e B

v @8 chat X

Send to: ‘ All Participants S ‘

’1, ipant in the Send to menu first, type chat message, and ‘ ‘ Send |

v HozA

x

$iBhex Sesson No. 000 000 000

Jiro Ito - 02:47 PM

Q: What time is our next meeting?

| sendfl | sendprivately...

Connected © 3 ;||'s'(|:;

Level (3)

OMMUNICATIONS

Connecting and Protecting
the Networked World®
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Panelist Q&A Panel

How to Answer Questions Publicly

@ Cisco WebEx Training Center

File Edit Share View Audio Participant Session Breakout Help

Quick Start ‘ Session Info

- a X

v 3% Participants el X

1. Select Question
2. Type Answer in dialog box
3. Select [Send]
* Question and answers will appear for
all Attendees to view
* Questions can be answered multiple
times by following the above directions

Speaking: SARAH GARRETT (Host)

- Partici... | .. Chat L3 Record...| © = Q&A il Polling =

v Panelists: 3
) SARAH GARRETT (Host, me) [;]
© \ Edmond Leclair
Lx Lilli Kruger
v Attendees: 5
'\. Call-in User_1
\ Jiro Ito @
4 ¢ X W4 » © - &-
[ v e | ] EIEI

v @ Chat x

Send to: ‘ All Participants S ‘

’ elect a participant in the Send to menu first, type chat message, a “ Send ‘

J Al(1) \

Jiro Ito - 02:47 PM

:whatﬁne'sournextniﬁng.

‘Type Answer Here

$iBhex Sesson No. 000 000 000

| send || sendprivately... |

Level (3)

OMMUNICATIONS

Connecting and Protecting
the Networked World®
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Panelist Q&A Panel

Answered Questions

@ Cisco WebEx Training Center

File Edit Share View

Audio Participant  Sessiol

Quick Start Session Info

n Breakout Help

- o X
— |
- Partici... | .. Chat L3 Record...| © = Q&A il Polling ~

the [Q&A] panel, along with:
* Who answered the question
Time stamps of the question and answer

Questions and answers are will appear together in| ",

Speaking: SARAH GARRETT (Host)

) SARAH GARRETT (Host, me) E]
© '\ Edmond Leclair
Lx Lilli Kruger

v Attendees: 5

V\. Call-in User_1

\ Jiro Ito
4 ¢ X W » e - &-
[©s voke Presenter | [ Audio. &

Send to: ‘ All Participants

’Ze ect a participant in the Send to menu first, type chat message, and
end

=~ ‘

“ Send |

I MyQ8A (1) X\

Jiro Ito - 02:47 PM
Q: What time is our next meeting?

SARAH GARRETT - 02:52 PM
A: 1pm

$iBhex Sesson No. 000 000 000

Connected © 3 2'.';'(':;

Level (3)

OMMUNICATIONS

Connecting and Protecting
the Networked World®
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Panelist Q&A Panel Level(3)
COMMUNICATIONS
Connecting and Protecting
the Networked World™
Save Questions and Answers
W Cisco WebEx Training Center - a X
m Edit Share Wiew Audio Participant Session Breakout Help ‘
Qpen and Share,., th|+0 - Partici... | .. Chat L3 Record...| © = Q&A il Polling ~

v 3% Participants o X

Speaking: SARAH GARRETT (Host)

Open Poll Questions...

v Panelists: 3
Open Chat... ) SARAH GARRETT (Host, me) E]

© U Edmond Leclair

;‘ 0s€ Ctrl+W X Lilli kruger
Save 4 v Attendees: 5
- Document... Ctrl+S L call-in User_1
Save AS 4 . L Jiro Ito
Poll Questions... Lo« =
{ “« P © - =

Transfer... Ctrl+Shift+T ———— — e
= Poll Results... @ Make Presenter || Audo_| =&
Upload to My WebEx... Chat..
Print 4 Questions and Answers...
Leave Training Session

Send to: JAII Participants V‘

’M a participant in the Send to menu first, type chat message, and ‘ ‘ Send |

[ am MyQ8A (1) X\

Save the Q&A before your meeting concludes.
1. Click [Save =] or [Save As 2]
2. Select [Questions and Answers...]

Jiro Ito - 02:47 PM

Q: What time is our next meeting?
SARAH GARRETT - 02:52 PM
A: 1pm

$iBhex Sesson No. 000 000 000

Connected © 3 ;I|';'(I:;
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Breakout Rooms

Assign your Attendees to individual virtual rooms. Attendees
can now work on group projects or discuss topics.
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COMMUNICATIONS

Connecting and Protecting
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Opening the Breakout Room

@ Cisco WebEx Training Center - a X
File Edit Share View Audio Participant Sesslcn

Quick Start Session Info . - Partici... .. Chat (3 Recor... [@ Q&8 gl Polling ~
} ]  |Open Breakout Session Panel

Speaking: SARAH GARRETT (Host)

Start Breakout Sessions
v Panelists: 3

End Breakout Sessions © '\ Edmond Leclair (me) (]
Ask All to Return W SARAH GARRETT (Host)

UF il Kruger
Breakout Session Assignment... v Attendees: 5

L cal-in User_1
Join Breakout Session 4 L Jiro Ito

Maura Coughlin

Broadcast Message... . ofelia Delgado !

. Tobias Rynell

Share Breakout Session Content...

0 ¢ X 4 » e - & &

To open up the Breakout panel manually: (O ez fas ]

1. Click the [Breakout] menu

2. Select [Open Breakout Session Panel]

3. The Breakout panel will open on the right
side of the screen

Send to: ‘ All Participants = ]

Select a participant in the Send to menu first, type chat message, and ‘ Send ‘
\,EH —_—

<\:/vé'be)( Session No. 000 000 000 Connected © [ ks
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Breakout Session Assignment

Level (3)
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Connecting and Protecting
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@) Cisco WebEx Training Center

Quick Start Session Info

File Edit Share View Audio Participant Session

Breakout Help

v 3% participants

To create new breakout assignments or edit the
already created breakout assignments:

1. Click [Breakout Assignments]

2. Adialog box will appear (see next page)

Speaking: SARAH GARRETT (Host)

- Partici... .. Chat @3 Recor... @ QRA il Polling -

- [m] X

o %X

v Panelists: 3
© '\ Edmond Leclair (me)
) SARAH GARRETT (Host)
¢ Lilli kruger

v Attendees: 5

=*| Smartphone users

will not be able to

@ v X «»e- = » | participate in
Breakout session

@ Breakout Session Assignment

Create breakout sessions and assign attendees:

Send to: l All Participants

c & Manually

To create breakout sessions manually, manage your assignment below:

Not Assigned: Assigned:
Sear Pl Add Session |

~ Panelists

© Edmond Ledair
Lilli Kruger

SiBhex Session No. 000 000 000

SARAH GARRETT (Hi
~ Attendees

» Options for:

|~ Allow attendees to create breakout sessions

ok || concel

Connected © [ ‘dely
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Level (3)

OMMUNICATIONS

Breakout Session Assignment (Continued)

Automatically Assign Manually Assign

@ Breakout Session Assignment

¢

Breakout Session Assignment
Create breakout sessions and assign attendees:

Create breakout sessions and assign attendees:

" Automatically ¢ Manually
{* Automatically " Manually

To create breakout sessions manually, manage your assignment below:
To create breakout sessions automatically, provide the following information:

Not Assigned: Assigned:
Search Add Session
v Panelists
) = SARAH GARRETT (Hi
(% Set the number of breakout sessions: = @ Edmon Ledlair
Lilli Kriiger
" Set the number of attendees in each breakout session: = v Attendees
Jiro lto
Ofelia Delgado —
Tobias Rynel [ >> |
OK { ‘ Cancel ‘*|
 Options for:
[~ Let others join breakout s n without invita
I~ Limit number of participa can join each
< > [~ Apply above options to all sessions

[~ Allow attendees to create breakout sessions

OK ‘ i Cancel
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Level (3)
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Breakout Session Assignment (Manual Assignment)

1. Click [Add Session]

v

Breakout Session Assignment

Create breakout sessions and assign attendees:

2. Click the Participant and the
Breakout Session, select [>>]

("] Breakout Session Assignment “

Create breakout sessions and assign attendees:

Connecting and Protecting
the Networked World®

3. Select [OK] once finished

v

Breakout Session Assignment

Create breakout sessions and assign attendees:
" Automatically ' Manually " Automatically ¢ Manually " Automatically & Manually
To create breakout sessions manually, manage your assignment below: To create breakout sessions manually, manage your assignment below: To create breakout sessions manually, manage your assignment below:
Not Assigned: Assigned: Not Assigned: Assigned: Not Assigned: Assigned:
el Delete Session |  Delete All Sessions el Add Session Delete Session |  Delete All Sessions | el Add Session | _Delete All Sessions
¥ Panelists Breakout session 1 ¥ Panelists Breakout session 1 ¥ Panelists ¥ Breakout session 1
SARAH GARRETT (H SARAH GARRETT (H @& Edmon Leclair @ Lilli Kriger (Presenter)
v Edmon Leclair & Edmon Leclair v Attendees SARAH GARRETT
Lilli Kriiger Lilli Kriiger Jiro to ¥ Breakout session 2
v Attendees v Attendees Ofelﬁa Delgado
Jiro to Jiro lto Tobias Rynell
Ofelia Delgado —_— Ofelia Delgado — —_—
Tobias Rynel | Tobias Rynel | >> | [ >> |
v Options for: All breakout sessions  Options for: All breakout sessions ~ Options for: All breakout sessions
[V Let others join breakout session without invitation. [V Let others join breakout session without invitation. [V Let others join breakout session without invitation.
[V Limit number of particdpants who can join each session: [V Limit number of participants who can join each session: [V Limit number of participants who can join each session:
< > [V Apply above options to all sessions ‘ < > [V Apply above options to all sessions < > ¥ Apply above options to all sessions
[~ Allow attendees to create breakout sessions

oK | ‘ Cancel

[~ Allow attendees to create breakout sessions

oK ‘ ‘ Cancel

[~ Allow attendees to create breakout sessions

OK Cancel
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Breakout Rooms

Breakout Session Assignment (Breakout Options)

Select [Presenter Ball] next to the
Attendee name to assign rights

@ Breakout Session Assignment

Create breakout sessions and assign attendees:

" Automatically

% Manually

Level (3)

OMMUNICATIONS

Select the [Breakout Session]
then click [Options for: ] for
more Breakout options

@ Breakout Session Assignment

Create breakout sessions and assign attendees:

To create breakout sessions
Not Assigned:

[seorr __1®
v Panglists

&' Edmond Ledair
v Attendees

manually, manage your assignment below:
Assigned:
Add Session

| _Delete All Sessions

“gsis@agkout session 1

iro Ito

illi Kruger (Presenter)

gout session 2

aura Coughlin (Presenter)
bfelia Delgado

ARAH GARRETT

['» Options for:

|~ Allow attendees to create breakout sessions

OK ‘ ‘ Cancel

" Automatically

To create breakout sessions manually, manage your assignment below:

Not Assigned:

¥ Panelists
@' Edmond Ledair
v Attendees

& Manually

Assigned:
Add Session Delete Session | |_Delete All Sessions |

Jiro Ito
® Lilli Kruger (Presenter)
¥ Breakout session 2
& Maura Coughlin (Presenter)
Ofelia Delgado
SARAH GARRETT
‘ Tobias Rynell

v Options for: Breakout session 1
™ Let others join breakout session without invitation.

I~ Limit number of participants who can join each sessior 20
I Apply above options to all sessions
|~ Allow attendees to create breakout sessions
OK l ‘ Cancel

Connecting and Protecting
the Networked World®

Breakout session 1 ~——
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Breakout Rooms Level(3)

the Networked World™

Assigned Breakout Session

@ Cisco WebEx Training Center
Edit Share View Audio Participant Session Breakout Help
- Partici... | ..~ Chat @3 Recor... @ Q&A il Polling ~

File
Quick Start Session Info

Speaking: SARAH GARRETT (Host)

v Panelists: 3

The Breakout panel will appear 0 camndve e =@

) SARAH GARRETT (Host)

with assigned sessions —

v Attendees: 5

¢ X « » e - & @

Send to: | All Participants

cipant in the Send to menu first, type

\ Breakout Assignment
Manual Assignment

v Breakout session 1: 2
Jiro Ito
@ Lilli Kruger
v Breakout session 2: 4
@ Maura Coughlin
Ofelia Delgado

SARAH GARRETT

o
|| Mak

Connected © [ gty

§ihex Session No. 000 000 000
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Breakout Rooms

Assign New Presenter

@ Cisco WebEx Training Center

File Edit Share View Audio Participant Session Breakout Help

Quick Start Session Info

v 3% participants

Before the Breakout session is started, you can
change Presenters inside the Breakout panel:
1. Left click an Attendee’s name

2. Select [Make Presenter]

Speaking:

- Partici... | ..~ Chat @3 Recor... @ Q&A il Polling ~

- [m] X

o 0%

v Panelists: 3
© U Edmond Leclair (me)
SARAH GARRETT (Host)
Lilli Kruger

v Attendees: 5

g ¢ X « » e - & @
[@+ Make presenter || Audi | ‘iHL‘

(me) (4]

\ Breakout Assignment \

Manual Assignment

v Breakout session 1: 2
Jiro Ito
@ Lilli Kruger
v Breakout session 2: 4
@ Maura Coughlin
Ofelia Delgado

SARAH GARRETT

[

§ihex Session No. 000 000 000

Make Presenter |

Connected © 3 "l'silf;

Level (3)
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Start Breakout Session

@ Cisco WebEx Training Center

- [m] X
File Edit Share View Audio Participant Session Breakout Help

Quick Start Session Info - Partici... | ..~ Chat @3 Recor... @ Q&A il Polling vi
"

Speaking: SARAH GARRETT (Host)

Once your Breakout session is assigned, " ol

. © U Edmond Leclair (me M
Start the SeSSIOn by: ) SARAH GARRETT ((Hos)t)

« Clicking the [Start] button N kg

v Attendees: 5

g ¢ X 4 » 6 - B &

[©» voke resenter | [ Audor] [E]

v ® Chat B3

Send to: | All Participants V‘
‘;;:"‘:\C,‘\ZLJ‘\‘ the Send to menu first, type chat message, and ‘ ‘ Send 1
send —
v =¥ Breakout Session X
| Breakout Assignment | [ Start | [ ——————————

Manual Assignment

v Breakout session 1: 2
Jiro Ito

@ Lilli Kruger

v Breakout session 2: 4

Maura Coughlin

Presenters will appear in omoius
bold with a WebEXx ball

§ihex Session No. 000 000 000 Connected © (5
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Start Breakout Session as a Breakout Presenter

@ Cisco WebEx Training Center

- m] X

File Edit Share View Audio Participant Session Breakout Help

Quick Start Session Info - Partici... .. Chat @3 Recor.. [@ Q&A il Polling ~

Speaking: SARAH GARRETT (Host)
- ¥ Panelists: 3
@ Breakout Session X enelits
S il Kruger (me) E] E

- - . Edmond Leclai
You have been assigned as a presenter for a breakout session. Do you © - Edmond Leclai

- )
want to start the session now? W SARAH GARRETT (Host)

v Attendees: 5
\. Call-in User_1

‘. Jiro Ito

) Maura Coughlin

| [ —

L ofelia Delgado

b L, Tobias Rynell

If you are assigned as a Presenter of a Breakout
session, WebEx will ask if you would like to start the |

session. After the Presenter starts their individual
Breakout session, Attendees will be asked to join.
» Click [Yes] on the dialog box to start your
Breakout session
Sendto: | Al Participants 5]

’:;.,;v-,-n ant in the Send to menu first, type chat message, and “ Send ‘

SiBhex Session No. 000 000 000 Connected © {f ‘tels
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Inside the Session (Breakout Presenter View)

@ Breakout Session: Breakout sess

File Edit Share View Audio Participant Help

Quick Start Session Info

i

Breakout Session:|Breakout session 1

connect into the

your phone keypad

i your audio does not

Breakout Session, input
your [Attendee ID] from
the ‘Session Info’ tab into

J

End the Breakout session
for all in the current session |

N !

Audio Conference New Whiteboard

; Share File ¥

|

Share documents
inside the meeting

Communicate with
Participants inside

] the Breakout session

‘E& End Breakout Session ‘ T

Elapsed time: 17:26

You are currently connected to the breakout session "Breakout session 1".

[8& End Breakout Session

D

,
Ask the
Presenter
in the main

‘\,‘ Ask For Help ;

session for
assistance

\ J

SShex Session No. 000 000 000

Chat with
Participants
inside the
session

90



Inside the S

Breakout Rooms

@ Breakout Session: Breakout sess

View Audio Participant Help

ession (Breakout Attendee View)

Attendee access code:
#0 4061 # < ———

instructions
4

Introduction to Breakout Session
p ssion in which you can share documer
whiteboards, applications, or desktops with a smaller group of participal

If you are the current presenter in the breakout session, you can choos:
sharing option on the Share menu.

If your audio does not
connect into the

Breakout Session, input
your [Attendee ID] from

the ‘Session Info’ tab

into your phone keypad
J

currently connected to the breakout sessioi

Leave the current
Breakout session |

28 Leave Breakout Session |

v 2% Participants o

Communicate with
Participants inside

Level(3)

COMMUNICATIONS

Connecting and Protecting
the Networked World®

the Breakout session

Type chat messages here...

SiBhex Sesson No. 000 000 000

Send to: | All Breakout Participants

Chat with
Participants
inside the
session
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Breakout Rooms

Main Conference Room — Breakout Asks for Help (Main Presenter View)

@ Cisco WebEx Training Center

- [m] X

Participant Lilli Kruger in breakout session Breakout session 1
requests assistance from you.

]

If a Breakout session Presenter requests help, the
main conference Presenter will receive a popup box
and see a hand next to the Presenter

1. Left click an Attendee’s name

2. Select [Join] to enter the Breakout session

Eile Edit Share View Audio Participant Session Breakout Help
Quick Start Session Info - Partici... .. Chat @3 Recor... [@ QRA il Polling ~
v 3% Participants o %
Speaking:
@ Breakout Session Manager X ~ Panelists: 3

© '\ Edmond Leclair (me) Ii‘
SARAH GARRETT (Host) H
Lilli Kruger

v Attendees: 5

g ¢ X « » O - B &
[©» voke resenter | [ Audor] =]

Send to: | All Participants V‘

| Breakout Assignment | (@ Endan |
Manual Assignment

v Breakout session 1: 2
Jiro Ito
@ Lilli Kruger =
v Breakout session 2: 4 %
Maura Coughlin

Ofelia Delgado

@ SARAH GARRETT

§ihex Session No. 000 000 000

Connected © [ ‘Gico

Level (3)
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Connecting and Protecting
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Main Conference (Presenter View)

@ Cisco WebEx Training Center

File Edit Share View Audio Participant Session Breakout Help

Quick Start Session Info - Partici...

.~ Chat &3 Recor... @ QA il Polling ~

Speaking:

v Panelists: 3

© '\ Edmond Leclair (me) EJ Participant iS in
SARAH GARRETT (Host) N — .
Breakout session

Lilli Kruger
v Attendees: 5
g ¢ X 94 » 6 - & @
|| Audio | !

End Breakout
| Breakout Assignment | [0 EndAl | —

Ver e sessions for all

v Breakout session 1: 2
Jiro Ito

@ Lilli Kruger

v Breakout session 2: 4
Maura Coughlin
Ofelia Delgado

@ SARAH GARRETT

§ihex Session No. 000 000 000

Connected © 3 q;g'";'
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Ending a Breakout Session

@ Breakout Session: Breakout session 1 - [m] X

File Edit Share View Audio Participant Help

Quick Start Session Info I -~ Breakout SessionI -~ Participants | Chat v

v =9 Breakout Session

You are currently connected to the breakout session "Breakout session 1".

@ Breakout Session Manager X 88 End Breakout Session | [4 askFortep |
Efapsed time: 1:19

This breakout session will end automatically in 30 seconds. -
{ Jirelto
@ \ Lillikruger

| Close

If the main conference Presenter clicks [End All] and
shuts down all the sub-conferences, Participants in
individual Breakout rooms will receive notification. v X B

v @ Chat X

g here...
ype chat messages here. M Send |

Sendto: | All Breakout Participants -

§hex Session No. 000 000 000 Connected © (5
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Breakout Rooms

Share Breakout Session Content

@ Cisco WebEx Training Center

Session Info

File Edit Share View Audio Participant Session [[Eiaieadl Help

Open Breakout Session Panel

“ Share Breakout Session Content

To request the last presenter for a breakout session to share content in the
main training session, select the session in the list, and then dick OK. The last

presenter then receives instructions for sharing content from the breakout

session.

Breakout sessions that have occurred.

Share Breakout Session Content...

After the Breakout sessions are ended, the main
conference Presenter can share content from the
Breakout session.

1. Click the [Breakout] menu

2. Select [Share Breakout Session Content...]
3. Choose the name of the last Presenter

4. Click [OK]

Last Presenter | Breakout Session
SARAH GARRETT Breakout session 2
Lilli Kruger Breakout session 1
OK ’ ‘ Cancel

| Breakout Assignment | [» st |

Manual Assignment

v Breakout session 1: 2
Jiro Ito
@ Lilli Kruger
v Breakout session 2: 4
Maura Coughlin
Ofelia Delgado

@ SARAH GARRETT

§ihex Session No. 000 000 000

Connected © 3 ‘1';2'.5,

Level(3)
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Share Breakout Session Content (Attendee View)

Cisco WebEx Training Center - m] X
9

File Edit Share View Audio Participant Session Breakout Help

| Quick Start Session Info - Partici... .. Chat @3 Recor... QA il Polling ~
"

Speaking: SARAH GARRETT (Host)

v Panelists: 3

@ Share Breakout Session Content X
S il Kruger (me) E] E
The presenter has requested that you share content from your breakout © U Edmond Leclair
session with all participants in the main training session. Select the content that ) SARAH GARRETT (Host)

1 . Se I eCt deS | red you want to share in the list, and then dick OK.  Attendess: §
content to share with . Caleinuser_t

Content to share in main session.
‘. Jiro Ito

the main conference +———- [
2. CI'Ck [OK] . Ofelia Delgado ]

b L, Tobias Rynell

d ¢ X 4 » s - &-
[ Audo | (=] 2]
OK | ' Cancel
_
Send to: IAII Participants VI
’:z\ ¢t a participant in the Send to menu first, type chat message, and ‘ ‘ Send ‘
Cisco ) A vl
Welex Session No. 000 000 000 Connected © 4 ‘géco
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Shared Breakout Session Content (Shared Content)

@ Cisco WebEx Training Center

File Edit Share View Audio Participant Session

5T/ -0 HW-5-|«[

Quick Start Session Info ‘ Whiteboard

Breakout Help

The main conference Presenter can now navigate
and share the Breakout session content

Speaking: SARAH GARRETT (Host)

- m] X

@ QgA il Polling ~

o Partici... | |- a
v 3% Participants O X

v Panelists: 3
S il Kruger (me)
© U Edmond Leclair
L) SARAH GARRETT (Host)
v Attendees: 5
‘. Call-in User_1
‘. Jiro Ito
Maura Coughlin
L ofelia Delgado
b L, Tobias Rynell

(=] &3

SiBhex Session No. 000 000 000

14 ¢ X W4 » & -
| Audo_| ==Lt
v @ chat 5
Send to: IAII Participants VI
’, ant in the Send to menu first, type chat message, and “ Send ‘

Connected © 3 EI.';"IQ

Level(3)

COMMUNICATIONS

Connecting and Protecting
the Networked World®

In the example, the
Breakout session
created and shared
a Whiteboard
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Training Reports

Access the report page from your WebEx Microsite



Training Reports

Main Report Page

- o
e L-mac x e
: alraln
Cisco WebEx A
Home Meeting Center ~ Event Center ~ Support Center ~ Training Cente| My WebEx webex_1895431 Log Out
My Meetings View registration information, and send reminder emails before the event. After the event, you can also view whether a registrant attended or was absent. A
My Personal Room
« Attendance Report
My Files View attendance information for any event. You can send follow-up emails after the event.
My Contacts
- In-Event Activity Report
My Profile . " . y
View attendee activity information for an event.
Preferences Note that the in-event activity report is only available for events recorded on the server.
My Reports
« Attendee History Report
Training View a list of events for an attendee.
- Support
- Event Recording Report
1. Click [My WebEx] onthetop | gi.... v
View a list of attendees who have downloaded or viewed an event recording.
ba r « Unlisted Program Links Report
View old and updated program links for your unlisted programs.
. Select [My Reports] on the Sumort Center
I eft l I I e n u - Session Query Tool
. Report on session information for selected Queue(s) or CSR(s).
3. Scroll down until you see the
[ - - t ] t' Report on session information for selected CSR(s).
g Training Center:
- Live Training Usage Report
View i , and ion for your training sessions.
« Recorded Training Access Report
View access and registration information for your recorded training sessions.
- Registration Report
View registration information for any of your live sessions.
©2016 Cisco and/or its affiiates. All rights reserved. Privacy | Terms of Service v

evel(3)
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Live Training Usage Report

View attendance, invitation, and registration information
from your Training session.



Live Training Usage Report evel(3)

COMMUNICATIONS

Connecting and Protecting
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Opening the Report Page
<) p-sac .

Cisco WebEx 'é'.'s‘é[;'

Home Meeting Center ~ Event Center ~ Support Center ~ Training Center =~ My WebEx webex_1895431 Log Out

CI i C k [L i v e Tr a i n i n g My Meetings View registration information, and send reminder emails before the event. After the event, you can also view whether a registrant attended or was absent. A

My Personal Room
« Attendance Report

U s a e Re o rt My Files View attendance information for any event. You can send follow-up emails after the event.
g p My Contacts

In-Event Activity Report

My Profile View attendee activity information for an event.
Preferences Note that the in-event activity report is only available for events recorded on the server.
My Reports
« Attendee History Report
Training View a list of events for an attendee.
Support

Event Recording Report

“ Level 3 Home View a list of attendees who have downloaded or viewed an event recording.

Unlisted Program Links Report
View old and updated program links for your unlisted programs.

Support Center:

- Session Query Tool
Report on session information for selected Queue(s) or CSR(s).

+ CSR Activity
Report on session information for selected CSR(s).

Training Center:

- Live Training Usage Report
View i , and ion for your training sessions.

« Recorded Training Access Report
View access and registration information for your recorded training sessions.

- Registration Report
View registration information for any of your live sessions.

© 2016 Cisco and/or its affiliates. All rights reserved. Privacy | Terms of Service v
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Search Criteria

- [m}
e pL-hac x AR
: alraln
Cisco WebEx A
Home Meeting Center ~ Event Center ~ Support Center ~ Training Center =~ My WebEx webex_1895431 Log Out
My Meetings Live Training Usage Report

My Personal Room

1. Fill out your search criteria S e bl and gt e st oo

My Contacts

2. Click [Display Report] o

Preferences To: [April v 2020 v

My Reports Topic: —— | (optional)
Training Sort results by: [Date  \J|| Display Report

Support

[Hl Level 3 Home

® 2016 Cisco and/or its affiliates. All rights reserved. Privacy | Terms of Service
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Report Summary Page

- [m] X
e pP-mac x AR

. i alaln
° CI|Ck [Export Report] Cisco WebEx tinh
to d OW n Ioa d S u m m a ry Home Meeting Center ~ Event Center ~ Support Center ~ Training Center =~ My WebEx webex_1895431 Log Out

My Meetings

Ilst |n a .Csv flle Wy personat room  LiV@ Training Usage Summary Report

My Files Search results from 3/6/20 to 4/15/20 , all sessions in Eastern Standard Time (New York, GMT-05:00):
<<Search again
r My Contacts

My Profile Preliminary Live Training Usage Summary Report

. -
[ ) ‘ : I I Ck th e [ I o p I c] Of a Preferences Caution: This is a preliminary report. It provides immediate access to session data before the final report becomes available. When the final report is available, session data appears only

in the final report, not in the preliminary report.
My Reports P P v rep

m eeti n g to VieW Training Printer-friendly format | [ Export Report P rel i m i n a ry re pO rt, n Ot

— . . .
Support opic Department Billing Code Date Invited Registered Attended Absent

detailed information Eliovestome | sttt 1 : : all information will be
Final Live Training Usage Summary Report available Until the final

You can sort results by clicking on the column headers. Printer-friendly format H Export Report ‘ rt H d
. Topic Department Billing Code Date v Start time Duration Invited Registered Attende: sen re p 0 I S p ro Ce S S e
Final report o . z

© 2016 Cisco and/or its affiliates. All rights reserved. Privacy | Terms of Service
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Live Training Usage Report

Detailed Report

* Click the [View]
dropdown to sort the
report list

Or

« Click [Export Report] to
download the Training
Usage report into a .csv
file

—

e pP-mac x IA

Cisco WebEx aliale

cisco

Home Meeting Center ~ Event Center ~ Support Center ~ Training Center =~ My WebEx webex_1895431 Log Out

My Meetings
Live Training Usage Detail Report
My Personal Room

My Files Session detail for "HR Open Enroliment for Q3" Printer-friendly lormal H Export Report ‘
My Contacts

My Profile *Attention-to-Duration ratio: Attentiveness based on the duration of the session
i ratio: ased on how long the attendee was in the session
Preferences
View | Participants and absentees VvV
My Reports All se[Participants and absentees e (New York, GMT-05:00)
Participants only
Trainin Parti
9 Absentees onl
Support Name: SARAH GARRETT Email: sarah_g@level3.com
Invited: No
[Hl Level 3 Home X o
Registered: No Registration date: N/A
Attended: Yes Date: 415120
Start time: 801 am End time: 201 am
Duration: 60 mins
Attention to Duration Ratio:* 100% Attention to Attendance ratio: ** 100%
Company: Title:
Phone Number: Addresst:
Address2: City:
State/Province: Country/Region:

ZIP/Postal Code:

Participant 2

Name: Jiro Ito Email: jito_i@level3.com
Invited: Yes

Registered: Yes Registration date: 38120

Attended: Yes Date: 4015120

Start time: 8:12 am End time: 8:42 am
Duration: 30 mins

Attention to Duration Ratio:* 4% Attention to Attendance ratio: ** 50%

Company: Level 3 Title:

Phone Number: Address1:

Address2: City:

State/Province: Country/Region:

ZIP/Postal Code:

Absentee 1

Name: Ruth Gleeson Email: ruth_g@level3.com
Invited: No

Registered: Yes Registration date: 415120
Attended: No Date: N/A

Start time: N/A End time: N/A

Level (3)

OMMUNICATIONS

Connecting and Protecting
the Networked World®

After clicking the [Topic] of your

desired meeting you can view:

« Names

 Email

* Registration date (Optional)

« Participants who joined the
session or were absent

» Registration information
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Recorded Training Access
Report

View access and registration information for your recorded
training session.
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Opening the Report Page
<) p-sac .

Cisco WebEx '::lnls'élé'

Home Meeting Center ~ Event Center ~ Support Center ~ Training Center =~ My WebEx webex_1895431 Log Out

Cl iCk [Reco rd ed Tr,a i n i n g My Meetings View registration information, and send reminder emails before the event. After the event, you can also view whether a registrant attended or was absent. A

My Personal Room
« Attendance Report

Ac ce s s Re p o rt] My Files View attendance information for any event. You can send follow-up emails after the event.

My Contacts
In-Event Activity Report

My Profile View attendee activity information for an event.
Preferences Note that the in-event activity report is only available for events recorded on the server.
My Reports
« Attendee History Report
Training View a list of events for an attendee.
Support

Event Recording Report

“ Level 3 Home View a list of attendees who have downloaded or viewed an event recording.

Unlisted Program Links Report
View old and updated program links for your unlisted programs.

Support Center:

- Session Query Tool
Report on session information for selected Queue(s) or CSR(s).

+ CSR Activity
Report on session information for selected CSR(s).

Training Center:

- Live Training Usage Report
View i , and ion for your training sessions.

« Recorded Training Access Report
View access and registration information for your recorded training sessions.

- Registration Report
View registration information for any of your live sessions.

© 2016 Cisco and/or its affiliates. All rights reserved. Privacy | Terms of Service v
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Search Criteria

e L-mac x e 8

Cisco WebEx 'é'.'s‘é[;'

Home Meeting Center ~ Event Center ~ Support Center ~ Training Center =~ My WebEx webex_1895431 Log Out

H H H My Meetings R ded Training A R rt
1. Fill out your search criteria e oy cEC0OMed Training Access Repo
2. Click [Display Report] e e e o akon o Yoy Racostad Tk soskoss

My Profile From: 6 2020 v

preferences To: [April v|[15 v[[2020 v

My Reports Topic: p——— (0Ptional)
Training Sort results by: || Display Report

Support :

[Hl Level 3 Home

® 2016 Cisco and/or its affiliates. All rights reserved. Privacy | Terms of Service
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Report Summary Page
o 5—aas .

Cisco WebEx '::lnléélé'

.
i C I I C k [ Ex po rt Re p o rt] Home Meeting Center ~ Event Center ~ Support Center ~ Training Center =~ My WebEx webex_1895431 Log Out

to download summary

Recorded Training Access Summary Report
My Personal Room

. . . —
I ISt I n a . CSV fl I e My Files You can sort results by clicking on the column headers. Search again Printer-friendly 'ormal” Export Report |
My Contacts | ¢
O r My Profile Search results from 3/6/20 to 4/15/20 :
Preferences All sessions in Eastern Standard Time (New York, GMT-05:00)
. u T
b C I k th f My Reports Fe= v Upload date Upload time Registered load Viewed
IC e [Topic] of a .
Training Shareholder Review 316720 5:11 pm N/A 7 0

HR Open Enroliment for Q3 415120 9:01 am il 1 10

meeting to view o
detailed information

© 2016 Cisco and/or its affiliates. All rights reserved. Privacy | Terms of Service
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Detailed Report

- o X
G p-thac x IRARE )
: alraln
Cisco WebEx A
Home Meeting Center ~ Event Center ~ Support Center ~ Training Center =~ My WebEx webex_1895431 Log Out
. . = f
After clicking the [Topic] of your | ... )
Recorded Training Access Detail Report
d H d t' H . My Personal Room
esired meeting you can view: My Fies o do
Session detail for HR Open Enrollment for Q3 Printer-friendly format H Export Report
My Contacts
L N a I I I e My Profile All sessions in Eastern Standard Time (New York, GMT-05:00)
Participant 1
° E H I Preferences Name: Ofelia Delgado Email: ofelia_d@evel3.com
l I Ia I My Reports Registered: N/A Registration date: 4520
. Training Download: No Viewed: Yes
Date: 415120 Ac time: 3:57
* Registered (yes/no) sippon s 8
articipant
. N N n Level 3 Home Name: Tobias Rynell Email: tobias_r@eveld.com
* Registration date (Optional)
Download: Yes Viewed: Yes
° Vi d tr d r rd i n Date: 4115720 Access time: 4:50 pm
ewed streamea reco Jd -
Name: Sarah Gamett Email: sarah_g@evel3.com
.
° D I d d d Registerad: /A Registration date: 4150
ownloaded recordin o -
. Date: 415120 Access time: 11:08 am
* Access Date and Time ——
n I Name: Jiro o Email: jiro_i@level3.com
Registered: N/A Registration date: 4120
Download: No Viewed: Yes
Date: 4115120 Access time: 11:30 am
Participant 5
Name: Edmond Leclair Email: edmond_| @evel3.com
Registered: n/A Registration date: 5/13120
Download: Yes Viewed: No
Date: 4n520 Access time: 6:57 pm
Participant 6
Name: Maura Coughlin Email: maura_c @evel3.com
Registered: N/A Registration date: 52020
Download: Yes Viewed: Yes
Date: 415120 Access time: 3:18 pm
Participant 7
Name: Ruth Gleeson Email: nith_g@eveld.com
Registered: N/A Registration date: 8/10120
Download: No Viewed: Yes
Date: 4115120 Access time: 6:12 pm v
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Registration Report

View registration information for any of your live sessions.
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Opening the Report Page
@ x

Cisco WebEx 'é'.'s'yc','

Home Meeting Center ~ Event Center ~ Support Center ~ Training Center =~ My WebEx webex_1895431 Log Out

CI i C k [R e g i st r ati o n R e p o rt] My Meetings View registration information, and send reminder emails before the event. After the event, you can also view whether a registrant attended or was absent. A

My Personal Room

« Attendance Report
My Files View attendance information for any event. You can send follow-up emails after the event.
My Contacts

In-Event Activity Report

My Profile View attendee activity information for an event.
Preferences Note that the in-event activity report is only available for events recorded on the server.
My Reports
« Attendee History Report
Training View a list of events for an attendee.
Support

Event Recording Report

“ Level 3 Home View a list of attendees who have downloaded or viewed an event recording.

Unlisted Program Links Report
View old and updated program links for your unlisted programs.

Support Center:

- Session Query Tool
Report on session information for selected Queue(s) or CSR(s).

+ CSR Activity
Report on session information for selected CSR(s).

Training Center:

- Live Training Usage Report
View i , and ion for your training sessions.

« Recorded Training Access Report
View access and registration information for your recorded training sessions.

- Registration Report
View registration information for any of your live sessions.

© 2016 Cisco and/or its affiliates. All rights reserved. Privacy | Terms of Service v
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Search Criteria

o T .

Cisco WebEx 'é'l's'él;'

Home Meeting Center ~ Event Center ~ Support Center ~ Training Center =~ My WebEx webex_1895431 Log Out

1. Fill out your search criteria Wi Registration Report

My Personal Room

2. Click [Generate Report]

My Contacts View Attendance, Invitation, and Registration information for all of your live sessions.
Note: You can run reports for any three-month period within the last 12 months or any time in the future.

My Profile

Preferences Report Name: | ‘
wmls From:

Training To: |April v 2020 v

Support Topic: | | (optional)
[H Level 3 Home Sort results by:

Generate Report

© 2016 Cisco and/or its affiliates. All rights reserved. Privacy | Terms of Service
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Re po rt D Own I Oad & Wiew Downloads - Internet Explorer - ] X
G p-hac View and track your downloads Search downloads je |
Name Location Actions
Home Meeting Center ~ Event Center ~ Support Center ~ Training Center My WebEx RegiStratiOhRe....CSV 5. 74 KB Do you want to open or o s -
My Meetings acwiraininglavebex.com save this file? = ve |
1. After the report generates, o]
click [Here] to download )
the report into a .csv file - Tmmm————
2. Click to [Open] the .csv file —
that downloads S
Options Clear list Close
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Registration Report

RegistrationReport.csv Download

Information Provided

* Session Name

» Session Date & Time

* First Name

 Last Name

« Email

* Registration ID (Optional)

* Registration Date &
Time

« Status

* Cancellation

* Registration Questions

s RegistrationReport.csv - Excel

Insert Page Layout Formulas View

Q

Sarah Garrett

Tell me what you want to do

AD (X) Calbi I P P = — _ 5’7. E‘—" General v E’%Conditional Formatting ~ E“’Insert v Z b /Z\Y p
B~ S (N $-% GFormatasTable' &< Delete ~ ' )
Pafte o4 B I U - |H - A-====2= TN [;JCeIIStyles' @Format' v é:{;,ef SF::{;&.
Clipboard & Font [F] Alignment [F] Number ] Styles Cells Editing ~
KP95 - I N
A B C D E F G H J K M N [+

1

2 |All sessions in Eastern Standard Time (New York, GMT-05:00)

3 -+

4 |File exported on 04/15/20

5 o

6 |Search results from 3/6/20 to 4/15/20

7 1

8

9 1

10|

1)

12 |Past Training Sessions

13|

14|

15

16 |

17|

18 |Registered Attendees: HR Open Enroliment for Q3

19|

20 |Session On Tuesday, November 29, 2016 10:59 am
21|
22 |Maximum Registrations:2 Approved:1 Pending:1 Waitlisted:0 Rejected:0 Cancelled:0
23 |First Nami Last Name Email RegistratiiRegistration Date Status CancellatiJob Title Company Addressl Address2 City State zIp
24 |Jiro Ito jiro_i@leveld.com  04/15/2020 18:02 Pending N/A Level3 N/A N/A N/A N/A N/A
25 |
26 |Ofelia Delgado ofelia@le 545687 03/06/2020 16:02 Approved N/A Level3 N/A N/A N/A N/A N/A
27 |

a0 e

RegistrationReport ® 2] »

Ready B mo- 1 + 100%

Level(3)
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Connecting and Protecting
the Networked World®

In Excel, CSV file extension stands

for Comma Separated Values
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Scheduling a Training Session

Microsite Instant Session Scheduled Session  Starting a Session
Test Library

Creating Test Questions Creating a Test

Emails

Host Invite Participant Invite Host Notifications Test Notifications

Training Communications

Feedback Q&A Emoticons Reports
Breakout Sessions

Manual Assignment  Start Session Share Content End Session
Training Reports
Access Reports Live Training Usage Recorded Training Registration Report
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24/7 Customer Care Support

United States (888) 447 - 1119

North America Toll +1 (303) 389 - 4018
Worldwide Customer Care conf.cfer.com
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