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Signing into your Webex Account

+ All staff received an email from Cisco to activate their account by clicking
on the provided link, example below:

Get started with
Cisco Webex.

Start using Webex today to have conferences with

anytime. C i create, and
collaborate more effectively. Get more done in less

time.
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Your Home Screen

* You can access your Webex Account via the Webex internet address:
https://monashhealth.webex.com/webappng/sites/monashhealth/dashboard?siteurl=monashh
ealth and also through your Outlook.

* Your Home screen contains the details of your Personal Room, options to start a meeting and
to schedule a meeting e.q:
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* Your current and previously scheduled 2 .
meetings can be viewed in the ‘Meeting O Meetings
. y {6} Preferences : )
Sectlon tab: M Vi My Meatings D3/18/2020 - 03/24/2020 -~ Show past meetings
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Webex Meetings available in Outlook

You can schedule Webex meetings
directly in your Outlook inbox:

And/or your Outlook Calendar:
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Sending the Webex meeting invitation via Outlook from your
Calendar or your Executive’s Calendar

« Majority, if not all Executive Assistant’s send out calendar invitations via their Executive’s
Outlook Calendar. You will need to have scheduling permission set within your
Executive’s Webex account prior to sending out invitations on their behalf.

 IT can assist with setting the permission function or please refer to slides 6 and 7 below
for instructions.

* Your Executive’'s Webex login details (i.e. their MH email address and current password)
will be required to set up this permission.
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Setting up Scheduling Delegation

« Access your Executive’s Webex account via the internet at this address:

https://monashhealth.webex.com/webappng/sites/monashhealth/dashboar
d?siteurl=monashhealth

« Sign into the Webex Meetings account with your Executive’'s MH login
details.

* Once you have logged in, go to the “Preferences” tab on the left side of the
screen.

NI
cisco \Webex

GD Home Enter meeting information fo join a meeting

) Meetings
(© Recordings Preferences
ﬂ' Preferences

General My Personal Room Audio and Video Scheduling Recording
M Insights
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Setting up Scheduling Delegation Continued...

You will see the five options available under Preferences, namely ‘General’, ‘My Personal
Room’, ‘Audio and Video’, ‘Scheduling’ and ‘Recording’.

» Choose ‘Scheduling’: Genersi My Personsi Room  Audio and Video G Recording

» Within this section under ‘Scheduling Permission’, etng oo O Webex Mestngs ro Mootig S
type in the Assistant’s email address who is to be e
granted permission to send on behalf of the Executive. i

e Then press Save. Share recording () Automatically share the recording when t's available after the meeting

Scheduling permission (7)

The allocated email address now holds the

permission to send Webex meeting invitations
from the Executive’s Outlook calendar.
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Scheduling the Webex Meeting invitation via Outlook

* Go to your Outlook Calendar or your Executive’s Outlook Calendar and
double click on the meeting time you intend for the meeting to commence.

* Navigate to Add Webex Meeting . oy
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File Appointment  Scheduling Assistant  Insert  Format Text  Review  Help

f 0 ol O \@ & @ 2

Delete Copy to My = Forward| - Add Webex Add a Teams Meeting Invite
Calendar Meeting - eeting Meeting Notes Attendees

Actions lueJeans |Teams Meeting | Meeting Notes| Attendees

@ Mext to another appointment onygur calendar.

Save &

Close Start time Thu 19/03/2020  [] | 1:00PM v Daidy [ &
End time Thu 19/03/2020 E 1:30 PM ¥ | £¥ Make Recurring
Location
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Scheduling the Webex Meeting invitation Continued...

* Choose from the drop down arrow ‘Add a Webex Meeting'.

¢ The add in Wi” ConneCt tO the Server and the File Appointment  Scheduling Assistant  Insert  Format Text  Review Help @ Tell me what
i 1 g ‘I’ [&] Calendar - Show
following text will appear once webex unique ([jggsa O &+ B w E A2 =

Delete Copy to My - Cancel Webex Change Add a Teams Meeting Invite |
F d ~
Calendar orwar Meeting  Settings | Meeting Meeting Notes Attendees I‘l REm

meeti ng I D iS Created O Actions Webex BlueJeans |Teams Meeting|Meeting Notes|  Attendees

Title
Save &
Close Start time Thu19/03/2020  [o] | 11:30 AM v []Alday [] & Timezones
End time Thu 19/03/2020 E 12:00 PM | {3 Make Recurring
Location

-- Do not delete or change any of the following text. -

A Webex meeting has been added. Meeting details will replace this section after you save or send this invitation.
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Scheduling the Webex Meeting invitation Continued...

You can now invite the attendees and add in any location details and other required content
into the body of the invitation.

Click ‘Save’:

Meeting  Scheduling Assistant
AaHTML =S Title Testing 123
J |—2] Aa Plain Text . send Required | Keane Wisniewski; jackicansidine@amail.com; Clayton, D Block, IT Meeting Raom 1
Paste i )
- *f Format Painter A BT -
Clipboard o Format Start time Thu 19/03/2020 51 200pMm v [Jaldy [ @& Timezc
. End time Thu19/03/2020  [T]  230PM v {3 Make Recurring

Location Clayton, D Block, IT Meeting Room 1

You will now be able to view the Webex meeting

details in the body of the invitation i.e. the meeting number =iz

(access code),dial in number, the auto join green button
and video system details:

Shared Folder [gR Calendar - Paul Jurman
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Scheduling the Webex Meeting invitation Continued...

* Press ‘Send’ and the Outlook calendar invitation will be sent out to the attendees.

« If the participant has a Webex account on the device they are using to attend the
conference, when they click on the green link, they will be directed to join via the Webex

application on their device:
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What is received by the Meeting Attendees via the Webex Invitation

Participants will receive the following details within the Webex calendar invitation:

» Meeting Number (access code).

» Meeting Password.

« Green ‘Join Meeting’ link.

 Join by phone dial in details for VIC and NSW.
plus a link to details for global call in numbers if

any participant dials in from another location.

* Video system details.

* Microsoft Lynch and Skype for Business dial in details.
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When it's time, join your Webex meeting here.

Meeting number (access code): 787 307 878
Meeting password: VPeaN8e3GK2

Join by phone

Tap to call in from a mobile device (attendess only)
+51-3-8593-9167 Australia Toll (Melbourne)
+§1-2-9338-2221 Australia Toll

Global call-in numbers

Join from a video system or application
Dial 78730787 8@monashhealth.webex.com
You can also dial 210.4.202 .4 and enter your meeting number.

Join using Microgoft Lync or Microsoft Skype for Buginess

Dial 787307578 monashhealth@lync. webex.com

If you are a host, go here to view host infermation.




* The green ‘Join Meeting’ link within the email invitation
is a function for quick access to enter into the meeting you
have been invited to. <

« If the participant does not hold a Webex account on the device they are using, they are able to join
the webex meeting as a guest by choosing the option to join the meeting via access through Safari
and/or Google:

iPhone Samsung
Open with
Open with

Chrome
e Google, Inc. | GET
#~  Google
a Google, Inc. GET
BT - Just once Always
w Safari OPEN

11! £

Ask me which app to use every time ()
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Once the option of how to open the green Join Meeting link is chosen
by the participant, the following options will be displayed:

Cisco Webex Meetings "
cowncsareses rata (_0ov1o%d )

meeting experience.

Testing 123

R, Call: 61-3-8593-9167

Tap to join the meeting by phone only. Phone charges
may apply.

Australia Toll; 61-2-9338-2221

or
Join via installed app

Clicking on the “Call” option will populate the dial in phone number
And the meeting ID for the participant:
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Manual Dial in to conference

« If the participant prefers to dial in by manually typing the phone dial in details from their

mobile or landline and then entering the meeting ID, as specified on the invitation, this is
also an option for any attendee.

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

Meeting number (access code): 787 307 878
Meeting password: VPeaN8e3GK2

Join by phone

Tap to call in from a mobile device (attendees only)
+61-3-8593-9167 Australia Toll (Melbourne)
+61-2-9338-2221 Australia Toll

Global call-in numbers
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Cisco Webex Meetings Application

» Majority, if not all, Monash Health staff will now have the Webex app on their desktop,
iPad or laptop devices.

« If you are invited to join a Webex meeting, you can easily participate in the meeting via
the app on your device by clicking “Join Meeting” when the pop occurs. This will activate
the video conference and audio functionality through your desktop, iPad or laptop device.

2 Q Webex Meeting Reminder x

testing
1:10 PM - 1:40 PM

%

Host: Mark Gravell
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