How to use Cisco WebEx to host an online Meeting.

1. Open a web browser and navigate to https://tamiu.webex.com/.
2. Atthe top right of your screen, click the blue Sign In button.
3. Enter your TAMIU email, in the following screen and click Next. = oo cuscver (EETD) (m—

Q

Enter your email address

alialn
cisco Webex

4=
&=

4. Sign in using your TAMIU email credentials.
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Sign in with your TAMIU email address
Example: student@dusty.tamiv.edu
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In accordance with Texas Government Code § 2203.004
(Requirement to use State Property for State Purposes),
this computer system and all data herein are official
State of Texas resources and as such are to only be
used for authorized purposes by authorized users.

Use for any other purpose may result in
administrative/disciplinary actions or criminal
prosecution against the user.

Usage is subject to monitoring and security testing.
The user should have no expectation of privacy except
as othenwise provided by applicable privacy laws.

5. Before creating a meeting, you need to send the instructions to the participants. To do this, go to your home screen.

A Home
6. Under your personal meeting room, copy the instructions you can share with the meeting attendees. Click on the

Copy button (this is the small two pages button next to User name’s personal room label)

User name's Personal Room 4—
Share the instructions via email with participants. Instructions should look similar to this:

[Username's] Personal Room

https://tamiu.webex.com/meet/[username] | [PIN#]

Join by video system
Dial [username]@tamiu.webex.com and enter your host PIN .

You can also dial 173.243.2.68 and enter your meeting number.

Join by phone
+1-415-655-0001 US Toll
+1-469-210-7159 United States Toll (Dallas)

Access code: [999 999 999]



7. Inthe same Home Screen, you can create a virtual meeting using the green button

Please note: If this is the first time you are using Cisco Webex in your computer, the Y x b
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system will ask to allow the use of the microphone and camera. Click the Allow button 4 e

W Use your camera

in the pop-up window.

¢ microphone

Select the Show me what’s new button for a small tutorial on how to adjust your audio and video settings before
you join the meeting or click Skip if you are familiar with WebEx.

New Audio and Video Preview Window

Now you can check and adjust your audio and video settings before
you join the meeting
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8. You are ready to start your meeting. Click on the green button Start Meeting.

Connect to a video system

S Use video system @) Using computer for audio + ]y Default - Speake.

9. You can manage your microphone, camera and other device settings using the buttons at the bottom of your
e 00000000
e Allows you to mute or unmute your microphone.

@ Allows you to share your camera.

@ Allows you to share your Entire Screen or a specific application. You must select one of the two choices.

Share Content X

Screen Applications

@ Allows you to record the meeting.



e Allows you to see the list of participants who has join your meeting.
@ Allows you to chat with all the participants or with a selected participant.

‘ This button allows you to access more options for your meeting.
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e Allows you to leave the meeting. If you are the host this will terminate the meeting for all the participants.

10. You can also schedule a future meeting using Cisco WebEx. To do this, go to the Home screen @4 +Home Under
your personal room, select the Schedule button. Fill out the meting information (Type, topic, password, Date and
time, attendees). Click Start to schedule your meeting. This option will send a calendar invite to all attendees’
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