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Introduction

Webex for Broadworks is an easy-to-use and secure app that allows you to call, meet, and message,
from one control window and get work done:

e It brings everyone together to do exceptional work.

e |t makes you smarter; it's personalized to you.

e It gives you options to choose how you work.

e It moves fluidly while you call, meet, and message.

Calling Features

In the Webex App, you get assigned a calling option that works best in your organization or for your
individual needs. So, when you make a call from the app, your calling experience depends on your
account settings.

You can make a call from many different places in the Webex for Broadworks App. Just look for the
Audio or Video call icons whenever you're sending a direct message, looking at a contact card,
or entering a name, email address, or video address into the Search bar.

*NOTE: If you don't see the option to make a video call, it could be because your administrator only
wants you making audio calls.

www evolveip . net 1.B77.45%9 4347
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Making Calls

Calls in Webex App

Clsoa Wehed Core Fealures

Making Calls: Types of
Calling in Webex for Broadworks Calls in Webex App

Whera?
Basic | Standam
En-td! You can make a call from many different places in Webex.

Just look for the Audio or Video call icons wheanewver you'ra
[ 9 [ O D) sending a direct message, locking &t 8 contact card. or
entEring & name or email address into the Search bar. Select
eithier the work & for a SIP call | or call with Webes [2TT)

o - o ]
- eop Type of Calls:

[

Call On Webex: |z a special type of call that does not leavs
the Webex platform. Available between users already on the
VWiebex platform.

PSTMISIP:

Selecting the “Work' or *Mobile' entries with the persons
phane number results in @ PSTN call that tranzits the
Eroadworks environment to a public carrier.

*  Selecting the ‘uzer@domain” entry in email format resuls
in a SIP URI call that also wransits the Broadworks

+* environment, but as a SIP call. (Configuration reguired in

Eroadworks)

CALL ON WEBEX

Clsoa Webex Core Fealores

Making Calls:
Calling in Webex for Broadworks Ca | | O n Webex

--- (Free Calling)

@) L O L O] + Easy and Convenient

= In call optionz include adding guests o the call, sharing

vour whitreboard and zharing your screen.
1 . = ooQ
:.:h P - Requirements:
N o : = Configuration Required in the Setup of Webex for
= Broadworks.
3 = Thiz may be dizabled to aveid confusion at the end-ussr
level

= Supported Calling Features vary from ztandard BVWES
calling features. See Table1 Feature comparizon on halp,

www evolveip . net 1.B77.45%9 4347
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SIP/PSTN CALLS

Clsoa Webes Core Feabures

Calling in Webex for Broadworks Ma klﬂg Ca”S SIP/
ENEAEImEmES  PSTN Caling
v v L O} @ L O]

» Why?
Person you are calling prefers to use desk phone
Slp CE"S You jus.'.yknc\w wou w:nf'.c- call them via tEIv:phc- ne number
for any number of reasons.
Want to use Call Pull if you expect to change devices
during the call
Want access to BWES calling features

X

Requirements:

= User is provisioned with Webex for BroadWaorks.

= [f they do not have this option they may hawve
inadvertently signed up for a Free Webex account.

= SIP calling may be disabled in BroadWorks.

-
PSTN calls

Calling With A Phone #

Clsoa Webhex Core SEalores

Call anyone with a

Calling in Webex for Broadworks P h #
Bervice
m What?
v ¥ ¥ @« < @« * You can call anyone with a phone number ar

answer calls from anyane calling your work
number. When you make these types of calls, it's
just like making a regular phone call from any other
phone.

o . . How?

T e B i i * When it's time to make reservations for your team's
- f— celebration lunch, you can call  the restaurant right
fram Webex too. Just go to Calls @ and entsr the
-y phone number.

¥
¢ = w8 Requirements:
‘A - » |ser is provisioned with Webex for Broadworks. If
they do not have this option they may have
'_. ’ inadvertently signed up for a Free Webex account.
i Flease consult the Webex for Broadworks
' J Solutions Guide for further guidance.

www evolveip 1.B77.45%9 4347
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Clsoa Webiex Core Fealures

Calling in Webex for Broadworks

‘Btamdand
El.ﬂ‘l'!

« «© «©

Contacts

Make a Call from
Your Contact List

What?

* You can call people dirsctly from the My Contacts
list, so that you never have to remember a phone
number again

How?

* You create contacts here - Webex Calling app,
go to Contacts = Mew Contact. Or use the '+
butten next to the search window.

* To make a call to a contact, select Contacts &.
choose the person you want to call and then pick
how you want to make the call:

' ﬂ Audio Call -Make a voice call anly.
' Q Video Call —Share your videa during the call.

* (O call from Other Device — Make the call from
your desk phone or another device associated
with your account.

Call Features

Hold/Resume

Clsca Webhex Core Fealores

Calling in Webex for Broadworks
= 5 -H
l) t_)
= )

Hold/Resume

What?

While you're on a phone call with someons, you
can put them on hold so that you can make or
answer ancther call or get more infarmation.

How?

viWhile on a phone call, select More or the three
dots

v and then select Hold. After vou put the call on hold,
your spaces list shows that it's on hold [ on poe ]

* To go back to your held call, select it from the
spaces list and then select Resume @D

Requirements:

' This feature is available to every Webex for
BroadWarks licensing package

www evolveip.net
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Conference/Merge a Call

Clsca Weliew Core mealures

Calling in Webex for Broadworks CO n fe rence / M € rg €a

o Call
Default Customer
What?
v X X « « @« *When you're on a phone call and you receive an
- — incoming phone call in Webex, vou can merge the
' = two phene calls into one and have everyone in the

same phone call. You may also use the conference
option to add a 3 persan to vour call.

How?
1. When vou're on a phone call with somelbody,
L4 select More and then select Add a person. 8
—

2. Enter number or type a name and then choose
whether you want to make it an Audic O orvideo

. = call. e
E P e ' Select TP to join the two phane calls.

\ i 4y L= ] i 3. Evervone is in a conference call and you can view
all the participants by selecting.

Attended Transfer of a Call

Attended Transfer of a Call/

Calling in Webex for Broadworks Warm Transfer
What?
Bendce
Default Customer
oo In:nn—ling i o 8 usenon, you can
you're not the right person to answer & guestion, you can
o X X a« o ) wransfer the call to someone else in your organization.
Howr?
"’r -‘\' 1. While you're on a phone call, select More and then
select Transfer.
N 2. Enter the number or the name of the person who you
¥ want to transfer the phone call tnoand then chooss_vhethar
. - you want to make it an Audio or Video call.
-, Your original phone call is put on hold.
: a 3. Let the other person know why you're transferring the call
{ - e oo to them and then select Complete Transfer.
o -
Important notes:
. = You don't even have to wait for the other person to
. answer. You can complete the transfer as soon as it sarts
— ringing
I\-_ _/J = The CLID of the person transferring the call is what is

delivered

www evolveip . net 1.B77.45%9 4347
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Blind Transfer

Clsca Webex Core Fealures H
Blind Transfer of a Call
Calling in Webex for Broadworks
What?
--- Standard = If an incoming c3all reaches the wrong department or
you're not the right person to answer a guestion, you can
wransfer the call to someone else in your organization.
< O «© "
How'?
'/_ _‘\‘ 1. While you're an a phone call, select Mors and then
select Transfer.
i 2. Enter the number or the name of the perzon who you
want to transfer the phone call tr_and then choose_whether
- you want to make it an Aodio or Video call.
Your original phone call iz put on hold.
= ; o0 3. To transfer the call withaut an anncuncement {blind transfer),
: . click Transfer after dialing the transfer destination.
o -
Important notes:
R — = You don't even have to wait for the other person to
. answer. You can complate the transfer 3= zo0on as it starts
ringing.
l"\-— —/J = The CLID of the persan transferring the call iz what iz
daliversd.

Call Pull

Glzoa Webiew Sore Fealures

Calling in Webex for Broadworks C d I I P u I I

I

* You can mowve an active call from your desktop app
X X L O] to your mobile app and take your call on the go. Or
if you were already on the go with a call and you
return to the office, you can move the call from your
mcbile app to vour desktop app.

How?

1. From vour mobile app, go to Calls, tap . and
then

2. Select Pull Call.

3. Then the call will be moved from your deskiocp app
to vour mobile app.

www evolveip . net 1.B77.459 4347
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Desk Phone Control
Clom wemen Com Featins Desk Phone Control /Call from your
Calling in Webex for Broadworks Device (Basic Incoming/Qutgoing Calls)

What?
Basic WWhen you're connected to your desk phane from Websx, vou can
dial a number or make a call in Webex and your call goes through

wour phone. Webex scts ke a remote control for your phone so
o wou don't need to shift your focus awsy from your computer when
@« o« o want to make a call.

How'?

2

Go to Q:} and make sure that your desk phone's selected. If you
zes My Computer instead of your desk phone, select it and switch
to your desk phons. Once you are on a call with your deskphone,

Device
pairing

B —_
@ menu wou can control it from the Webex App- hangup/hold/resumefother
e 0 din 6 mid czall features. The Webex app's device pairing menu is used to
zel=ct the deskphone or Webex device you ar= presently paired

L with = use the device pairing featurs to select your calling device.

*Can pot use faor & = o F— Requirements:
calling into a .
meeting unless 9 . Usirs mus:j'_::li:'r' '_tln their de;'tfpl'ic}nel ':iordtlp usﬂilng_it_ Optionally
p — make your desk phone your default call handling device [incomin
BWHKS is configured A L znd o-ﬁ;ning] ! e = g [ 9
to allow SIP URI = [ y | b he Wabe hand!
iali = ‘ou can always go ar_wmusﬁgte 'ebex app to handle the
dialing - —ty . . call instead, E’ s=lecting 'my compuater’ instesd of your desk
4.2 - phane

= Cannot use for calling into a I'I'IE-E':H? unless
BWES iz configured to allow SIP URT dizling

Mobile App

Mobility/Native Dialer Calling

Clsca Wehex Core Fealores

Calling in Webex for Broadworks We beX M @] b [ [e )

e PP Native Dialer Calling
Enabled 7
What?
X v X @) o« «© = With Webex for Broadworks, users can use the ‘native’
dialing app from wour mobile operator to send and
/_ receive phone calls in addition te the Webex maobile app.

Why?

= Provides better call quality when you're making calls via
your mabile operator whers data services are sometimes
insufficient.

Requirements:

= Your service provider enables this in your BroadWorks
environment via a configuration setting.

*
= Your Service Provider configures the options for native

E = dialing or VolP calling, or bath.
' e - If both are enabled, a user can select between them for

L\.. v call=.

www evolveip . net 1.B77.45%9 4347
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Clzoa Webiex Core Fealures

Calling in Webex for Broadworks

Mobile setting

-

configuration setting

X X X L G ,_© -

Webex Mobile: Call Back

What?

*  (Call back lets you make a call using another devics
rathar than the Webex App. This allows you o call
without using the Internet or racking up calling costs/f
minutss. Your work numbsr gsts used as the caller 1D
50 people can easily identify you. This is a mobile only
feature

How?

*  Call back works by calling one of the #'s you've set
up for ‘manage my numbers”. So, you first need to add
your nurnbsr?s,:l as in the screenshot to the right.

* To enable calloack for outgoing calls, selsct the
callback #or davice in the mebile pairing menu:

1. Tep {mobile device pairing)and then select the
number rrom the list

2. Make your call from Webex.

3. When your other phone starts to ring, answer the
call.

4. “our phone then rings the person you're trying o
reach.

Call Settings

Call Settings: Call Forwarding

Clsog Weliex Core Fealures

Calling in Webex for Broadworks

o«

User Call Forward settings:
Mac in call preferences, Windows in call settings

T L erearmeg 800 BPGE ReTDe WECT ASTTFGE

i
o~ '. = -,
———— ey
—
e
Webex App
indicator of call
forwarding status
\ {bottam left of app)
wttingn = &

Call Settings
Call Forwarding

What?

* If you're going to be away from your desk but don't
want to miss an important phone call, you can
forward your calls to ancther phone number. Or, if
you don't want to be interrupted, you can send all
wyour calls to voicemail instead. If you forward your
calls to ancther number, you won't get called in
Webex or BroadWorks anymore. So, be sure to tum
it off when you're ready to take calls in the app
again.

How?
* Go to the phone icon and select where to forward
vour phone calls, such as to wvoicemail, another

work line, or a number you've set up before. To add
anaother number not listed, open call preferences

Requirements:
Phone and forwarding settings turns green and

stays that way until vou change the
setting back to Do Not Forward Calls

www evolveip.net
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Call Settings: Single Number Reach/Broadworks Anywhere

Cleca Wehex Core Fealores

Call Settings -
Calling in Webex for Broadworks Single Number Reach/

X X « o« «©

What?

* Don't werry about missing that important phone
call because you have to step away from your
desk. You can hawve your work calls ring any phone
number 50 when you get a call, Webex rings, plus
any other numbers you set up. Using just a single

work number, people can reach you wherever you
are.
] How?
W S g— L & ne
s 1. Open Call Preferences 5
R 2. Go to the Single Number Reach tab and select +
- Add number.
3. Add a number {without the country code} and
description and then select Save.
— - 4. fou can then check or uncheck numbers
directly in the Single Number Reach
popout.

Do Not Disturb (DND)

Clsoa Webex Core FEalures

Call Settings -

Calling in Webex for Broadworks ;
Do Not Disturb (DnD)

Bervice
X X X

* Do Mot Disturk (DMD} allows all incoming calls to
[ @ [ 9 [ 9] be rejected automatically and forward to voice
mail.

How?

* Select Calling Preferences, Self Care Portal, and
then slide the ‘Do Not Distur” toggle to On

Requirements:

* All Webex for Broadworks packages include DnD
miode

MNote you can set a general availability in the
Vebex app but none of these function as a true
calling OnD meode actually blocking inceming calls
cn all your devices like the user-directed option
shown here. These other methods are merely
informational for others who click on your contact
card in direct messages or spaces, for them to
get an idea of your availability.

www evolveip . net 1.B77.45%9 4347
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Background Noise Detection

Clsoa Wehex Core Fealores

Calling in Webex for Broadworks

L

T ety -
Click here =™ e al | —
when in a f' ) ot o
call

Background Noise
Detection

What?

Join your meestings and calls without wormying about noisy
keyboardsz, doorbells, ar online learning happsning in the
n=xt room. When you remove background noise, it's
remaowvead from all calls and meetings. including any call or
meeting that you're currently in.

Why?

Background noise disrupts conwversations and is
distracting. Mow even users in noisy environments can
successiully have callz and mestings via our builz-in
background noize cancellation algorithms.

Options?
Moize remaoval- Remowves all background noizs
Dptimize for my voice- Remawas all background noise
and background speech.

Other Important Call Features/Settings

Call History

Clsoa Wehex Core FEalures

Calling in Webex for Broadworks

v -« O

.¢ "

L]

2. e,
AR 1

Brandon Burke

T K

Call History

What?

*  Missed a call in Wsbsx and want to ses who it was?
Or, you might just need an sasy way to get back to
someone you've talked to befare. Go to your call
history where you can see up to 200 of the calls you've
made, received, and missed in the last 30 days. You
can see the meetings you've joined too.

*  You can see if semeons called you from their work
or mobile number, and then call them back at the sams
number.

v Meetings show a Websx address (for example,
bsong@<company name:=.webex.com) or the name of
a space you're in with two or more people.

= With Webex for BroadWorks, wyour call history

synchronizes across your desktop and mobile apps as
well as your desk phone. 5o, you can see the calls that
you made from your computer in the call history of
wyour mobile app.

www _evolveip
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Visual Voice Mail

Clsca Weliew Sore Fealures

Calling in Webex for Broadworks V [ sua | Vo iC e M a | |

What?
Exsic | Etandar
Enaes 7 + Mo more overlooked voice messages in Websx, Whan you

niEwe 8 woice messege waiting for you, you'll s2e 5 red badge
X v L O L 9 L O counter (Mess,ageﬁaiting Iﬁgicatu::r] ney; to your ".l'n:iiu:nz-maigI
(desktop) or Calls {mobile) icon letting you know how many
messsges you have wsaiting for you. After you listen to your
messages (from the app or your desk phone), the badge
counter disappears. You ¢2n also click into a call into your
woicemail numbser to 52t up greetings, send woice messages.

and mare.
How?
| [pe—— + Go o Voicemail jmosﬁ a message, and then listen to
g - . the message in one of the following ways:
B e =] + Right-click the message and choose Play voice message.
9 ° |. . + Click Play in the window that opens to the right
E - Requirements:
+ All Webex for BroadWorks packages include voicemail

+ ‘fou do not nesd 2 PIM to access voice messages dirsctly in
Webex
e .

Call Recording

Clsoa Ween Core Fealures

Calling in Webex for Broadworks C a | | RECO I’d | n g

What?

Ic | Btandarm You may want to record the calls mads and received by certain
users for a wariety of reasons, such as guality assurance,
sacurity, or training. Calls made 10 and received on desk phones,

L_©)]

Exxes]
analog telephone adapters. the Wsbex Calling app. or the
L_© Webex app are recorded by the configured third-party partiner.
Zall recording is configurad at the user lavel

I - - Ty How?

ems e .
Cruring a call, click Mare {7} . then ‘Start a Recording'

= — . . WE :
Requirements:
@ _ = Configure Call Recording during setup of Websx for

Broacdwarks
= Make sure User has Call Recording Entitlemeants

s b _— ﬂ
F s Your third-party call recording platform setup determines the
B o awvailable call recording options per user:
= Mever: Call recording is unavailable to users

Always: All incomingfoutgoing calls are automatically

recarded
" Always wiPause/Resume: A= above but users can pause/
resums recordings
Play Recording Start/Stop Announcement:
Thiz option plays 3 recorded meszage
indicating that recording is in prograss
ar when it has stopped

www evolveip . net 1.B77.45%9 4347
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Executive Assistant (Boss Admin)

Clzog Wihehex Sore FEalores

Calling in Webex for Broadworks EXECUtiU_e ASSiSta nt
(Boss Admin)

---Hmm What?
X

= If your administrator has set you up as an Assistant with
the Exscutive Assistant feawrs (alzo known as Boss-
Admin), you cam maks and answer callz on your boss

_ behalf. If you have mors than one boss, you can select the

apprapriate line when making a call. And yoau'll slways

L3

M il ot Dt - .
® R . \ know which boss an inceming call is intended for.
il B artiiwn Boaid

Hiow?

=)
B N W My Sohphone
" — : E = Make a call-Ga to your active line choose
your boss' line from the list, and then procesd with a
video or audio call. The lines are easily identifiable by the
associated phone numbers and descriptions.

= Anzwer a call- Whean you have an incoming call, the
notification includes a description that lets vou know the

'f call is intended for your boss. f appropriate, you may
E o transfer the call to your boss.
. Ta—y Requirements:

= Al Webex for BroadWaorks packages
include Executive Assistant

Group Call Park

Clsca Wehien Core Fealures

Calling in Webex for Broadworks G rou p Ca I I Pa r‘k

* If you're part of a call park group, you can park an

L O L O ongoing call. When vou park a call, the call gets
assigned a parked number that's not your phone

s, number. You can then use that parked number to

é / retrieve the call from another device. Or you can

share the number with pecple so that one of them
can retrisve the call from their own devics.

How?

o

Baad e

To park a call to a group, the parking user selects
the Call park option from the mid-call controls.

» . The parked caller is placed on hold until a member
- retrieves the parked call using the call park retrisve

o c:-ptiu:rn.n
If the parked call is not retrieved within the
X \ ) provisionsd recall time, the parked call is returned
o= and presented to the user that criginally parked the
call.
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ANYWHERE Core Features

Call Queues Availability/Login/Logout

Clzca Wehex Core Fealures Ca [I S etti n g S _

Calling in Webex for Broadworks Call Queues availability /login/logout

Provider Easic | Standard
e « Whan your administrator makez you & member of & call
v L ON O L_©]

queue, you can check and change your call queus status in
Webex.

How?

= Click your profile picture and then select Setmings.
= Click Calling = Call Queues.

= You only ==& the Call Queuss section if you're a member of a
call queus.

. Change your automatic call diztribution status for your call
r ' ) queuss

= Signed In—You'va signad in, but you're not ready to receive
calls.

Se_t FD_L!r = Available—You're ready 1o receive calls.
availability
-

= Unawvailable—You're not available 1o receive calls.

= Signed Qut—You're signed out and will not receive calls.

You can alsa logindlogout of the queues
you are @ member of.
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NTT T Core Features

Meeting Features

Get Started

How to Schedule a meeting

Clsoa Webhex Core Feabores

. All Versions of Webex Meetings
How to Schedule a Meeting - R

For Meeting Host # -
o L] o
What? ]
= Schedule a meeting from your Calendar icon in the app
(Webex for BroadWaorks Standard and Premium uzsrs) &
= Scheadule a meseting from a Space (Webex for BroadWorks e @
Standard, Premium, and Basic users) r' i bt
T . Schodule a mesting
Type of Meetings e Shaeg & ek ardl et
= PMR meestings give users with Webex for BroadWorks 4
Standard or Premium licenzes access to  Advanced 13
Festings capabilities with Audie Dial in Cptions via the Schedule a
PSTM or VOIP. meeting in a
» Space mestings are a great and easy way to scheduls 4 by space
meetings targeted at a spacific topic and content, such as L

recordings, whiteboards and chat are all contained in the
space for later review and accezs. Default | prvgger | CUstomer Standan
Enabicd? Enabicd?

FAQ: If 2 uzer does not have “Start a Meating” or “Schedule

a meeting” gptions in their calendar icon they are a Webex v }{ }{ ‘_.J ‘_.J L
for BroadWorks Basic user and need to
schaduls their mestings from a space. e

Copy Meeting Link

Slooa Wenex Sore Sealures All Versions of Webex

Copy Meet[ng L[nk Meetings

Invite & remind participants

What? Q &‘l (5 F

= Howw to copy 3 mesting join link [URL] N

= =
= Copy Meeting Link simply ‘copies’ the meeting join URL '

into your systems clipboard, for ‘pasting’ into 3 messaging’ \ | -

chat or other application o share 3| n‘ - J -
= ‘Invize & Remind’ gives you the aption to z=nd an email - .8

from Websex to your participant when you enter their email &

address, or if you click ‘uze my local email’ it will create an )

email mezzags with the join information. You can alzo have
Web

Webex can also call [via phone] your participant if you use
the ‘phons’ icon under ‘invite & remind’ and enter their

phone &
Default Bemaos Customer
v

= To invit= or remind a8 guest/participant in your maeting
X X » | & &«
= Email/mezzagesiext or otherwise send the link from Webex <
it=elf [ent=r their email addrass]
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NYWH Core Features

Invite & Remind

Clsca Webex Core Fealores

——y———— |nvite/Remind Tab

What?
= Invite/Remind tab is the conwvenient way to invite [or
Frana rumcer = remind) meeting participants about 8 Webex mesting in
R . i ' SEEEion
. Q = Webex can send invites directly, or copy the meeting
join link yourself (=e= image at right) from the meeting
- info page or Paricipant-=Invite & Remind [pull-down
. AN A A manu]
Irvvite B « Enter a phone number, and Websx will ask the invites to
Ramind canfirm their participation (Standard & Premium}
Optians, Irvite &
Standard & Remind is a Why?
Frarmiurm Spa!ca ) = Oceoasionally additional participants may be needad in a
Motification maating even after everyone was scheduled. Time is of
for Basic the eszance o get needed participants in quickly

Requirements:

= For Standard and Premium, Webex for BroadWorks

TN e — packages include the Invite/Remind tab, in Basic we use
the Space for notifications and mesting join infarmation

for memberz of the space where 3 meeating is being held

» Q) QO ar schedulad

How to Start/Join a meeting

e S o Fenl All Versions of Webex Meetings

How to Start/Join a Meeting [ - . 1

For Meeting Hosts and Participants

How?
e

users to chooze the method that best suits their nesds from
the device that works best for them.

----- - arry b

g — =D :—:-.:-h- jaess ratep 1P

‘fou can join 3 mesting in several different ways, allowing E

Lk s

From and Invite
From the App Chat lcon rect Spaces = e
From the App Calendar lcon b e
From the App Uzer profila
From a Motification

Requirements?
*  LUser must have access to Webex App or supported -- -H
I

broweser o start/join
O | ©

+ Hostwill be given options to Start Mesting
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Core Features

Connect Audio (VolP/PSTN)

Clsca Wehex Core Sealures

All Versions of Webex Meetings

Connect Audio p N
VolP/PSTN = =

What?

= Join the audio conference of your Webex Meeting

= 2 gptions: Call using Computer [VolP) and PETM options 'F?' f [—
: Wi | [ € s o

[call-in ar call-back)

. Egﬁai‘.i'gﬁ:hex app also has settings for controlling the default a oo..e . .; .
-,

Why?

» Most meetings are an audio conference first, then sharing,
then video

Requirements: :
- During Scheduling, 2 host can disable PSTH [dial-in/dial- ST

out]. making the conference ‘computer audio” only [ValP]

= Call using Computer (W2IP) iz available on Webex for
Ercadworks Basic, Standard, and Premium packages
Basic Standard
= PSTN is only available on Webex for Broadwaorks Standard

& Premium subscriptions.
v L O o N ©

= The Service Provider platform provides call-in and call-out
PETM services for Webex Mestings

Camera Settings

Clsoa Wehew Core Fealres

Camera Settings (user)

What?

All Versions of Webex Meetings

* Users control their camera status [onfoff] in both the
pre-meeting join page and the in-meeting app

* The Webex app also has settings for controlling the
default behavior

Why?
i . ) Pra-meeting
v Users will need to control their camera for privacy, camera setting

bandwidth, or similar reascns and knowing how to N
easily access this control is mandatory for all

participants

In-masating camsara
satling
Requirements:

' It is possible [but not common] for user webcam e
videao _tu:l- I::e_ dizabled globally, so this feature will be w,
I I

unavailakle in those cases

+ A Mesting Host can ‘video mute’ a user as well
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YWHERE

Core Features

Change Virtual Background

Clsoa Webex Core Fealures

All Versions of Webex Meetings Change Virtual Backgrgund
Control Hub Default = What?

Lock Settings

g Change your wvirtual background from any of our pre-
existing templates, as well as a neat 'blur’ option to use
your actual background.

Why?

=TTy

Users working from home occasionally have life getting

b in the way, or other distracting elements in the
. EE— / L e R background. This opticn makes that problem disappear.
; =5 s | e :
 S— Requirements:
\ E « Al 'Webex for BroadWorks packages have this option
v +  Find this feature in your ‘audiofvideo' settings in the
Wisbex app

From the ‘camers’in meeting menu

Maote: watch your CPU as the background blur fuse of
virual backgrounds does utilize some extra processing
Standand pOwWer

Partner/&dmins can Dizsable Virtual Backgrounds and/
v « ) o« manage if users to add custom backgrounds

In Meeting Controls

In Meeting Controls
For Meeting Participants

Conducting
successful meetings
is easier if you know
how to use all the
great tools included
in Webex.

Let's look at the
most common and
important features.
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Core Features

Mute (and un-mute) - Self

Clsoa Weliex Core Sealures

All Versions of Webex Meetings

Mute (& Unmute)-Self . N

What? —
N . : 1 F
= How to mute yourself in @ mesting
(2]
IR ]

= Good genaral mesting best practice iju:uin on mutsmuts
self before joining, verify you are muted

« Mute setting follows Host [and user] preferences on entry X
Why?
= Muts iz incredibly important, erroneously un-muted users

are the cause of most conference disruption. Most users a i e R or | 0 e '°'

'1.:.,I

are awarg of the critical need to mute during @ meeting
when not speaking.

Webex Remembers Your Last Setting

N _/
- However you last exited a Webex meeting [muted/un- Serdioe
muted] vour client remembers and picks this as the B Provider ““"“:’ Etandam
default. Enabled?
v X X [ @ @ L &

- You owill always see your mutefunmuts status in the
meeting join window - before you are actuslly ‘in’ the
meeting.

Controlling Participant Mute/Unmute during a meeting

Clzoa Wihshiex Core FEaluores

Controlling Participant

All Versions of Webex Meetings

Pty (0 -‘\
Mute/Unmute Tris screenshot
reflects Standard &
What? Premium, Basicis | & @ ===
« Controlling Meeting Participant Mute Status During a Maeting similar | o e )
—— Click hera to
= Taking it to the next level by keeping them on muts [not muta this
allowing them o unmute themsslves] - uncheck the ‘allow parson

= In Basic, which uzes Space Mestings, all participants can
cantral the mute-all/un-mute all function. For Standard and
Premium which wse Webex Meetings, only the host and
current grasenter can contral this toggle.

Why?
= Users may be disrupting conferences inadvertently’ and ars

not managing their own mute settings properly. Mute
problematic users manually as Host'Co-host before things get

out of control i T
Detaoht Provider [arstomer Basic
Requirements: Enablea? | E Enabied?

» Hawe Host [or co-host] privileges in a meeting
v X X «© «© @«

participants to unmute themsehies [_

= Hawe zomeone pass you Host privileges in a meeting

= Uze the Host PIM to take Host rights

1.877.459.4347
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Core Features

Mute on entry/Allow participants to unmute themselves (off/on)

Clsoa Webex Core Sealures

Mute on Entry / All Versions of Webex Meetings
Allow Participants to Unmute

P—
What?
= Controlling default behavior of meeting psarticipants to start on @ozu
miute ]
= Tzking it to the next level by keeping them on mute [not allowing o
them to unmute themselves]
How?
« When you uncheck Allow attendess to unmute themselves, you turn Mt on entry
on Mute on entry. so amnyons who joins the mesting late is muted
automatically. Allgw attendess 1o unmule themsehes
= If you don't want to mute attendses a5 they join the mesting. go to
More options in the participants list and uncheck Mute on
entry.
Requirsments:

= VWebex for Broadworks, Standard, and Premium packages

= This is & per-host s=tting, where hosts configure the behavior they

want during scheduling, or, set the options live once the mesting Deefautt Provider
nas started in the participant menw. Enabled? | ey

= Webex for Brosdworks Basic subscribers do not have scoess to a
muts on entry’ capability for their meeting attendses [known as ¥ X
Space mestings, in the Websx App), they can
howsver use ‘mute  all' during the
meeting at any time, 25 well a3 muting
individual users

Meeting/lock-meeting/un-lock meeting

All Versions of Webex Meetings Meetlng ]—OCI( (& Uﬂ[OCk)

o What?

= Meeting Lock is an important feature in personal rooms, and
in regular scheduled meetings to reduce meeting dismuption.

——— D EEEE——— Why?

= Primarily because personal rooms are a persistent join URL,
a host with back-back meetings may have users ready for

the next mesting ‘barge” into a pricr meeting

Defaults?
Contrel Hub Default l ey = Regular scheduled Webex meetings have no auto-lock
Lock Sattings e enabled, but this can be set during scheduling if desired

= Perscnal rooms hawve a mesting auto-lock setting sst o 5

Erorm the " in — minutes after ng:ting start time_. and ance a meeting is
mesting rne”u_. ﬂ = lockad, new paricipants sutomatically land in the lobby the

heet is notifed
Requirements:

= Only Webex for Broadworks Premium and Standard hawves
personal reoms and utilize mestings locks
= Control Hub admin controls the default lock behavier
settings

v » (_ ‘_,' = Us=rs are able to set their personal room preferred lock
settings
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YWHERS Core Features

Use Reactions

Clsoa Webex Core Fealores

Reactions & Hand Gestures

What?
Animated reactions let paricipants express themselves
without saying anything!

All Versions of Webex Meetings

Gesture contrels allow you to use reactions without
having to select them from the Reactions menu. Get the
mseting or webinar host's attention by physically raising
wour hand or encourags the speaker by giving them a
thumbs up. Once Webex recognizes your gesture, it's
shared with everyons in the meeting or webinar.

How?
Maeting Participants:

* Click on the reaction icon
* Send a Reaction or turm on Recognize Hand Gestures.
* There are three hand gestures that you can use to
create a reaction; thumbs up, thumbs down, and
clapping hands.

Sharing: Desktop sharing, app sharing

Clsca Webex Core Fealores

Sharing-Desktop(screen) &
Application

What?

All Versions of Webex Meetings

= Sharing vyour deskwop (or =creen. or application) s
fundamental to web conferencing. \Webex gives a wide
range of options for sharing content in @ meeting

Why?

= Beyond ‘audio only” conferencing, greater understanding is
deliverad to your audience when they can 'see” what is being
discussed

Frovm the main Requirements:

app window « “Anyone can share’ iz a defaul: option automatically turned

'-. aon in every Webex for BroadWarks Premium package.

= For Basic and Standard package users, the presenter role
_= must be passed to them by the meeting Host

= Because presentation ‘rights’ or permissions is an area of
potential problems in a8 mesting [participants  behaving
badly], hosts should understand how to control ‘attendee
privileges’ when scheduling & meeting- and consider turning
off the *anyone can share’ option.

[ O]

*First person to join space meeting is the host
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Core Features

Sharing: Change /Make Presenter

Clsoa Wehew Core Fealores

Sharing: Change Role/
Make Presenter

What?

All Versions of Webex Meetings

= Become a pressnter at any point in @ meeting without having
o hawe the current host assign this role to you. Mote basic
meetings only allow the host to manually set the presenter

How?

= Find the next presenter in the participant list and click
‘change rale’ to be presenter

= Some meetings are configured to reguire manual passing
of the presenter role [*anyone can share” option iz off]

Requirements:

= In mestings hosted by Webes for Broadworks Premium

uz=rs all participants can assume the presenter rale to [ @ L @ &
share

= In Webex for Broadworks Standard & Basic®, the host or

current presenter must ‘pass’ the presentation role to the
next presenter (see screenshot at right)

*First perzon o join space meeting is the host

Sharing: Remote Desktop Control

All Versions of Webex Meetings Sharmg -
Remote Desktop Control

FEE D

What?
Take control of the screen being shared or let someons take
control of your screen.

Why?

Sometimes it's easier, and more efective, to show someoane
rather than tell them. You know when you were telling your co-
wiorker wo click on the red button right in the middle of the
screen and they don't seem o see it?

How?

= When you're sharing your screen, click Give contral e
and then select the name.

= Reguest access o someone elze's =creen when they are
sharing by clicking Request Control E]

Requirements:
» Meeting Host requires Webex for BroadWarks Premim
package.
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S EVOLVE IP

Chat Panel

Clsoa Wehex Core Fealores

All Versions of Webex Meetings

Chat Panel

= What?
- * The chat panel can be ussed in a meeting to
. communicate with ather participants, the panel, or
== the host directly.
* In cur Basic package, chat is in the Webex Space
itself._ For Standard & Premium, it is in the Webex
— Meeting
Participant Privileges Why?
e T pea— * Easy to share quick information [links/URLs/stc]
with everyone. Users can chat with each other
- privately.
Chat panel is hera =% /

Requirements:

Service * The default is that in-meeting chat is enabled
Default f—— Customer [r—
H-H * The meeting host has the ability to turn on or off
this feature both when scheduling the mesting
v X X » & o

and from the in-meeting participant privileges
menu

Q&A Panel

Clsoa Webex Core FEaluores

All Versions of Webex Meetings

Meeting Q&A Panel

= ™
What?
— ' Webex Mestings have a Question & Answer Panel
[see the image]
Why?
-] * The meetings Question & Answer Panel is used

far when a meeting/training that is running wants

User side: show
hide Q&4 Panal

Hest Contrals to allow participants to post questions to be
lenabled/ disable handled as the presenters can get to them, so as
T OEA Panal] to not to disrupt the flow of a meeting

v Also, the Q&5 area can be ‘copied’ to file befare
the meeting ends to preserve it for all attendees
[make sure to do this before the meeting closes)

Requirements:

' Meeting hosts always control which panegls are
active in a mesting—including the Q&A pansl

* Webex Standard and Premium only have this Q&4
Panel

www evolveip.net

1.877.459.4347




@ E VO L V E | P WebEXx for BroadWorks

Core Features

NYWHM

Meeting Recording/Stop recording/pause recording

Clsca Weliex Core Fealores = =
All Versions of Webex Meetings

what? 3 pag ©
= Record @ Webex Meeting - both in the cloud and locally
= Recording controls include start with in-meeting notification ' m g
{red glowing button in most screens). as well as in-audio
wvoice-over indication (Your meeting iz being recorded) sent to ﬂ F.. @

all attendees, as well as ‘pause’ and 'stop’ buttons

. B
Why?
» For archival purposes. or compliance reguirements 1 -
[meetings must be recorded in certain scenarios], or for
mesting participants who could not attend B e » fang e wr | 8 Rty .
Configuration:

» Recording policy s=ttings are customizable in Control Hub
» Recording is only aveilable for Webex for BroadWorks Default [ Customer
Premium subscribers Ematied® | ity e
v X v » » [ O

+ If lacal recarding is unavailable, this can be enabled via
Contral Hub

Where to find Recordings

e s o Tl All Versions of Webex Meetings

Where to Find
Recordings of Meetings

What?
Haowe to find my recordings after & mesting has completed

= The host is glwsays emailed a link to the recarding

= The host can find their past recosdings in the 'calendar” tab of
their Webex app. When meetings are recorded, the defsult opticn
is in our cloud but if local recordings are enabled, individual hosts

can save the recordings locally. e
¥ A —
Whera? Webex ! -
= In the app (calendar icon) site T

= In the app (in & spacs):

= Meeting  site: :
Configuration:
+ Users control their own recordings and can
decide how to share them
Bendce
« & partner =dmin can re-23sign a recording = Provider BT Standard
if the originzl host has left the company Enabied?
e X X » NNl

1.877.459.4347
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Core Features

Toggle Layout (adjust/re-size panels/conference view)

SUR— Toggle Layout

From the layoutin masting men | (adjust/re-size panels/conference view)

What?

= Webex has a 'layout’ button where participants can focus an
wiho or what they'd like to se= in a mesting

= Grid or full-screen, stack or side-by-side

= If the host is using a 'stage’ layout | the conference view is
forced for the participants which can be useful if you want a
lecure-mode type environment for your audience

Wihy?
= Depending on your screen size/# of screens available, or

Just wyour preferred meeting wview we give the ussr the
contral to select the viewing experience that best fits their

needs
~
Requirements:
Service = All Webex for BroadWorks packages include user controls
Lt Provider | Customer Etandan for toggling layout and host stage controls for fixing a
Enabled? conference view for all participants
v X v o) [ ©) o) = Layout option controls exist in the Customer admin portal
= Userz of the 'Basic’ subscription
package have a slightly lower #
of available layouts to choose from
Messaging Features
Connect with People
Presence
Clsca Wehex Core Sealures FDI’ WEbEX MESSEIgiI'I.Q
What?

' You can see other people's availability in the Webex
app. If you need to contact someone, check to see if
they're actively using the app.

Why?

* This makes it easy to know if others are available to
respond to messages.

Requirements:

PO000900

+ Al Welkex for BroadWorks packages include Welbex Fresence
Messaging . indicators
v Cutlook Hybrid Calendar integration permits wisikility
into out-of-office replies being active
- . ) . e Standard
' Webex suppresses notifications for incoming Enabied?
messages or calls when people are sharing their
screen or application while cn a call or on a meeting. v X v « o a
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Inter-team/org messaging

Clsca Wehiex Core Fealores

Inter Team / Inter Org
Messaging (External)

What?

Inter-Org/Team messaging, aka communicating  with
external participants to your ong is simple and easy -
nothing for the users to do other than ‘invite’ a participant
via their email address o a space or conversation.

For Webex Messaging

You'll se= some areas in thoss spaces highlightsd, like the
border, message background, and icon in the messags
area and their email addresses.

Why?
Communicating with external users is just as important as

wyour internal teams
ReqUirementS: .--= ) H
* Al Webex for BroadWorks packages include the ability

to communicate with guasts @) o)

Mentions

Clooa Welien Core Fealures

Mentions

What?

For Webex Messaging

* In Webex, when you'rs in a space with lots of peopls,
you can use an @mention to get someone's attention. If . ) y
the person you mentioned wasn't already in the tzam I} 1nya AcGa
space, they then get added to it automatically.

* Type @ and the first few letters of the person's nams, E
pick them from the list, and then type and send your T
Messags. ~——
+ Why? Just use @ and start typing their name.

Caution: @all notifies everyone in a space!
* Motifications are a key way to send a message fo
someons without having to 1:1 message them first
Let sveryons in @ space know you are asking ong or mors

individuals specifically & question - save them the troubls
of getting in the middle of @ conversation i et Standar
L O]

Requirements:
L O

* Al Websx for BroadWorks packages
include mentions as a kay
Messaging capability
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Core Features

Messaging 1.0

Messaging - Tools

Clzza Wetiex Gere Fealures For Webex Messaging
Messaging Tool
What?

Webex Messaging has all the features your users nesd
to collaborate in internal and external groups.
Customize your messages by adding files, screen

captures, formatting text, emajis, GlFs, @menticns, or
add your PMR link.

Once a message has been sent there are more tools to

make responding and effectively using that information
£asY.

* Threading allows you to respond in context to a
message making it easier ta follow a specific topic

* Reactions provide feedback without adding to the
thread, helping keep clutter down.

' Fonward messages to another space or persaon

i i I3 Bervioe
e -HH
- Enabled?
Requirements:
v X X

v All Webex for Broadworks packages
include full features enterprise
grade Webex Messaging

www evolveip.net
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File Sharing

WebEx for BroadWorks
Core Features

Clsca Wehex Core Fealores

File Sharing

What?

v Add information and personality to your spaces by
sharing files, attachments, photos, and videos in Websx.

* Drag and drop a file or choose a file source, to share
them to the spacs:

* Your administrator can integrate with Google Drive,
OneDrive, Box, and many morg 5o you can share dirsctly
from those locations

Why?

* File sharing is important for any collaboration space to
work effectively

Requirements:

v All Webex for Broadworks packages includs File sharing,
se2 the Webex for BroadWorks solution guids for any
specific size limitations _in your Subscriber package
[Premium/Standard/Basic)

*+ Integration with cloud drives is done via Control Hub and
may require customsr admin

to provide credentials

and/or allow access.

For Webex Messaging

In Meeating pull-down menu

;
[ = 1
-

) N Y

.

DragfDrop or use the "attach’ button

‘Btamdard
Emabied?

v O« «©  «©

File Viewer - Download

Clsoa Wehiex Core Sealores

File Viewer and Download

What?

v Access Content that has besn shared in a space!

v All uploaded files are categorized/visible in the ‘content’
tab of a space

* You can also click Content = Files, select the files yvou
want to shars and drag and drop them to the Files tab.

Vithy?

v Everyong is looking for ways to ind efficiencies in their
day and the Content tab of a space provides sasy access
to all the files, links, recordings, and whitsboards in a
space without having to scroll.

How?
* Hover over the shared file o download and open the file.
* Click an the Content tab to easily find all content posted
to the space.
Requirements:

* Thiz capability can be restrictad in
moderated spaces

v All Webex for Broadwoarks packages
includs the ability to shars files

All files accessible here

- el -
Default s Customer
Enabled? Famece. Enabiled?
v X X O« «© L O]

www evolveip.net
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Core Features

Screen Capture

Clsca Weliex Core Fealores

For Webex Messaging
Screen capture

What?

* Sereen capture is a sub-capability of file sharing in ‘: — v e
Webex messaging / - )

+ Clicking this button then prompts the user to select a - o ——
region/area of their screen to ‘paste’ into the space T

capability instead, but that is an additional step

' Yes, a user could use OS/device screen grab native |
[screengrab, attach as file to space]

Screen capture

7
Why? [image] button

v Some users will ind it convenient to take a ‘screen
shot’ using this method, as it convenisntly has the

capability to use crosshairs to select only the user-
SEIECtEd regiun --.-m
Requirements:

v Al Webex for Broadworks packages include Screen @« L @ «
Capture

Sharing - Screen, application, whiteboard, annotation

Clsoa Wehex Core Fealores

Share Your Screen g
While Messaging I =

All Versions of Webex Meetings

WY

E-)
What? - .

* You can share your screen when you're messaging in

a space with one other person, without being in a call ———

ar meeating with them. I
' From a Webex space, click Screen Share @ p= I '/
Why?

| | o h ) ' o Messaging
' t's not always necessary to have a meesting or a ca
to share what you are working on with others! E} Share button

Requirements:

v All Webex for BroadWorks packages include Sharing/
Annaotation within Webex Messaging Spaces [and ” = Standard
1:1's]

L O @ [ O]
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Core Features

Find & Organize

General Search

Webex Message

S A
General Search ;&

What? ] O ©

For Webex Messaging

o %

* You can search through the history of your conversations ]
in Websx to find messages, files, peopls, and spaces. [ phen: oyl
You can ssarch on everything, including space names, or £ y -
refine your search with the filters, to narrow the results. "

* Click o easily sort through the resulis using the
lists of wges, Files, People, and Spaces that match

your text. To help vou find & space, you can see the '
timestamp for the last message in that space.

Why? b A
* Search is the most powerful way to find information
useful to YCU
— --IH
Al "."I.n'bgll_:{ex for BroadWerks packages include this search & '€ a
capability

Search within a space

Clsoa Weliexw Core Sealuores

For Webex Messaging

Search within a space

What? Searching within a specific space

e depicted N\

* In a space, search through the history of your
conversations to find message and files, and use the
filters to narrow your search.

' Search messages, files, pecople, and spaces " O | i i e i eyl
individually b= o
* Use keyword In: and start typing the space name to L]

search within that space, From: to search for

messages from an individual ‘._,;"A
Why? : . ‘_

* It is hard to underestimate just how critical search is B =
to an organization. We have copied the best here and
bring the power of search to Webex Messaging -

relevance based on Webex Graph adjacencies and
scoring

Requirements:
@@ «@ | @

* All Webex for BroadWorks
packages include search

www evolveip . net 1.B77.45%9 4347
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Core Features

Favorites

Clsoa Whehex Core Sealures

Add a Space to your
Favorites List T

What? » . e Favartes =
9 vebaz Securily - Plath A 201

For Wehex Messaging

' In Webex, vou can mark your important spaces as
favorites. The spaces get added to your Favorites
filter, where you can easily find them later.

o If you later want to remowve the space from your
favorites, click

[E]

*@00'
‘3
E
1
g
F4

CLUSTS Spoakers QA

' The space gets added to your faverites list. When you

want to find the space again, click = to filter your

spaces and content, and then click Favorites ** Impact Dema - Wx Edge + Wx Share
Why? R IJ
* There may be quite a few spaces you have been Favorites used to sort spaces

added to, ‘favorites’ are one way of the user taking

e ey pay e e ---.-
[:= ] ‘Btandard Presnlum
Requirements:

Al Webex for BroadWarks [ O} O
packages include this feature

Filters

Clsca Yehex Core FEalres

For Webex Messaging

What? g

= You can use the filkers to find the messages and spaces
tha: mamer most to you, such 3z unread zpaces that
vou've chosen to be notified about, conversations with
just one other person, or messzages where someone has
@mentizoned you

« Click 2% to view all the available filters. Then, select a

filter to show just the messages or spaces you want to ﬂ
SER ‘\

Why?

There can be an extensive list of spaces and conversations Canvarsation Spaca 'ﬁltars being applied
you may hawve been added to, filkers allows you wo focus
wyour efforts to find where your attention is needed

= Al Webex for BroadWorks packages include user-

contralled meszage/space fillering € o) o

www evolveip . net 1.B77.45%9 4347
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ANYW N Core Features

Push Notifications

Clsca Weliex Core Fealores

Push Notifications

What?

v How you set your notifications detemines how and whan
vou get alerted about new messagss in Webex., By
rmanaging how you get notified about what's going on in
Wiebex, you can avoid gstting overwhelmed by too much 3
infarmation. -~ ~

v Webex allows you to set notifications in two ways - for
All Spaces or for Certain Spaces . Thase settings work
together o that you don't miss anything and that wou can i
kesp up-to-date with what's hagppening. -

Why?
v Users can becoms inundatsd with spaces and

messages, 5o users should understand how to control
their notifications . T A

]
How? ) Matification icanoaraphy explainad
Motifications for ALL spaces ars st in the ussr

settings=MNotifications
Requirements: -- -ﬂmm
* Al Webex for BroadWorks packages & i &

include at @ minimum dial-in toll audic
and VolP/computer audio

For Webex Messaging

Yau may alsa salact the
‘Maotifications® fiter 1o sort your
spaces and convarsations using
your current notifications filter

Custom Space Notifications

Glsoa Wehex Core Fealuores .
For Webex Messaging

Custom Space Notifications
Off/On/@mentions only PE—

What? o e

= Building on the ‘filters" capability we just discussed. cantral
yqﬂur natifications in a specific space [globally on or glabally
o -

= Or, far a specific mes=aging space, st your notifications to
@mentions onby

= Settings are: Glabal v Custom Bhdgemnng ety

Why? rea—

= Users need to fiter spaces based on their own
requiremeants for menitoring conversations that they nead to W Y,
participate in or bacome awars of via notifications. Set less

important rooms w0 @kentionz only, that way somesone
spacifically mentioning you hits you as 3 notification

Howr?
Siekente SEttingE = e et e ---HEH

Requirements:
@« e

Own your engagement method with spaces

= Al Webex for BroadWorks packages include the capability
w0 s2t these filters for individual spaces [and to set a global
policy] which is driven by the

uzer-nothing for the partner to do
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Core Features

Delete: Space, Messages and Files

Clsca Webhex Core Sealuores

Delete

For Webex Messaging

' ™y
w“at? l.'x_ Wabed Meatings GTM + PM Intarismlk anara
"'J Pesk
* Delete a Space: While using Webex, you may want to Add 1o Faveriies

get rid of an outdated or unneeded standalone space, (o Ask Collskoration Tech Docs
if it's & team space you must remove it from the team '
first. A space gets deleted when all members leave it,
including vou. People can choose to leave, or you can
remove people if you'rs the moderatar or the space is

Add Prople
Opén in Mew Window
Pl'ﬂ'.l"'l-lbfﬂl‘lg Team 411 (Inten

unmoderated “{ General I .
* Delete a Message (and file): In Webex, if you mistype ‘0 Hide
a message or send the wrong file, you can delete \ GTM Track: FedRAMP for Cal  Leave

them even after you've sent them. And, if you're the
space moderator, you can delste other peopls's

messages and files, too. Hover over your message Defamit E'Z: E
and click <=More Actions>, then click Delete Enabiied? Enabiest?
Message

v &) . 0]
* Remember: The space moderator can delete other X «
pecple messages and files too.

Messaging 2.0

Add link shortcut to a Space

Clsoa Wehex Corg FEalures

Add a Website For Webex Messaging
Shortcut to a Space : —— -

What?

* By adding a website shortcut to & space, you can
keep important infarmation right where your team
needs it. Space members click on a tab to open and " = |
browse any website from inside their Webex space. -

* The meeting URL you enter in this manner, shows
up in the space right next to the messages/peoplef P—

content toolbar E'""" ‘4
Why?

& J
' Webex Messaging is a great way to add your docs,
files, and resources you need directly within a space Aﬂdlﬂg a Website to a space

without having to leave and come back
B Bxslo ‘Btandard Premium
Requirements:
@« o L O]

v All Webex for BroadWorks packages include this
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Core Features

Moderate a Space

Clsca Webhex Core Fealuores =
d t S For Webex Messaging
p B o
What? e —
Sometimes you want to contral wholwhat gets added to 3 Space. = “
Space Member 1
r
When you belong to 2 spsce that isn't moderated, you're all ¢ 1
members of the space with the same privileges. You can add B -
pecple and remove people to the spsce =nd chenge the space 2
. ah "
Space Moderator - R
o S
If wou moderate a space, you remove other people’s ability to add
or remove people, edit space information, and makes other pecgole /
mderators
How? In-meeting method after clicking on ‘Mic’
Click on the space information gear icu:-nﬁ}tn the left of the space
name, then Moderate Space. ©
O O @O

Announcement Mode

Clsoa Webhex Core Seabores =
For Webex Messaging
Turn on N
+ e =3
Announcement Mode § _
VWhat? e -
 With Webex, you can use announcement mods in any L - .
moderated space just for announcements. Cn teams, the e
only space that's moderated is the Gensral space so that's
the only space where you can use announcemsnts.
v When vyou make an  announcement space,  only
moderators, bots, and integrations can post to it. Everyons
else can just read the announcements, view files, and join - ma .
meefings R e /
How? 7 S
' In the space where you're a moderator, go to Space This is an announcemsnt space
Information ©* and then select © ) Turn on
announcement mode
Why'—’ Baslc Btandard
* Sometimes you need to share important information with
waur team, without the distraction from other conversations S | S L @)
happening in the spacs.
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SMS (via BOT integration)

Clsoa Webhex Core Seabores FDr WEhEx Messaging

S M S Ui a B O_t There are additional partner led SM5 integrations, this is just one example

What?

= Bots are & way to extend VWebex Messaging capability
gutside of our core offer. There are many SMS providers
that can be used

= Create & Bot, Webhook, and action.
Why?

= Extend the reach of \Websx Messaging to SMS for
members that are on-call or similar urgent matters

Regquirements:

= Al Wabex for BroadWorks packages include bot integration Thig iz the SMS Bot, scresn 2t right ls mirroring the 'Red Tezms'
membsrs mablle devics

X < o« «©

= Basic coding experience, and an SM3 provider to integrate
with [examples at links below]

= Partners are the best way to provide this capability either
as a bot or XMPP federation in Webex Messaging, they will
configure/deploy  this  capability, but may require
coordination with customer to complete setup.

Apps & Bots

Clsoa Welex Core Fealores FDr WEbE‘x Mﬂssaging

Add Bots to Spaces p \

il

What?

Eots & Apps add functionality/capability to Webex Messaging -
spaces and makes the messaging platform incredibly flexible.
They can simplify daily activities and automate everyday tasks.
For am Owerview: hitps://helpwebex.comien-US/ articlel a'-' wiried comrmai i bareshes

T wlL et Lol Farw!

¥ Sed v Feelp i W A1l e e b e

nbopgoeb/Websex-% 7 C-Connect-Your-Tools-and -Automate-
Tasks

s ’

Why?

ServiceNow iz a classic example of a 'better together” Bot

with Webex Meszaging: investigate an issue in a VWebex

Space. decide if a support ticket is necessary, create the

ServiceNow ticke: directly in the Space—with a record of the Ny

conversation and details discuzsed/attachments Yaur Contral Hub admin sets this up, but users add
i tha bat to spaces

Requirements:

« Some Integrations require accounts, those need to be Ll Prondder el
created before adding the integration. T Enabled? IR
v | ORI O @]

W | ServiceMow Bot Adminstrator Setup

= Some integrations may only require user credentials, others
may require Administrative information and setup. v X

www evolveip . net 1.B77.45%9 4347
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Core Features

Clsoa Wehex Core Fealures

Embedded App
Integration

What? o

For Webex Messaging

* Webex Messaging supports a wide variety of 3™
party applications

Why?
* Extending the messaging platform to message -
‘where vou work’ is a continual need. Example: :",,9 e

sacalati_ng @ support incident to waur SendiceMow | - -~ o
portal directly within Webex Messaging = =

a
- G
mo =
T

o
<

D

M

- o

Requirements: In-maating mathod after clicking on *Mic’

* The Webex partner or Service Provider will enable/
turn these on for you via Control Hub.

* Bach App Integraticn may have diferent
reqguiremsnts, it is always advised to ressarch a
specific integration before installation/setup.
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