
Thanks for joining.
In order to hear the presenter, you will need to connect to the audio.

BEST PRACTICE for joining the Webex Audio Conference
For the lowest toll charge possible, connect to audio by using the “Call Me” option
1. From the “Select Audio Connection” drop down menu, select “Call Me”
2. Input your telephone number
3. Click “Connect Audio” GREEN BUTTON OR connect via your computer “Call Using Computer” 



Join a Webex Meeting – Audio



We will be taking questions today via the “Chat” window

CHAT



Cisco Webex Training
Session 1 – Basic Overview

Illinois.webex.com
Illinois2.webex.com



Key Elements
• Participant Controls: 
 Mute
 Raise Hand
 Web Cam
 View Controls

• Eligibility
• Obtaining a Host Account
• Password Management
• Host Essentials
• Desktop Application (formerly Productivity Tools)
• My Webex Profile
• Adding a session to Outlook
• Managing Recurring Meetings
• Scheduling from the Portal
• Joining a Session
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• Audio Connection Options
 Key Best Practice

• Sharing Options
• Reports
• My Recordings
• Mobile
• Help



Technology
Memory Lane

Would we really want to start using  
bag phones, polaroid cameras, 
cassette players, manual typewriters, 
snail mail and encyclopedias again?



JOIN THE JOURNEY

• Built for mobility
• Efficient and effective way to communicate and 

collaborate with business partners
• A method to conduct real time meetings with 

anyone who has access to the Internet
• Decrease travel time and save $$$



CONDUCT
DAILY &WEEKLY STAFF MEETINGS

You have the ability to conduct daily or 
weekly virtual staff meetings with 
managers, agency leadership and staff  
to facilitate open communication among 
teams and provide quick resolution to 
issues and concerns. Your meetings can  
leverage video conferencing, web 
conferencing, audio conferencing, 
document sharing and chat to allow 
participants to join from anywhere.



e-Hearings
PUBLIC MEETINGS

Lawyers in various agencies are using 
Webex in place of in-person claimant 
hearings. Hearings are conducted via 
Webex along with live video and audio 
when claimants cannot attend the 
meeting in person. Meeting recordings 
are archived in a secure cloud-based 
storage environment for auditing and 
legal purposes.



LARGE WEBINARS WITH
WEBEX EVENT CENTER

Webex Event Center provides a forum that 
allows hundreds of participants in a live, 
interactive session that includes polling 
and a formal Q&A to engage their 
participants. Event Center is great for 
listen only webinars and training sessions.



Participant Controls & Viewing
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Video takes front stage

• Makes meetings more 
alive and interactive

• Similar interface 
between other Webex 
applications  and video 
devices
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Webex In-Meeting Experience
Active Speaker + Thumbnails View Grid View

Top-and-bottom View Side-by-side View

Video-only

Content share



When content is being shared, 
you can control how you see the 
shared content and video views

ACTIVE SPEAKER AND 
THUMBNAIL VIEW



When content is being shared, 
you can control how you see the 
shared content and video views

SIDE-BY-SIDE VIEW



When content is being shared, 
you can control how you see the 
shared content and video views

FLOATING VIEW



When Content is not being shared, you can 
switch between three different views

 ACTIVE SPEAKER VIDEO VIEW
 ACTIVE SPEAKER & THUMBNAIL VIEW
 GRID VIEW



Participant Views/Controls: Side to Side (Participant Panel view)



Participant View/Controls:  ZOOM CONTROLS



Participant Controls
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Mute: Did you mute yourself 
via the Webex dashboard or 
your phone as a courtesy to 
others?

Raise Hand: Your session Host 
may instruct you to use this 
feature when you have a 
question.

Video: Click the camera icon to 
allow others to see you. View 
the presenter in full‐screen HD 
by clicking the top right corner 
of the video. (Camera Required)

Mute Raise Hand Video

Off Off OffOn On On



In-Meeting Controls

Mute Video Share Rec Roster Chat Options

Exit

• Optimized for touch panels

• Auto-hide buttons



Webex Service Eligibility
illinois.webex.com

illinois2.webex.com



Illinois.webex.com - Illinois Domain Users
1. Abraham Lincoln Presidential Library & 

Museum
2. Capital Development Board
3. Central Management Services
4. Colbert-Aging
5. Civil Service Commission
6. Children and Family Services, Department of
7. Corrections, Department of
8. Criminal Justice Authority
9. Employment Security, Department of
10. Environmental Protection Agency
11. Executive Ethics Commission
12. Financial and Professional Regulation
13. Guardian Advocacy Commission
14. Governor’s Office
15. Health and Family Services
16. Health and Information Exchange Authority
17. Historic Preservation Agency
18. Human Services, Department of
19. Human Rights, Department of
20. Illinois Principle Association
21. Illinois Racing Board
22. Illinois Tax Tribunal
23. Inspector General, Office of
24. Insurance, Department of

Illinois2.webex.com
Non-Consolidated Agencies
For agencies, boards and 
commissions that do not appear in 
the list to the left.

Agency Portal Eligibility List

(Note: SSO Eligibility is
continually advancing as 
agencies consolidate)

25. Innovation & Technology, Department of
26. Judicial Inquiry Board
27. Labor, Department of
28. Labor Relations Board
29. Latino Family Commission
30. Lottery
31. Lieutenant Governor, Office of
32. Military Affairs, Department of
33. Natural Resources, Department of
34. Public Health, Department of 
35. Pollution Control Board
36. Prisoner Review Board
37. Procurement Policy Board
38. Property Tax Appeal Board
39. Revenue, Department of
40. State Fire Marshall
41. Veterans Affairs, Department of
42. Workers Compensation Commission



Webex Service Portal Eligibility

The states’ Webex service is provided via two portals in order to accommodate
Illinois.gov domain as well as for other agencies directory services.

24

Illinois.webex.com
Agencies in the Illinois.gov Active 
Directory domain take advantage of 
Single Sign-On (SSO)

Illinois2.webex.com
Non‐Illinois.gov domain agencies have 
access to a separate portal requiring its 
own username and password. 

Note: As agencies consolidate, Host accounts will be issued from Illinois.webex.com to replace illinois2 accounts.



Obtaining a Host Account – illinois2.webex.com

Unlike the Illinois.webex.com portal, this portal and associated HOST accounts are 
NOT generated automatically.

Accounts must be obtained by request through your agency Telecom Coordinator.

Submit a E-TSR for a Host Account and send to: 

DoIT.prov@Illinois.gov

• Full Name
• Email Address
• Telephone Number

Note: As agencies consolidate, Host accounts will be issued from Illinois.webex.com to replace illinois2
accounts.
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mailto:DoIT.prov@Illinois.gov


Creating Your Host Account
illinois.webex.com

illinois2.webex.com



Creating your Host Account – illinois.webex.com Single Sign On (SSO)
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Eligible employees can create a Host account on Illinois.webex.com by simply following the login process below. 

If this box appears, select 
employee account
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Creating your Host Account – illinois2.webex.com 



Account Login – Illinois2.webex.com

Illinois2.webex.com

Enter “Username”
Username = Firstname.Lastname
Password = Initial Password will be 
provided and the user will be prompted 
to change the password upon login.

1.

2.

Your new password must meet the 
requirements listed in the image to 
the left.

3.

https://illinois2.webex.com/mw3100/mywebex/default.do?siteurl=illinois2&service=1
https://illinois2.webex.com/mw3100/mywebex/default.do?siteurl=illinois2&service=1
https://illinois2.webex.com/mw3100/mywebex/default.do?siteurl=illinois2&service=1


Forgot Your Password?
1.

2.

3.

https://illinois2.webex.com/mw3100/mywebex/forgotpwd.do?siteurl=illinois2
https://illinois2.webex.com/mw3100/mywebex/default.do?siteurl=illinois2&service=1


Welcome to Webex!
“Webex Profile”



Success!



Webex Profile

Your Virtual Profile is Important
Choose an appropriate photo and Label to 
be used in multiple applications including 
Webex. This consistent reflection is 
important as remote interaction and 
collaboration increases.

To personalize your Webex portal, 
Productivity Tools and Session image with a 
profile photo, click on the circle at the 
center of the main Webex portal page.



Webex Meeting Desktop App



Download Webex Meeting Desktop App

1. Click “Download”



Download Webex Meeting Desktop App

1. From the left 
navigation menu,
Click “Downloads”

1.

2.

2. Click “Download”
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Cisco Webex
Meetings
Experience!

New Desktop App
New User Interface for 
Webex Meetings and 
Events
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Webex Meetings Desktop App 
Ultra fast, ultra simple

Click to start meeting enabled by calendar service

Our fastest join 
experience yet • Start, join meetings

• One button to push

Calendar integration 
available for 

Exchange/O365

Connect to 
devices
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Webex Meetings Desktop App
Calendar integration—see all your Cisco Webex meetings

Cross launch outlook 
client to schedule 

Cisco Webex® 
meeting

Meeting list fully syncs 
with calendar Meeting toast to easily 

join meeting

Calendar
integration enabled by 

Calendar Service 
(available for 

Exchange/O365)



It’s time for Poll!
How comfortable do 
you feel creating your 
Webex Host Account 
and installing Webex 
Meeting Desktop App ?
Poll will be open for 2 minutes



Scheduling a Webex Meeting 



Setup a Webex meeting in 
Microsoft Outlook, just like 
you do other meetings.

How to schedule a Webex Meeting in Microsoft Outlook



How to schedule a Webex meeting using Webex Meeting Center



Schedule your Webex Meeting – Recurring Webex Meeting

Changing a Recurring Webex Meeting
You can change an occurrence of a recurring meeting from your Outlook calendar to:

• Change the date and time

• Invite or remove attendees

• Remove Webex from a meeting series that includes Webex

To change an occurrence of a recurring meeting:
1. Locate the meeting you want to change on your Outlook calendar.
2. Double-click the meeting occurrence. The Open Recurring Item dialog is displayed.
3. Select Open this occurrence, then click OK.
4. Make your changes, then click Send Update. The meeting occurrence is updated on your Outlook calendar 

and on your Webex site. Attendees are notified of the change.

PARTICIPANT BEST PRACTICE: Ensure when joining a meeting to select the current date occurrence within the series.
HOST BEST PRACTICE: Do not add a Webex to a meeting in a series that that does not already include Webex.



Joining a Webex and Audio Options



Join a Webex Meeting
Microsoft Outlook Invitation
Click on “Join Webex Meeting”

Webex Portal Invitation
Click on “Join the Meeting” 
You also have the option of adding the meeting to your 
calendar by clicking on “Add to Calendar” 



Joining a Session via the Webex Portal
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GREEN
Ready to Join 
the meeting

Hosted by Valerie Bolinger



Audio Connection Options
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There are 5 options to choose from 
as indicated here.

The various options are provided to 
accommodate a wide variety of use 
cases. Call using a computer or 
video system require specific 
hardware to be used.



BEST PRACTICE for joining the Webex Audio Conference
For the lowest toll charge possible, connect to audio by using the “Call Me” option
1. From the “Select Audio Connection” drop down menu, select “Call Me”
2. Input your telephone number
3. Click “Connect Audio” GREEN BUTTON OR connect via your computer “Call Using Computer” 

Join a Webex Meeting – Audio



Join a Webex Meeting – Audio



Muted Unmuted

CAN YOU HEAR ME NOW?
Muting & Unmuting Options
The Dreaded “Double Mute”

Participants can mute or unmute themselves 
regardless of mute on entry being enabled or 
being muted by the host.

As a participant:
In the Participants Panel (right zone), select 
Mute or Unmute 

Muted

Unmuted

Desk Phone

Webex



Hosting a Meeting



Anyone Can Share

53

• The Ball represents sharing capability within a 
session. 

• The ball is next to the Host’s name by default. 
Also, by default, the “Anyone Can Share” feature is 
enabled.

• The Host has the ability to uncheck “Anyone Can 
Share” in order to lock down control of the ball 
within the current session.
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• Thumbnail 
previews of 
running apps and 
desktops

• Eliminates the 
”guess work”

• Faster selection 
during 
presentation

A New Way of Sharing



Webex Meeting Essentials for Hosts

1. BEST PRACTICE Audio Conference: Have the meeting call you or connect using your 
computers audio system

2. Record: Record the meeting, including audio, video and presentation , for sharing later.

3. Share my desktop or files: Share files, applications, or videos. Present anything on your 
computers desktop.

4. Share video: Click the camera icon to allow others to see you. View the presenter in full-
screen HD by clicking the top right corner of the video.

5. Adjust you view: Grab the vertical bar in the middle of  your meeting window to resize the 
panel they you would like.

6. Chat: Start a side conversation with anyone in the meeting.



Recording a Meeting & Reporting Options



“My Recorded Meetings” 
provides a list of your 
previously recorded 
meetings.

Users have the ability to:
1. Play recording
2. Email your recording
3. Download
4. Edit
5. Delete

My Recorded Meetings



Meeting Center Reporting



Meeting Center Reporting

1. From the left navigation 
menu, select “Insights”

2. Click on “View More” 1.

2. 3.

3. My Webex Reports page will appear 



Usage Report

https://illinois.webex.com/mw3200/mywebex/default.do?siteurl=illinois&service=10


Webex Mobile App

Google Play
App Store ITunes



To join or host a Webex
meeting from you mobile 
device download and install 
the Webex Meetings app



Coming Soon!
A new join experience!



Cisco Webex - New Join Experience
4

1

2
3BEST PRACTICE

“Call me” OR
“Use Computer for audio”



Need Webex Assistance?



How comfortable do 
you feel joining, 
scheduling and/or 
hosting a Webex 
meeting?

Poll will be open for 15 minutes

Poll coming your way!



Meeting Center “Support”
• Popular Topics
• My Resources
• Downloads

My Webex Support & Training 
• Resources
• Downloads
• Contact Information
• Training
• Self-service technical support

Self Service Tech Support

https://illinois.webex.com/mw3200/mywebex/default.do?siteurl=illinois&service=1
https://illinois.webex.com/mw3200/mywebex/default.do?siteurl=illinois&service=10


https://help.webex.com/landing/onlineclasses



DoIT Customer Service Center

DoIT Tech Support 
staff are ready to help 

you with all your 
Webex issues.

217-524-DoIT (3648)
or

312-814-DoIT (3648)

Option 4
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