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Get started, download and sign in

G

Step 1
Go to the download page.

Step 2
Download Webex Teams for Windows, Mac,
iPhone, iPad, or Android.

Step 3

Type your work email address.

Step 4
Click or tap Next.

Step 5

Open your email program.

Step 6
Click on Get started now in the email called

Activate Your Cisco Webex Teams Account.

B8 Download for OSX

Also available from here:

#  Available on the
¢ App Store

GETITON
® Google Play


https://www.webex.com/downloads/downloads-thank-you.html
https://apps.apple.com/us/app/cisco-spark/id833967564
https://play.google.com/store/apps/details?id=com.cisco.wx2.android
https://www.webex.com/downloads.html

Get to know Webex Teams

Status and
Preferences

Navigation
Menu--

Search and Filters

Sourcing

Customer Success

Createa - Information
Space ! Favorites

o 3 d? Competitor Research e
ﬁ [

Graat news, the latest sales reports have been

submitted by owr contracted vendor!

You 990 AM
*m looking through the charts now.
There is some great content here!

Excellent, would you mind sharing it with everyons
in the space? it'd be great to see them real-tima.

AM
Sure thing, I'll start the interactive presantation
and then I'll share my screen

Graat, much appreciated! il bring up our main
competitor's eaming reports from this quarter, too.

Devices Messages

Call/Meet

*

Message whitebcard schedule

Foople Fes

Threads

Click the activity menu to access
the Space features

Message
Send a message to just one person or
to many people in a Space.

Meet / Call

- Activity Menu Place a quick call to everyone in the Space.

You'll see Call if you're making a direct call to a person.
Whiteboard
Create and share content on the whiteboard.
Schedule
Schedule a meeting or check Space meeting information.
People

See who's in the Space or Webex Teams meeting.

Files

Find your shared files, photos, and whiteboard content.



Customize the app

00 -

Add a profile picture
A clear picture of you makes it easier for others to
reach out to you.

Step 1
Click on your initials on the top left corner.

Step 2

Click on your initials in the window that opens.

Step 3
Select a picture.

Step 4
Change the email address to your name, just under
the profile picture.

Tip

By clicking on the profile picture and clicking
Settings you can customize even further.




To manage notifications, your camera,

and audio settings, click on your
profile picture and select Settings.

Notifications
Set your notifications to stay up-to-date.

Step 1

Click on Notifications.

Step 2
Select the notifications for your Spaces, scheduled
meetings, and calls.

Step 3

Select your notification sounds.

Step 4
Click Save.

Check your camera

Select which camera you want to use in calls and
meetings, if you have more than one connected to
your computer (in-built, external).

Step 1
Click Video.

Step 2
Select your webcam from the drop-down list.

Step 3
Click Save.

Test your audio
Make sure it’s working properly and that you hear
the audio notifications at all times.

Step 1
Click Audio.

Step 2
Select which device will be used for the
microphone, speaker and ringer.

Step 3
Click Save.



Change your color theme
Choose the color theme that you find easier to
read.

Step 1

Click Appearance.

Step 2

Select the theme that works best for you.

Step 3
Click Save.
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Create a Space

With Cisco Webex Teams, you can interact 1-1
or you can collaborate with a group of people
using Spaces.

Contact a Person
Step 1 ) - Serman
Click the + sign next to the Search field. Ereatﬁ}a Sk

+ [

Boar al 2 G EPTEE | e T ST et O
Hi, barbara! Can you send me the slides for the upcoming meeting

Step 2

Click Create a Space.

Step 3

Type a name for your Space.

Step 4

Enter the names of people you want to invite.

Step 5
Click Create.




Connect with people like you, add Eurl Eurl will now display a list of commands you can ask the bot to do, by typing @Eurl and then the command.
to your Space Type @Eurl url to get your shareable short URL and share away.

Why not create a Space and invite like-minded
people to join up. Take away the hassle of trying to
find people who share the same interests, let them
come to you!

£ Teams / eSports @ Yr eSports Club
eSports

This starts the ‘eSports Club' space. 12:24

Add the Eurl bot to your Space to make it public,
so people can join and find the Space by O oo
themselves. Get a simple, short URL or a QR code,
share it on social media, over email or print a
poster. With one click or scan, people will join your
space and connect in an instant.

How to add Eurl:

1. Go into the Space where you want to add Eurl.
2. Click on the activity icon, in the top right of the
Space.

Click the People icon.

Click Add people.

Type Eurl to find the bot.

Click Eurl.

Click Add.

eOTO@E@AG

Write a message to eSports Club
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Powerful messaging
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Send someone a message

You can easily contact internal or external people
using the chat panel for 1:1 interactions or group
communications in Spaces.

Step 1
Type the name of the person or Space in the
Search field.

Step 2

Click the person or Space name.

Step 3

Type your message and press the enter key.

@Mention

To grab someone’s attention @Mention their
name. They will see @ against the Space, showing
that their name has been tagged.

Customize your message

You can customize your message by formatting the
text, inserting emojis and gifs, or adding
attachments and screen capture.

Personal
Attachment--4+9 O 7" ©@ @ @ @e—— Room

A 2 1 2 0 Invite

Format ' GIFs
Screen capture 1oyt | @Mention

Emaojis

Answer a specific message in a thread
Slide your mouse above the message and use the
arrow option.

®-
@ JoMullins  14:08

Is there any update from the meeting this morning?




Sort messages

To help zoom in on priority items and avoid information overload, simply click the Search field and select: Notifications: shows a list of all Spaces where you
have notifications.

Unread: shows all unread messages.

Q search or call

Elina Oost

Gisco contentprojcts -CSM People: shows a list of all people you’ve
Melissa Fink collaborated with in order of the last contact.

General
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or Community

Favorites: shows a list of all Spaces you marked
as favorites by clicking the star on the top left
corner of a Space.

Random 3, k

W-sei Manid

"Ask Appspace" about our Webex solutions... &

EXTERNAL - \ adoption, ask me anything (2

V\iee\\'mqs and Teams Adoption Toolkit Update (I
New Simpliied Experience - 3.6 update @Mentions to me: shows a list of all messages

* Webex Teams

e you have personally been @Mentioned in.

-

Molly Dubow

Vot o oo Exestencel @Mentions to all: shows a list of all messages

n final docs... not for ALL edi... . .

where everyone was @mentioned in Spaces you
Elina, Nic & Stu

are a member of.

jabber to Teams adoption team

Adoption tips for CSMs

Del000

e Flag: shows a list of all messages you've flagged.

) ErrmooEmis Every message can be flagged for action later by
clicking its flag icon.




Search messages, files, and people

Thanks to the advanced search feature, you can easily rediscover people, Spaces, messages, and files.

Step 1
Eyo—— Start typing the person, document name, or
@ cina Oost remembered words from a chat into the Search.
@ [ooyerriec oSy
@ e Step 2

If you are looking for a person or Space, results will
appear below. If you are looking for a chat
X message or file, select the Messages or Files tab.

&5 "Ask Appspace” about our Webex solutions... &

D EXTERNAL - Webex adoption, ask me anything (a

nd Teams Adoption Toolkit Update I Ste p 3
* s d Cisce ‘M

If needed, refine your search by first typing one of

©

d Experience - 39.8 update

Webex Teams

g

the following:

*

Molly Dubow

Q4: Control Hub Essentials (Modern Experience)
¥ s

; In: Enter the name of the Space and choose a
EDITS (for amends on final docs... not for ALL edi... .

TR Space from the list.

Elina, Nic & Stu '

From: Enter the person's name and select the
person from the list.

With: Enter the person's name and select the

From Jabber to Teams adoption team
W s

Adoption tips for CSMs

Stu, Melissa, Jo

1 consect toa pescs person from the list. The results include
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Spaces you are in with this person.
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Starting and answering calls

In Webex Teams, you can start video calls with
individuals or whole teams in Spaces. Audio-only
calls are possible too.

Start a call
There are different ways to call in Webex Teams.
One easy way is to:
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Step 1
Click the Search field.

Step 2
Start typing the name of the person or Space you
want to call.

Step 3
Click the name of the person or Space in the
results list.

Step 4
Click the Call icon at the top right of the Space.

Step 5
Click Start with video.

& X
‘_?\._- ncoming m
4 ‘! > Patricia Dudley
Message Decline Answer

Answer a Call
When you receive a call, you'll see a notification
allowing you to:

Answer: to take the call.

Decline: if you can’t answer now.
Message: if you want to answer with a chat
message instead.



Schedule a meeting from a Space in Webex Teams

You can schedule a meeting directly from a Space in Webex Teams and easily invite all the members.

Step 1

Click the activity menu.

[
g
:

Step 2
Click Schedule.

Step 3

Click Schedule a meeting.

Step 4
Click Open. This will open an invitation in your
calendar app.

Step 5

Enter the meeting title, date, and time.

Step 6
Click Send.
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Schedule a meeting from your work calendar

Your administrator needs to set up Cisco Webex
Hybrld Calendar SerVICe for thls SChedU“ng Fe vme Sel\d/Recewe View  Help  Acrobat Q@ Tell me what you want to do
method to work. [ NewABRO™ ( » 1317 January 2020 Wbk 0.+ D52 O e St i 5

December 2019

MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY
MO TU WE TH R
= s . 13 14 15 16 17
B 808 d i o

Step 1 e s
Go to your calendar app, schedule a meeting, and |
invite some people. :

5l

[

St e February 2020
p 2 N
3

Enter the meeting title, date, and time. D oo A

@
33
i
8
&
L
[HigNEs

z

h2020 16

Step 3 o

z 3 4 5 6
a0l

Enter @meet in the Location field. This tells the =2
system to create a Webex Teams meeting and will ——
automatically add the meeting details after you s

>[] Other Cale...

send it. .
=

ftems:2 Q) Reminders:7 Allfoldersareupto date.  Connected to: Mictosoft Exchange g Display Settings | [ - 1 + 100

2

23

Step 4
Click Send.



INnvite someone from within a call

When a call is running in a Space, you may wish to
invite someone as a guest but not add them to the
Space. To do this when on the call:

Q WebexTe:

= 0147 Elina Oost

Control the meeting remotely

Step 1

Click the ... icon in the meeting window.

Elina

Step 2
Click Add guest.

Step 3
Type the name of the person you want to invite or
their email address.

000060



Whiteboard

Whiteboards are powerful and simple tools to convey visual ideas and brainstorm on projects.

Within Webex Teams you can share whiteboards both during and outside a meeting.

Within a meeting
Step 1

Click the ... icon in the meeting window.

Step 2
Click New whiteboard.

Step 3

Use the annotation tool to draw on the whiteboard.

You can also continue an existing whiteboard
previously shared in the Space.

© EEIXXD

Outside a meeting

Step 1

Click the Space where you want to share the
whiteboard.

Step 2

Click the activity menu.

Step 3
Click Whiteboard.

Step 4
Click New whiteboard. Alternatively, you could re-
open a whiteboard already shared in that Space.

Step 5
Use the annotation tools to draw on the
whiteboard.

Step 6
Click the Share icon.

Step 7
Click Post snapshot for your whiteboard to appear
in the chat thread.



Share screen

In Webex Teams you can share your screen with Webiex Teams
others, including streaming videos.

Step 1

Click the Share screen icon.

Step 2

If you are planning to share a video, check Share

computer audio and Optimise audio on top of : : “ ‘11‘\\,
\

the screen. '/ | ” I
il u .u.'ﬂ]\‘ n‘
Step 3 i i,r.-..- _

Select the screen you want to show. Tl lJ

Step 4 0 _i_
Click Stop in the orange bar to stop sharing.
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Spaces tips and tricks

Add an external participant to a Space
With Webex Teams you are not limited to
communicating with your colleagues, you can also
invite external people like vendors or customers to
collaborate with you in Spaces. And on the lower
right corner of the Space, an icon will appear if
external participants are included.

A

Add a Space to your favorites list

You can be more engaged in Spaces that in
others. To keep a closer eye on those Spaces that
truly matter, you can add them to your favorites list
by clicking the star in front of the Space name.

G’@ EXTERNAL - Webex adoption, ask me anything (about

Add integrations to your Space

You can see directly in the Webex Teams Space if
someone added something new in your CRM, or
updated specific documents in dropbox? To get all
the information you need in one place, jump to the
Cisco Webex App Hub to check the available
integrations.

Can’t find what you need?

Jump to developer.webex.com to build your own.


https://apphub.webex.com/
http://www.developer.webex.com/

Check people status

Knowing if people are available is important when
you need to communicate with them. With Webex
Teams, just use the Search field to find someone
and hover over their picture to get more
information.

Picture appearance | Status

Green border—Active in the last 10 minutes.

(@ @
No border—Active in the last 24 hours.
3
- Translucent profile picture—Mot active for more than

24 hours

Moon—Do not disturb.

Airplane—The out of office reply is set in Microsoft
Outlook

Video—In a meeting or on a call. Can't be seen
when using the mobile app.

Sharing—Sharing a screen or application. Can't be
seen when using the mobile app.

®006

Turn on announcement mode

What if you need to dispatch information to an
audience without a long thread of reactions?
Switch on Announcement mode.

Step 1

Click information in front of the Space name.

ff EXTERNAL - Webex adoption, ask me anything (about

Step 2
Click Moderate Space.

Step 3
Click Yes.

Step 4

Click information in front of the Space name.

Step 5

Click Turn on Announcement mode.

Step 6
Click OK.




IN-meeting tips and tricks

Separate the Teams app and the Lock your meeting

meeting window Anyone with the meeting link can enter your
When attending a meeting in Webex Teams, the meeting unless you lock your meeting. Uninvited
meeting window appears integrated within the chat people will be placed in a lobby where you can
window. If you prefer to have 2 distinct windows decide whether you want to let them in or not. To
and pop up the meeting window separately, just lock the meeting:

click the Undock video icon in the top right.

Step 1

| 7| Click the ... icon.

Step 2

Select Lock meeting.



Get on-demand help from the Help Bot

Learning how to use a new tool isn’t always easy, especially when you have a ton of other things to do! Try
messaging the Help Bot in Webex Teams for help to get you up, running, and ready to go in no time.

Contact the Help Bot:
1. Go to the Home button.

e @ ¥ Jo Mullins

You 25/03/2019,17:20

L ]
Click the plus icon. T, o Hey Jo

2

3. Select Contact a person. 0

4. Type in the Help Bots display name, which is Al
Help Bot.

5. Choose the bot from the results list to start
your Space.

You 26/03/2019, 11:07
[ ]
Hi Jo, it's Stu s

Pro tip: In your new Space with Help Bot,
simply say ‘help’. The bot will send you a
greeting and some options to help you out in

specific areas. Pick one or ask your own
question. Get a virtual helping hand whenever

you need it. cOTO®w®

Write a message to Jo Mullins




Connect with people like you

Why not create a Space and invite like-minded people to join up. Take away the hassle of trying to find people who share the same interests, let them come to you!

Add the Eurl bot to your Space to make it public, so people can join and find the Space by themselves. Get a simple, short URL or a QR code, share it on social
media, over email or print a poster. With one click or scan, people will join your space and connect in an instant.

Add Eurl to your space:
1. Go into the Space where you want to add Eurl. < Teams/ esports 0 4 esporscip
2. Click on the activity icon, in the top right of the

Space.

Click the People icon.

Click Add people.

Type Eurl to find the bot.

Click Eurl.

Click Add.

Spaces

N o g AW

Eurl will now display a list of commands you can
ask the bot to do, by typing @Eurl and then the
command.

Type @Eurl url to get your shareable short URL
and share away.
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V\Webex Teams with video devices

Webex Teams allows attendees to join from Cisco video devices. If your device is connected to Webex
Cloud, it will automatically detect your Webex Teams app so you can join your calls on the device.

Joining a meeting using a Cisco video device

Step 1 Step 3

Join the meeting from your computer. Select the Webex device you want to use.

Now Y Use Phone for Audio

Step 2 00 My Computer

Click More options.

& Webex Room device
(X Join with video

Step 4

Click Join with video button.

(X Join with video

[ More options v ]




Switch from
mobile to Webex
device

It’s easy to start a meeting on your mobile and
switch anytime to a Cisco Webex device.

Step 1 .
Tap the ... icon.

Step 2
Tap Move call.

Step 3
Tap the Cisco Webex device you want to use (only
cloud-connected devices will be detected).

Step 4
Tap Move.

For more on using Webex Boards,
check out the Webex Boards
Essentials

.
l



https://ebooks.cisco.com/story/webexboardessentials
https://ebooks.cisco.com/story/webexboardessentials

Share content on a \Webex device wirelessly

What if you could use Webex Teams as a wireless
projector when you want everybody in the room to
see what you are sharing, directly on the
connected Webex device?

Step 1

Search or click the device in the lower-left corner.

Step 2
Click the Share.

e
2]
(&
@
@
©
L]
@







Resources to
learn more about
Webex Teams

To learn about more options
and gain expertise:

1. Access step by step tutorials.
: . .
. i : .



https://help.webex.com/landing/ld-n0bl93g/ccf67e90b14b11e8aaa7c3ce18e7693d/Webex-Teams-App#0ea85f01ddb311e8af2fe3ee8952981e
https://help.webex.com/landing/ld-n0bl93g/ccf67e90b14b11e8aaa7c3ce18e7693d/Webex-Teams-App#0ea85f01ddb311e8af2fe3ee8952981e
https://help.webex.com/landing/onlineclasses#upcomingClass%2FWebex%20Teams
https://help.webex.com/landing/onlineclasses#upcomingClass%2FWebex%20Teams
https://cs.co/webexcommunity
https://cs.co/webexcommunity
https://help.webex.com/en-us/8dmbcr/What-s-New-in-Cisco-Webex-Teams#0ea85f01ddb311e8af2fe3ee8952981e
https://help.webex.com/en-us/8dmbcr/What-s-New-in-Cisco-Webex-Teams#0ea85f01ddb311e8af2fe3ee8952981e

Contacts | Help | Terms & Conditions | Privacy Statement | Cookie Policy | Trademarks


http://ebooks.cisco.com/about/cookies
https://turtl.co/about/legal/terms-conditions
https://turtl.co/about/legal/privacy
https://www.cisco.com/cisco/web/siteassets/contacts/index.html
https://www.cisco.com/c/en/us/about/help.html
https://www.cisco.com/c/en/us/about/legal/terms-conditions.html
https://www.cisco.com/c/en/us/about/legal/privacy-full.html
https://www.cisco.com/c/en/us/about/legal/privacy-full.html#cookies
https://www.cisco.com/c/en/us/about/legal/trademarks.html
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