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STARTINGAND SCHEDULINGA WEBEXMEETING

If you'relooking to conduct live virtual sessions with your colleagues or students, then Webex is the tool for you. Accessible via

https://fau.webex.com, Webex is a great tool for collaboration, training, and conducting presentations. With the Webex Meetings

app, you can schedule and host meetings from any Windows, Mac, i0S, or Android device. This document shows you howto start,
joinand schedule standard Webex Meetings in three different ways. Notes on recordings are providedat the end.

BEFORE WE START...

v" Canvas Users: If you plan on recording these meetings, note thatthey will not belinked inyour Canvas course(s)
automatically. Follow the stepsinthefinal section of this documentto learnhow to access andshare these recordings.
Sharethis document with yourattendees /students fora guide on how to joinyoursession.

Make sureyou have a functional webcam and/or microphone connected or built-into your computer.

Download and install the Webex Meetings appon your device(s): https://webex.com/downloads

If you havetrouble withanyof the following instructions, please submit this Help Desk Request.

SCHEDULE ASTANDARD WEBEX MEETING

Signin to https://fau.webex.com.

In the center of your Webex dashboard, click the Schedule button.

Inthe Meeting Type field, ensure that Webex Meetings Pro 1000is selected.

Inthe Meeting Topicfield, enter a namefor the session.

(optional) Define a new meeting password. This password will be delivered to your invitees when you finish creating the
meeting.

6. ClickontheDate and Time details to definethe date and time when your meeting will occur.
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a. Theduration will not cut off ameetingin progress. This detail is more of a courtesythananexact time. Your meeting
is accessible whileyou (oranotherdefined host) are hostingit.
b. Clicking Recurrence will allow youto schedule multiple meetings atonce.
7. IntheAttendeesfield, typeina comma-separated list of emails for your participants. Email addresses withinthis organization
should appear in a menu below the field as you type them.

Schedul
8. Whenyou’redoneediting your meeting details, click the que button.

After finishing steps 1-8, you’ll see a confirmation screen and both youandyourinvitees will receive an email with the meeting link,
password and otherdetails.

START A SCHEDULED WEBEX MEETING

1. Atthetimeof your meeting, you canlaunchthesessioninoneof two ways:
a. FromtheWebex Meetings app:
i. Opentheapp andviewthe Upcoming Meetings section.

ii. Youravailable Webex meetings will show a @ button.
iii. Clickonthatbuttontolaunch orjoin the meeting. Note thatif you arenotthe host of the meeting, you'll
be asked to waituntil that person has started the meeting from their account.
b. Fromtheweb (fau.webex.com):
i. Goto https://fau.webex.comandclick theSign In button atthetop-right of thescreen.
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ii. Ontheleftsideofthescreen,clickthe Q szl button to view your upcoming Webex meetings.

iii. Locatethe meetingthatyou wishtostart,andthenclickits corresponding @ button.

CREATING, VIEWING AND SHARING RECORDINGS

Itis possibleto record a Webex meeting by clicking the Q button or going to the Meeting menu in the menu barandclicking

Start Recording. These recordings will then be accessible via the FAU Webex portal at https://fau.webex.com. If youwerein a
recorded meeting, the host will haveto sharea link to the recording by followingtheinstructions below.

1. Starta Webex meeting.

2. Whenyouareready to begin recording, click the @ button and ensurethatthe Record in cloud optionappears.
3. Clickthe button to begin recording.

When you arefinished with the meeting, click the 0 button again.
Clickthe Stop Recording button.

End and closeyour meeting.

Inaninternet browser, go to the FAU Webex portal (fau.webex.com).

Ontheleftsideof thescreen click the @ cEiirilne button. This will showa list of all your Webex recordings.

Depending on web trafficand the length of yourrecording, allow up to a few hours foryourrecording to finish processing.
Inthe meantime, it will display a “Generating...” message.
10. Whenitis done processing youhave a few options:
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a. Clickthe i button to downloadan MP4file of the recording.
b. Clickthe O@ button to view options for sharing the recording. You cansenditvia email or copy the recording link
and pasteitinto a message to colleagues/students.

c. Clickthe @ button to edit preferences for the recording such as the name and description.
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