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1. Start Online Class / Meeting - Using WebEx Desktop Application

Online class / meeting scheduled with Personal URL, Meeting Center or Event Center can
be started with already installed Cisco WebEx Desktop application by ITS or installed in 15t
step. Screen shots are given below:

First time installation of “Cisco WebEx Meeting Desktop App” Application, Provide
Email Address and URL https://qu-edu.webex.com (Faculty & Staff)

Faculty / Staff should start Instant / prescheduled online course or meeting, 10-15 min before
the class time for students / attendees to join and test their mic, speakers and cameras if

require.

Login in using UserlID@gu.edu.qa with Password
and Sign in

o 0
o Immediate
QATAR UNIVERSITY
Enter meeting information

Upcoming Meetings [ siart Meeting As L L
per Calendar Sign in with your organizational account
Monday. March 30, 2020 Schedule

Join a Meeting O

10:00 AM  Event Center online Class Q khuja@qu-edu-qa — 0 ?
10:30 AM - Shuja Ashfag
T d— e
1:00 PM  Shuja Ashlag Start
12:30PM  Online Meeting @

1:00 PM  Naser Moh'd Ali £l Abed . - —
Signin

Tuesday, March 31, 2020

10:30 AM  |TS Weekly CAB Meeting a Sign-in requires format UserID@YourDomain
11:30 AM  Asil Ali Khan (Examp|e: AA 72345@(?“80‘“@0 )

0] O O

5. Connect to a device
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2. Start Online Class / Meeting - Using MS Outlook

Online class / meeting scheduled with Personal URL, Meeting Center or Event Center can
be started with already installed Cisco Productivity Tool by ITS or installed in 15t step.
Screen shots are given below:

First time installation of “Cisco WebEx Productivity Tool” to MS outlook, provide
the URL https://qu-edu.webex.com

Faculty / Staff should start Instant / prescheduled online course or meeting, 10-15 min before
the class time for students / attendees to join and test their mic, speakers and cameras if

require.
Login in using UseriID@qu.edu.qa
Click Join meeting with Password and Sign in
A
- . Online Class or Meeting - Meeting Series o ~ 0
0 Tiappolment Q % = @ ||||||| )b_Q daool\
= REChangaSetings | poyc o iing Asistant | @ « O
Cancel | - Cancel \’.\'ﬂbm\ &) Host Information 5 Fading’> Skype Teams Maeting Contact Q ATAR U N vV E R S | TY
Medting Mesting i Mosting  Mocting  Motes  Attondues -
Actions Webes Show Skype Mecting Teams Meeting Moeting Notes Artendes
10 o respanses have been received for this mesting
13 instances of this recurring appointment conflict with other appaintments on your Calendar
. I ; W ; [ Webkx CETL Course 101; ! ; i -
1o Mexmoona Ahmed Mahammed Einedai; B Godl James; @ sudsashfonBamad.con Sign in with your organizational account
Subject Oniline Class or Mesting
Send | M
Update
Location  WebEx
e e e e O [risgusiuce du— G | ¢
When it's time, join your Webex meeting here.
«—©O
Meeting number: 847 738 385
Meeting password: icZ4JFe3cP9
o = Sign-in requires format UserlD@YourDomain
Start Online Class / -
ooy PRI e 12458 )
Before Actual Time O O O

Meeting with Personal room URL and Meeting Center will start Automatically with single
Click.

Disable some default features for Online Class, scheduled with Meeting Center
(If Require)
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1. During Online Class, How to 2. To Avoid disturbance, mute students
Disable Students to Auto Share when they join online Class
Screen Privileges?

Q Q

File Edit Share View Audio Meeting Help File Edit Share View Audio Meeting Help
0 Mute Me Ctrl+M o / Mute Me ==
i © nmute M +el i kA
/ Unmute Me Ctrl+M g ite N Ctri+N
Mute All Viute A

Unmute All 9/ Mute on Entry
Mute on Entry ¥ Entry and Exit Tone
v Entry and Exit Tone Tick -Students invite and Remind...

. to Mute on =
Invite and Remind... Joining Class Copy Meeting Link

¥ Anyone Can Share Ctrl+Alt+S

\ Copy Meeting Link
e Anyone Can Share  Ctrl+Alt+S Assign Privileges... Ctri+K

Assign Privileges... Ctrl+K
n Host Role
Change Role To

Reclaim Host Role

Expel

3. During online Class, how to Disable Private Chat among Students?

Q Cisco Webex Meetings i |
File Edit share View Audio Meeting Help x

Participants privileges
o/ Mute Me P articipants privileges

nmute A All Participants
Mute on Entry

Communicate Participants

Participant can chat:

¥ Entry and Exit Tone Privately with

Invite and Remind...

9 Copy Meeting Link

' Host

~  Presenter

Assign Priyileges. . Clil+K

\ ¥ Anyone Can Share  Cirl+AltS 9
A Cther participants

Publicly with

~  Everyone

Allow to:

Contact Operator Privately

\ Check all Uncheck all Reset to default

oK Apply Cancel
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4. During online Class, Not Allowing Students To See others, And Disable

their Remote System Control Privileges?

Q Cisco Webex Meetings

File Edit Share view Audio Meeting Help

ki Al Rerticant Select the privileges that t to assign to all participants:
Mute on Lntry elec B privileges al you want to assign Lo all participants:

Invite and Remind...
Copy Meeting Link Print Participant list

. Participants privileges
o Mute Me CtrleM =
Unmute hMe trl+d
" Communicate e. ' Participants

¥ Enlry and Exit Tone Document View Meeting

Share documents

\ ¥ Anyone Can Share  Clri+Alt+3 Save Any document
3 Curl+K o

Annotate Thumbnails

Assign Privileges...

Any page

Contral shared
applications, web
browser, or computer
remately

Fan Uncheck - If Students e

Are Not Allowed to
See others

Uncheck - If Students
Are Not Allowed to Ask
for Remote Access

Check all Uncheck all

Record a meeting

Reset to default

Apply Cancel
5. During online Class, Disable Video Privileges for all Users.
Q Cisco Webex Meetings
File Edit Share View Audio Participant Help
0/ nformation Meeting Options
Start Recording
Recorder Seftings ' General Content Sharing Import Mode
Welcome Message...
Select meeting options:
e/ Lock Meeting Allow all participants to turn on video
/ v Chat
Uncheck - To e
Disable Video ] Notes
forALL © Allow all participants to make notes
Single notes taker
Waltlng for other v File Transfer
v/ Enable UCF rich media for attendee
Enable Closed Captioning
OK Apply Cancel
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Event Center — Start Screens

Event Center to start online course, there are additional screenshots for reference. If you are
host and don’t see ‘Start your Event’, Please open in the link in different browser such
Google chrome, Internet Explorer or Firefox Mozilla. Its due to Java / browser based Cookie.

Qatar University

Online
) Course
Event Information: WebEx Course 101

Registration is required to join this event. If you have not registered, please do so now.

Event status: Not started (Register) Join Event Now
Date and time: Friday, March 13, 2020 5:30 pm
») gi_ﬂgimez?:emwadh GMT+03:00) You cannot join the event now because it has not started. C
Duration: 30 minutes First name:
Description: Last name:

Email address:

Event password:
By joining this event, you are accepting the Cisco Webex Terms of Service and Privacy
Statement.

Faculty Needs to Start the Online
Course

Modem View [0 shuia@auedugal  spart the
Online

Course

New User Reference = . pT—
+ Arend an Bvent Event Information -
Lile A Event: WebEx Course 101 Start Event Now
» Host an Event Type: Unlistad Event You can start the even| Jy clicking Start
Event address for attendees: hitps:/iqu-adu wobox.com/qu-adulonslage/q.phR?MTID=odBIT 96T 0oblB5 5386 e

Schedule an Event

P @

s Event address for panelists: hitps:tigu-edu.webax. com/qu-adulonstageg D= £ e
o Date and time: riday, March 13, 2020 5:30 pm Start Now
Emall Templates Saudi Arabia Time (Riyadh, GMT+03:00)
Reglstration Cuestions Duration: 30 minutes
Survey Questions Description:
Event number: B4G 275 Tea
Event Recordings
My b e Event password: 12345 Send Event Emails
= Manage Programs Host key: 470506 ‘You can send event emails by clicking
e S Sand Emails.
Create New Program Panelist Info:
Panelist password:
List of Programs
Panelist numeric password: 975985 - Send Emails A

With Single Click, Online Class / Meeting will be started.
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Event Center — Features

INFORMATION TECHNOLOGY SERVICES

I
File Edit Share View Communicate Participant Event Help

File
Transfer

v Participants (1)
Q

W Panelist: 1

“a

~  Attendee: 0 (0 displayed)

Faculty
Member

 Shuja Ashfa... wl

Host, me

=) Gisco Jabber(?) Snagit

Snagit Editor

O Q
Waiting for others to join
Sharing .
Complete PC Screen || Participants ~MORE )
Specific Application 1- In\n_te Students in
Multimedia File e 't"'n:_c";‘?
Faculty - Test Mic & Camera
Camera Students
[3 m -
Question
0000060000 e
0O - > QaA A
Test Audio and Camera working fine. How to Share Screen, Application,
Multimedia File, White Board
Eile Edit Share View Communicate Participant Eveni Help 0
f ( v Participants (2) Check and X
@ ht f {Host) &
bl Confirm Audio
a is working fine
~  Panelist: 1
Share Content x
H‘b 7 Shuja Ashfa... o )
Share Entire Host, me
Screen Attendee: 1 (0 displayed)
Share . [ )
Speciﬁc Pt View all attendees..
Application Soesnl
White Board .
View
Er—
- Students
? w I © ¢

) Microsoft Word Attention

Tracker

@ Google Chrome [3 Microsoft Edge

B Microsoft Qutloo...

> Q&A X

@ Microsoft PowerP...

Quick Student
Feedback
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When students Start Joining the Class scheduled with Event Center, Click on
‘Attendees’ showing number of students Joining class.

Q Cisco Websr Bree——————0—0 - 8 X

Eile Edit Share View ~ ST I g—"—— e st o 0 Connected

= Attendee List & Y Participants 3) x

cedbac R | )
Feedback /Mute o o
Students
Select all (@] g’b o Shuja Ashf.. i i )
Host, me
! 4 Name (1) ~ Feedback s Audio panels:

- o Meymo Change Role To »

v Attendee: 1 (1 di¢

O Godli James (QU) =

Privileges...

iz Q-
ﬂ Change Status v Chat Unmute
- of Student to Mahagepaness . oo Mutean

Mute /

Unmute All
from Shuja Ashtaq (@ Students -
EPEBEat A Salam to All UrimuteAl Single Click
Share Screen Chat Only et Auttaa il
Students to Welcome to WebEx
from Meymaoana Elhe at
am
Expel f ; ;
student if salam
require
To: | Host -
00000000 N |
Students Q&A, Quick Feedback and Attention Indicator:
Q Cisco Webex Even =X
Eile Edit Share View Communicate Participant Eveni Help 0
@ €% Shuja Ashfaq (QU) (Host) 2 &  Participants (2) X
Q
~  Panelist: 1

c"b «» Shuja Ashfa... o )

Host, me

Attendee: 1 (0 displayed)

Attention
Indicator

Students Quick
Feedback
Q Q-
Turn off Feedback

SA

Students
Typed

v Q&A
Clear

All (0) v Yes
X No
% Too Fast
% Too Slow
K Applause
® Laughter

o @ 0 o e o . ° o
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More Options—Lock Event / Meeting & Test Speaker, Microphone & Camera

Q 5 —0—0
File Edit Share View Communicate Participant Event Help D
: Parti ts (3 %
fo] 3 Shuja Ashfaq (QU) (Host) <z g oo
Q
~  Panelist: 1

s 0 Shuja Ashfa..
’b Host, me » ¥

Attendee: 2 (0 displayed)

Q&A
5 @ Lock event
l 5 Invite and remind ) T
0 Copy event link v Q8A X
% Audio connection Al (0)

& Speaker, microphone, and camera

5] Connect to a device More Options

Invite New / Missing Students or visitors during Live Online Class / Meeting

Invite & Remind x

= O]

Email Remind

Invitees:

shuja@qu.edu.ga *
melhedi@qu.edu.ga *
godly@qu.edu.qa *

Separate addresses with commas or

semicolons.

Invite with your local email

Invite Missed
Students /
Visitors during
Ongoing Class
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Unlimited Recording on Cloud or local PC

-
Recorder X

Click Record to record the meeting.

00:00:00

End the Meeting

End Event

Do you want to end the event for all participants?

Save event files

End Event \Cﬂncel

Recording (Unlimited Cloud Storage) — MP4 Format, Share & Download
https://qu-edu.webex.com

< C & qu-eduwebexcom/webappna/sites/qu-edu/recording/home a « B 6

Qatar University

(n) Home Tl Search for meetings and recordings (0] English  Classic View  Shuja~
£ Meetings
® i 4 My Recorded Meetings _ A
2 = | Sign In
& Preferences Recording in MP4 Format
Al can be Downloaded and
" Share | Email to Students to
ol Insights Play Online or Download
(@ Support Unlimited Coud
Recordings for Name Securty  Date Duration  Size Format
4" Downiceds Meeting Center &
= Event Center
a3y2872020
D Feedback Event Cemer invitation- 20200329 1803-1 s 0:45:02 BIIME  MPL
" 03232020
Shuja Ashlag's Personal Room- 20200323 1046-1 Fer 0:26:52 221MB MPS
i R . 03/23r2020 i
Webex Training Shuja Ashfaq’s Personal Room- 20200323 0717-1 IR 1:03:35 TIS5ME  MP4
Webex Events
- 3162020
Webex Support WebEx Webinar For Admin - Arabic-20200316 0708-1 ... AN 1:00:08 105.5M8  MPS
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Student Attendance Report — Event Center

Sign In to https://qu-edu.webex.com -> Classic View

Tab — My WebEx - Reports > WebEx Events > Attendance Report
Select Duration - Display Report and Download / Export in CSV format

Qatar University

My Meetings
My Personal Room Attendance Report
My Recordings

My Contacts To view detailed results for an

My Profile o To send follow-u umall:s_el ks in the Attended and Absent columng

P'r-f(-lru‘.n'r-»./ Alltimes in: Rivadn Tima
My Reporis Final Attendance Report

Training

pril, click the event name

- Invited Registernd Attended
Support DEMGE26-March 23, 2020 = i

Lvent Ceater Lnvilatsin

QA Wehtx Sorvice Sminar - Arabe
AL Webix Sereice Seminar - Araksc
S S sk

00 Webfs Sorvice Seminar - Enal
R (6)
Teat Mesting /

Lgat gnling Courss
Wiebix Comrse 191

Webtx Service Webinar - Enalish
Webx Webings For Admin - Arabic

Mishinar - Test
‘sline fest Call

March 15, 3030 7:15 pn
March 18, 2030 12:37 pm
March 17, 3030 B:18 pen

tead course
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