Conducting a WebEx Meeting or Program as the Host.

As the host you have control over the meeting oggam. The host can transfer host capabilities
to any other person participating in the prograhme fost logs in to the meeting differently that
does a participant.

(This is a copy of a sample email that might bd seihto the participants).

Hello
Jerry Thomas has invited you to join @ meeting on the Web,using WehEx.

TOPIC: WebEx 101 (je)

DATE: Thursday, March 15, 2007

TIME: 10:00 pm, Eastern Daylight Time (GMT -04:00, Mew York ) .
MEETING MUMBER: 682 231 282

PASSWORD: marchmad

TELECOMFEREMNCE: Call-in toll-free number (US/Canada), B66-469-3239
Call-in number (LUS/Canada). 650-428-3300

Flease click the link below to see mare information, or to join the meeting.

Here's what to do:

1. Atthe meeting’s starting time, either click the following link or copy and paste it into your Web browser:
https:fosu webex cormi/osuf.php PED=89653557&UID=446347 27

2. Enter your name, your email address, and the meeting password (if required), and then click Join.

3. Ifthe meeting includes a teleconference, follow the instructions that automatically appear on your screen.

That's it! You're in the web meeting!

WebEx will autornatically setup Meeting Manager for Windows the firsttime you join a meeting. To save time, you can setup prior to the meeting by clicking this link:
https:fosu.webex comiosu/meetingcenterimesetup.php
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3. Ifthe meeting includes a teleconference, follow the instructions that automatically appear on your screen.
That's it! You're in the web meeting!

WebEx will automatically setup Meeting Manager for Windows the first time you join a meeting. To save time, you can setup prior to the meeting by clicking this link:
hitps:iosu.webex.com/osu/meetingcenter/mesetup.php

For Help or Support:
Goto hitps:fosu.webex. comiosuime click Assistance, then Click Help or click Support.

To contact Jerry Thomas call 1-419-422-6106 or, email: thomas69@postofiice.ag.ohio-state. edu

To add this meeting to your calendar program (for example Microsoft Qutlook), click this link:
hitps:iosu.webex.comiosufphp?ED=82653557 &UID=44634727&ICS=I|

The host requests that you check for compatibility of rich media players for Universal Communications Format (UCF) before you join the session. UCF allows you to view multimedia
during the session. To check now, click the following link:
hitps:fosu.webex.com/osu/systemdiagnosis.php

hitp:ifwww webex.com
We've gotto start meeting like this{TM}

Go towww.osu.webex.coprclick on my WebEXx, you will be directed to thdldwing screen
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My WebEx

User name: || 7|
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[ Save my user information for automatic login




Enter in jerry’s username and password — the usegrand password can be found in the
document: WebEX - How to use this program at:
http://west.osu.edu/Computer%20Resources/webextbavge-this-program
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[ Save my user information for automatic login

Find your meeting or program on the list / you rhaye to go to page 2 on the list to find your
program. If you click on the starting time downaavr/ the list will change to the newest meeting
or programs first.
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When you click on your meeting the following screwti appear / to start the meeting click on
the Start Now button.
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'erify Rich Media Players

The host requires that you check your system for compatibility with the Universal Communications Format (UCF)
before vou ioin the meetina. UCF allows vou to view multimedia durina the meetina. To check vour svstem now.

You will see the following screen as your meetimgpmgram starts up.

One Moment Please...




A program called preparing meeting manager willdaeled to your computer.
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At this point your meeting is ready for participsutd login. You can see that you are logged in
as the host. Remember that you are (Jerry Thorhigkt you will need to join the
teleconference by following steps 1 — 3. Click dd @ce you are connected.
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What would you like to do?

"® Join Teleconference

Q Pres To join the teleconference:

Show
1 Call one of the phone number(s) below:
Call-n toll-free number (US/Canada) 866-463-323%
Call4n number (U5/Canada) 650-429-3300
O Shar 5
2 Enter this meeting number: 682 231 282 # M
——

Share
3 Attendee ID: 3 # pt =

O Shar

Share or demonstrate all active applications Learn More
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‘ Type chat messages here. ...
Send
Sendto: | All Participants ﬂ

Connected ® &

Meeting number: 682 231 282 | For teleconference information, dick Information on the Meeting menu.




As people connect you will see their name undeptrécipants list. The phone icon indicated
that they are connected and on the phone with gdutee other participants. You are now ready
to conduct your meeting or program. Click on Shamgr Desktop or Share an Application or
Present a Document depending on what you wanta@sh
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What would you like to do?

© Present a Document
Show presentations, documents, and rich media Learn Mer

O Share an Application
Share or demonstrate selected applications Learn More

Invite |~

Q Share Your Desktop

Share or demonstrate all active applications Learn More

‘ Type chat messages here....
Send
Sendto: | All Particpants :

Meeting number. For teleconference information, click Information on the Meeting menu. Connected ® &
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© Share Your Desktop
Share or demonstrate all active applications Leam Mor

| Type chat messages here....
Send
Serdto: | all Particpants [-]
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For teleconference information, click Information on the Meeting menu.
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You will see a warning message to make sure tatlgowant to end the meeting / click YES
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What would you like to do?

‘™ End Meeting

’ Do you want to end this meeting and teleconference for all attendees?
LINY

Tip: To leave this meeting without ending it, dick Mo,
make the current presenter or another attendee the host,

and then choose Leave Meeting on the File menu.
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Meeting number: 682 231 282 | For teleconference information, click Information on the Meeting menu.
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You will get a message to see if you want to sendpy of the transcript to the participants. If
you want to send a copy to all the participantskeK. The transcript are the notes that were
taken during the meeting.









