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The Lobby

If there are no other attendees in the meeting the following screen will be
presented
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Viewing Participants

Click on the person icon to bring up the list of participants:
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Meeting Options

Click the icon as indicated to access the following meeting options:

* Notes J o
* Polling e

* Lock Meeting
* Invite additional attendees, etc. °
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Locked Meeting

 Clicking the Lock meeting option will allow the host to grant access to participants who
wish to join after the meeting has been locked by the host.

* Clicking ‘Admit’ will join the participant into the meeting
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Recording the Meeting

* Click the Recorder icon to commence the recording function of the
meeting.

 Transcription is enabled by default and will be sent to the meeting host
shortly after the meeting has concluded
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Sharing Content

 Click the Share icon to enable the Share Content screen options.
» Select either a screen or application window to share.
*Note — Only one participant can share content at one time.

@

file EdRt Share View Aucko Particioant Meetina Helo © 7 Connected «
Share Content

© @ Shacey Q
Go Boardroom Clayton °
o - Host, me
; = .
Screen | Screen 2 Screen
C— o s
ety
)
g S
—— - I
s b B4 8
———
[+ o1oft Powes Qc Veber Mee Bl Desitop Inf

Other Appl N d

Share File hC atrons New Whiteboar

Webex User Guide —

2/042820 Additional Functions within a Meeting




Chat Function

Click the Chat icon to send messages to ‘Everyone’ or individuals by
changing the drop-down option on the right.
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