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Introduction
The following article describes how to get started and work in Webex Teams, an
online conferencing applications available to all LSC students, faculty, and staff.

Instructions

Downloading and installing the Webex Teams app
Webex Teams is available for your computer, mobile device, or web browser.

Install it on multiple devices and switch between them hassle-free because the
app automatically knows which device you are using. Your content will always
stay synced between your devices.

1. Go to https://www.webex.com/downloads.html and select the
Download button under the Cisco Webex Teams icon.

Take Webex with you on any device.
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2. Follow the on-screen prompts to install Webex Teams.

3. Once installed, open Webex Teams and login with your official,
primary LSC email (not your alias if you have one) and password.

Tour of Webex Teams

Search/Filters New Messages - - Activity Menu

I
1
' |
I

| X

"0

Qo °
-]

O )
o
[
[-]
o
[ ]
]
°
o
3
(]
-]
(]
o
o

Spaces Attachments  @Mentions

Search/Filter: Quickly search for content, conversations, and files. Available filters
are shown when you first click in the Search bar.

New: Start a new Space or new Message with someone.

Messages: To send someone a Message, select the “New” Icon (the “+”). Here you
will see the option to Contact a Person or Create a Space. To chat with just one
person, select Contact a Person. This will create a conversation between you and
only one other person. To chat with more than one person at a time, select Create
a Space. You can then name the space and add people to it. Add attachments,
screenshots, or “mentions” in Messages.

Attachments: Attach files to messages. Once a file is uploaded, it remains in the
space and can be found in the Files folder found under the Activity Menu.

@Mentions: Tag someone in a message in a space by either typing “@” or clicking
the icon in the menu bar of the message. Once the icon is selected or typed, a list
of available people in the space to mention/tag will be displayed. NOTE: Mentions
are only available in spaces, not one-on-one conversations.

Spaces: Webex Teams keeps track of all of your spaces in the Spaces bar. Your
most recent spaces are displayed first.

Activity Menu: By default, the Activity Menu will be collapsed in a space or

message. To access, select the icon in the top right corner of the space. This

will open the menu. Once open, you will be able to start a call with all people in
the space/message, start a new or access previous whiteboards, schedule a
meeting, view a list of people in the space and add new people (not available in
one-on-one messages), and view files in the space or message.
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Working in Webex Teams

Messaging

As outlined above, it is easy to send messages in Webex Teams. To send a
message to one person at a time, select the “+” icon, then Contact a Person.
NOTE: When adding a person to Webex Teams, be sure to use their official,
primary LSC email address.

To send to a group of people, select Create a Space. Webex Teams keeps track of
all of your spaces and will move your most recent space to the top of the list so it
is easier to find.

When a new message is received, the name of the space will be shown in bold.

If you receive a message that is important, or needs to be followed-up on, you can
flag that message. Simply hover over the message and select the flag icon:

& @hello

Up to 200 messages can be flagged at one time. To find your flagged messages,
simply click in the Search/filter bar above your spaces.

If you wish to remove a flag from a message, you can select the flag in the
message, or the list of flagged messages.

You can also quickly find any messages that you are mentioned in, unread
messages, or saved drafts.

Meetings

Sometimes, the easiest way to share information or have discussionsisin a
meeting. With Webex teams, you can easily create meetings for groups to be held
immediately, or in the future.
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To schedule a meeting from a space, find that space in your spaces bar, then
select the Activity Menu. Select Meetings, then Create Meeting Invite.
X Schedule a Meeting

Up to 75 people can join a meeting in this space

Meeting Information Copy

e @

A separate Outlook meeting invitation window will pop-up. Change the start and
end dates/times, then send the meeting invitation.

To... Mendez, Jennifer; | | Houang, Regan; B Petrane, Brenda; © Juelg, Butch
' Subject ‘Webex Teams Training
Send
Location @spark
Start time Mon 7/23/2018 FE| |200PM - All day event
Endtime  |Mon7/23/2018 FE| [2:30PM -

Join Webex Teams meeting

Join by Video system

88226261660@meet.ciscospark.com

When it is time to start or join the meeting, you can do so from the calendar
invitation within Outlook. Select Join Webex Teams meeting, then select Open
Webex Teams from the web pop-up.

Open Webex Teams?

[ Always open these types of links in the associated app

Open Webex Teams. Cancel

If you are the host, you will see the Start The Meeting screen. You can select to
Start with video, or if you are connect to a Webex Teams board, you can select
the More Options drop-down menu to start from a Board.

To join a meeting that has been started by the host, navigate to the spaces pane.
You will see how many people are currently in the meeting and for how long it has
been in session. Click the green oval to join, then select Join with Video.

o Webex Teams Training

While you are in the meeting, you can mute your video and/or audio, see who is
currently in the meeting, and add more people. Additionally, you can share your

screen with everyone in the meeting.
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Mute Audic  Mute Video  Share Screen  Add People  Leave Meeting

To share your screen while in a meeting, select the Share Screen icon. A list of all
screens available will populate, select the screen you wish to share:

@ Webex Teams

Screen 2
o "
m
q -l (R
Word Qutlook Snipping Tool

When you are sharing an application, the message “You are sharing [application
name]” will be displayed at the top of the screen.

You are sharing Word . Stop

View  ACROBAT  © Tell mewhat you want to do...

AaBbCcDe| AaBbCeDe AaBb(C¢ AaBbCcl AaBhCeD /—\aB AaBhCcC AaBbCcDc AaBbCcDt Ao,
TNormal | TNoSpac. Headingl Heading2 Heading3 Title Subtitle  SubtleEm.. Emphasis  IntenseE. S

CcDe Aal

Paragraph o Styles

To take a snapshot of the screen and begin annotations, select the D icon.

While in annotation mode, anyone can annotate on the snapshot. To stop sharing
your screen, select Stop.
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When the call has been completed, select the icon to leave the meeting. The

meeting will not officially close until all participants have left the meeting.

Calls
You can make a video call from Webex Teams whether you are already in a space

with someone or not. If you know someone’s phone number, the simplest way

call themis to go to the Call panel by selecting- in the left navigation area.
This will bring up a list of your calls. Use the key pad to dial a phone number, or
search for someone by name or email address:

Al

7l @ Jennifer Mendez
2

AW Webex Teams Training

Link Alander-58

A ( ) Marian Chaney
S

A SQ-WLB201

W) Webex Teams Training

AW Webex Teams Training

A SO-WLB201

T Teams training 00024 call
0:00:3: C

You can also call someone, or start a team call, from the Activity Menu in a space
or message.

When someone calls you, answer or decline the call from the notification pop-up
that appears. If you are on your desktop app and are busy but want to send a
message to the caller, Webex Teams provides that capability. Let your caller know
you are unable to take their call at the moment but you will reach out when you
are free, by clicking the Message button. For more information, go to
https://collaborationhelp.cisco.com/article/en-us/n19ix1l.

& X

Message

Contact the OTS Service Desk 24/7/365. We're happy to help!

https://lonestar.service-now.com/sp?id=kb_article&sys_id=1a54d60313{8a784ab80d7028144b0bc

6/7


https://collaborationhelp.cisco.com/article/en-us/n19ix1l

3/15/2020 Knowledge Base - Lone Star

Call 832.813.6600 (toll free 866.614.5014)
Click OTS Service Desk

Forgot your username or need to reset your password? Visit LoneStar.edu/Login
for assistance.

Helpful? | Yes No 100% found this helpful
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How are we doing? Report an IT Problem | have a Suggestion

OTS Service Desk - 832.813.6600 | HR Service Hotline - 832.813.6767 | General Counsel - 832.813.6258 | AIR-SO-
AIR@Lonestar.edu | Grants - 281.655.3739
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