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INTRODUCTION

This guide is not exhaustive however it will give you the basics to getting started with
WebEXx. Includes some hints, tips or examples of application in pale blue.

What is WebEx?

Webex enables an individual to share their computer (desktop) with others while
chatting (speaking/listening) over the phone. It therefore allows you to have a
teleconference style meeting and share content (documents, presentations, demo
websites, etc.) with others. If you are not sharing any content from your desktop then
you may just want to use the teleconferncing system BT MeetMe which comes as
part of your webex package.

What do | need to join?

e Access to PC or tablet with internet access

e Telephone positioned close to PC - can use mobile/smart phone.

e The host of the meeting will present documents or website on their computer
or laptop

e If possible use a quiet room free of distractions where you can converse
freely.

e Give yourself time to set up the meeting, e.g. book room 15-30 minutes in
advance of the call and 15-30 mins after the call is due to end in case the
meetings runs on, there are questions, etc.

Examples of use

Teams based in differing locations can meet to discuss and progress work, without
requiring time to travel to a set location.

Teams (or participants) can discuss and share information on various projects
without leaving the workplace. Saves time and ensures they are available for
potential emergencies (other day-to-day work activities).

Training can be supported remotely by uploading learning (or educational)
content/information and can be discussed via teleconference. This can be achieved
on a 1-1 basis or small groups.

New documentation that requires consensus to progress can be viewed by all and

contributions discussed to speed up the process of sending around to members and
awaiting feedback.

HOW CAN | ACCESS WEBEX

What do | need to host a WebEx meeting?
To host a meeting you require a login.

You need to contact your IT department about the process within your
organisation
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Youforwarded this message on 07/07/2014 1434,
" )
2008
From: [k, Sent: Fri04/07/2014 15:25
To: Barber, Sandra
c
Subject _ Your New Conferending Account Detals
=

*:%% Sandra, save this email ****
1t contains important information about your Health Sector Conferencing account

[NHS e

BT Conferencing

Your new Health Sector Conferencing Account Details

Thank you for opening a Health Sector Conferencing account. Your account is now
active and you can use it immediately to help deliver significant cost savings to your
organisation. By using your Health Sector MeetMe, you will also help to reduce carbon
emissions and may also improve your work/life balance.

Please save this email for future reference as it contains your Health Sector MeetMe
details. You may find it useful to print these details for easy reference

Before your first conference...

Step 1:  Copy your audio and web conferencing details below in a secure
location

Step 2:  Go to your conferencing site at www.btconferencing.com/nhs and

bookmark it for future reference.
Step 3: There, read how to get started with audio and web conferencing

Step 4:  Get Outlook Add-in, Desktop Controller and Mobile Controller

Step 5:  Sign up for free training to get up to speed faster

| b | ol @mb,ﬁnnm.'ﬁmmamm TRBWD e

Crstar| (28 o coon svices..

¢ You will receive an email with your personal login details for hosting a
meeting. This can be found near the bottom of the email.

» Save and add to your favourites.

(D) H 26 >+ )= W Your New Conferencing Account Details - Message (1M
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Subject  [TW Vaur New Conferencing Accaunt Details
(@ Web Conferencing Details: Health Sector WebEx &

‘Web Conferencin
Use this to share documents, visuals, and even your desktop, with your conference
participants

You have two ways to start WebEx.
1. WebJoin, Uhe casiest way Lo join.

Webloin is the easiest and Fastest way to start and join a web conference

ive this WebJoin link to your participants with your Health Sector MeetMe participant

Webioin link: https://www.wel

Participant passcoda 41732306

As the chairperson, use the same WebJoin link bUt Start the meeting using your
chaitper son passcode:
Chairperson passcode: 50112024

2. Log into WebEx for more advance featuras.

If you need to use more advanced features such as recording and uploading
prosentations prior to your confarence, log into WebEx with the details below.

Web conferancing link:
https://healthsector.webex.com

User name: sharher
Password: 2000000

Health Sector Conferencing Helpdesk

recfone = uk.government.conferencing@bt.com -
et \ www.bEconfer encing. com/nhs
e T Ty oS (AR

WRFX GIITDE_ 2015

F2 @B D g

I - Y pp—

e The following link found in the email will take you to the WebEx pages

> https://healthsector.webex.com/mw0307|/mywebex/default.do?siteurl=
healthsector&service=1
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Q5T GLOBAL SERVICES NETWORKING (U LTD Webex.

Connecting Healthcare

Meeting Center My WebEx

Join an Unlisted Meeting

Attend a Meeting
» Host a Meeting

Tojin an unlisted mesting, type the meeting number tht your
» Setup host gave to you, then click Join N

» Support Meating number:

_Join Now |

© 2015 Ciseo and/or itz o . Al rights reserved.
Srheacy | Tarms of Sanviea] Rbouest information about WebE Serutes
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SETTING UP A WEBEX SESSION AS A HOST

From your personal log in details email you can click on the link
https://healthsector.webex.com

11.

DEEHRSRIVH $BBA S -0 800F:ES N 0w v@\mrgm!

44 Normal +Verd 3 Verdana <o - [B]z u =] |B-2-A-0
° Ele Edit View Insert Format Tools Table Window Help Type a question for help = X
[T e @R e e e =

o) Hea\th Sector Conferencing account also allows participants to dial in to your
Health Sector MeetMe conference from any location using toll free or local numbers. Give
these to partcipatts ho are OLESICR Your Country, oF tse ther yourself when traveling.

For a list of these access numbers, please visil

http: //www. .com /4 [?bi public
For support during 3 call, press *@ on your phone and g will
assist you

@ Web Conferencing Details: Health Sector WebEx
Web Conferencing

Use this to share documents, visuals, and even your desktop, with your conference
participants.

You have two ways to start WebEx.
1. WebJgin, the easiest way to join.

Weblgin is the easiest and fastest way to start and join a web conference

Give this link to your participants with your Health Sector MegiMg, participant
Rasscode.

Webloin lini | htip: bjoi

Participant passceds: 41732306

As the chairperson, use the same \eblgin link but start the meeting using your
chairperson passcode:

Chairperson passcade: 50112924

2.Log

to WebEx for more advance features.

If you need to use more advanced features such as recording and uploading
presentations prior to your conference, log into WebEx with the details below.

! Web conferencing link:

Health Sector Conferencing Helpdesk

T
« G800 356 7a2E = bk conferencing@bt.com
ww bteonferencing.com/nhs

Sec 1 23 At2mmm In29 Col8 REC TRK EXT OVR Engish UK 10K

o] @ i | et ] || G| e

Mew Microsoft Wor... | & [0 8 ) () oot v
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12. Host screen

/2 BT Gl SERVICES NETWORKING (UK) LTD WebEx Enterprise Site - Windows Internet Explorer provided by NHS Greater Glasgow and CI =]
Goo-o = 50 = =1 & [ (x| 5en 28|

- Favorites | 15 @ NHS Seofiand -1 ngin

T | B - B) © () @ - Page~ Safety~ Took+ @ 7

N3

Connecting Healthcare

)

manting canver [RETTE 3
Join an Unlisted Meeting
Attond a Mooting
~ Host a Meoting

To join an unlisted mooting, type the mecting number that your
host gave to you. then click Join Now.

g Meeting number:

Schedule 2 Mocting

;
b sertn
< oot

© 2015
Erivaey

[T [T [ [ [/ Trusted sites | Protected Mode: Off [Fa - [®wo% = 5

Erstan| [ @ o cronms senvic. || comnuens cvesce | || wemex | (O] |1/ coerier mcomn |Ellfjwmm,m.. TmemD oo =

13. Click on schedule a meeting

(22 BT GLOBAL SERVICES NETWORKING (UK) LTD WebEx Enterprise Site - Windows Internet Explorer provided by NHS Greater Glasgow and € HE]ES
<ol > B = [2]-]
< Favorites | 515 2 NS Scotland -Login

5] | @ ciosaL semvices nerw. | 8 Your new Health sector ... | @ 87 Guoea services e x ||| Zi v B - e Pages Saety - Todsw @ 7

N3

Connecting Healthcare

Mesting Center JuL R iEt

[Lo0 out]
Schedule a Meeting Set options using template: | [Veeting Center Defaut] ¥/
Attend a Meeting To set advanced meeting options, go to Advanced Scheduler @

w Host a Meeting

* Required field

* Meeting topic: [WEBEX GUDE
Password: Confirm password:
pate: [Apil S0 22015 5]
Time: [11=][205] ©am Cpm  London Time
Support buration: [Thr S][0min =)

-
MyResources
Attendees: [sandra.barber@ggc.scot.nhs.uk; E| Use address book...
User Guides 21250n. urebgge. scot.nhs. uk;
Downloads =

I~ Send a copy of the invitation email to me

Audio options: Teleconferencing Service Change audio option....

Coed | _ Sow st [ oo ]

© 2015 Cisco and/or its Al rights raserve
privacy | Terms of Service | Requsst information abo

[ [ [ [ [ [ [/ Trusted sites | Protected Mode: OFf Fa-[Rwo% -

Erstant| | (@3 b7 ctonaL seRvic.. i SR e | | | Weber | o] [@msﬁarm@ﬂ |@;jwsasxwms,m;s..| RSB L -

e Name your meeting
Complete the date and time fields remember to change time zone
e Duration of meeting
» Extend the time in case meeting runs over.

¢ Add email address of attendees

> For ease; have all emails for members attending the meeting in a
word doc, copy and paste into this box.
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> Alternatively when you receive the email notification forward it to
participants — this way you can add further information about the
meeting. Suggest simplifying the message in the email as it can
be confusing.

e Use advance options to select if you want people to be announced on
joining or leaving the meeting, otherwise the system will just bleep when
people join or leave.

e Click on start now

e Automated email will be sent to all attendees

> If this is new it may be best to start with manageable numbers in the
first instance e.g. 6-7 people joining but you can have many people
joining though in our experience can be problematic with over 70
people.

When it is time to open your WebEx click on the link in the email and use dial back
OR call the freephone number.

Benefits of using call back

Using this functionality makes it easier for the facilitator to identify who is speaking as
names are only displayed once and is very useful for mobile phones users as it
saves them having to dial an 0800 number.

Toplc: WEBEX GUIDE

Teleconference Invite & Remind

Share File -~

[® End Meeting e | |
r— - )

WEBex Mesting number: 953 384 208 Connected @ 4 Wil

crstart| @B cientenwy wingo... | i seanemni owaac v | | wevex | 151 o caensor swomers.. | B8] wesex curoe z0ss... [ @ oo webberiect = [ 8 @1 b au . =

If a member hasn’t joined you can send a reminder by clicking on the invite and
remind icon.

As host you can share numerous files as mentioned; e.g. pdf, doc, excel, power

point. Go to Share File options, and select the application you want to share. Also
you can use Alt/Tab on keypad to flit between different files, programmes.
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“® Cisco WebEx Meeting Center - WEBEX GUIDE =15 x|

Ele  Edit Share io  Participant Meeting  Help

Quick Start Meeting Info ACTION PLAN ... | ACTION PLAN T... & New Whiteboard Partici... - Chat & Recor.. & MNotes ~

S -T -0 - W-%-|« @ - s ~ 2% Participants x
Speaking

v ‘Sandra Barber (Host, me)

ACTION PLAN TEMPLATE

What we are going to do Who will be How will we know if it works When do we

invelved expect to achieve
the goal

High Impact Change 1: Maximising patient engagement & reducing DNA's.

Change Principle: Our practice delivers flexible engagement approaches o meet the needs of individual patients in order to
maximise uptake of GDM G
1.5 | We are going to introduce a sharing of | All T the frequent DNATs are contactable using | Ongoing, but hope

ptinformation by all staff writing in the | reception, | the knowledge written in the notes of how | to see lower DNA
notes of the pts regarding knowledge of | admin & best to contact then monitoring their rate and more pts
the pt, i.e. best time to catch pt at clinical staff | attendance or if necessary reminder call | being contactable
home, if pt tends to respond to txt or before appt to maximise appt attendance. | & attending CDM
email messages and all staff will check Our Practice Nurses will also report back on | appts.
this before cont pts

T.3 | New staff and non routine site staff do | AL Al Staff will have notes on Specific pts Ongoing and by
not have the full knoweldge of pts reception, | through staff knowledge sharing and be March 2015
communuication & access needs as they | admin & able to communicate with pts with
maybe only cover the site for 1 day per | clinical staff | communication/access needs. All staff
week or holidays/sickness. Staff are advised to report to Practice Manager of
going to share information with all staff any difficulties with pts engagement etc
at all sites by EMIS ta after messages have

High Impact Change 2: Delivering person centred consuftations,

Change Principle: Al staff understand the effects of health inequalities and social determinants of health and have necessary
and skills to help them support patients to make positive lifestyle change and reduce risk factors
2.6 | We are going to try and change clinic
times so that a Dr is onsite when CDM
clinics are running to enable a mere

Practice
Nurse,
Practice

Our Practice Nurse will report back Ongoing and by
quarterly of any challenges/problems she | March 2015
has had with CDM review pt if a Dr has not

[@s v preserier | =]

sendto: [ Everyone -]

Fulsaeen |[B6% -] & S | view - | at

SNBbex Meetng number: 953 384 908

Connected © 4 didy

r_'SIarl: fea’ma‘wrwmw. ..»:T.J (O] oyt colender -ticosoft |Eﬁwﬁamm_m15 |°DscnwebEkMeemg| 2 [ 53 W 0) m’;‘;ﬂ‘m.

To the right hand side of the screen above (15) see the icon participants the names
of members will come up who have joined the session.

The bottom right box of participant section can be clicked on by members this will
show hand icon. Allowing the host to be aware someone would like to contribute to
the discussion.

» Remind member to click again to remove when finished adding to
the discussion.

Chat box at bottom right of the screen can be used to send a message to everyone
or via the drop down box individuals at your meeting.

» E.g. this can be useful if having a problem with telephone to
highlight to host without interrupting the flow of discussion.

» ltis useful to add a welcome message to participants and remind
them of the number to call and the code.

You can hand over host rights during the meeting by moving the round presenter ball
to another name on the list of participants.

You can record meetings using *8, see help on WebEx system to do this.
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16. Close meeting

€ New Whitchoard Partici.| . Chat (@ Recor. [ Notes

Speaking

sandra sarber's meeting [® Recors | ° T (=]

Topic: WEBEX GUIDE

L o
Teleconference Invite & Remind
Share File S
[ raerroe= o] =)
(8 cnd Meeting |

SW8hex Meeting number: 953 384 908 —

cted © B Uils

e «sc
Lrstart| (6D Clent Enry ~Wincow | | e | Ol | =71 mbox -marosoft ot |Eljwaaamms,m15 2 | OCMWQI)EXMQ&L. TRBWO 2 -

When your meeting is finished you may want to recap on any outcomes/ actions.

Inform participants the meeting is ending. Participants hangs up from teleconference
and you click end meeting at the bottom right hand side ‘End meeting’

17. Check the meetings you have hosted

G0 o

¢ Fovortes |5 2165 Scatand -Logn

B S R e

o[ Qaeny Qeaceu smacesre.. x || el

N3

Connecting Healthcare

My WebEx Meetings Welcome, Sandra Barber | |
Attend a Mestin
& g Go to My Personal Meeting Room 3f; Start a One-Click Meeting =E
Dally | Weekly | Monthly | AllMeetings | Enalish : London Time

Search for meetings by date, host, tapic or words in the agenda

. % w [ I L]
b SetUp [The meetings you host =] © Show past mestings
o~

v Support ate & Tim Type o ¢ o
MyResou Meeting NA  NA  NA
Meeting N VA NA
Meeting N A NA
Meeting N A NA
Meeting NA  NA NA
Meeting NA VA NA
T Apr 10,2015 Meeting NA VA NA
I Apr 10,2015 Meeting NA  NA  NA
Delete
° Pendng O © Requests Rejece
[T [ [/ Tosiedstes roteced vode: O s -

Frsoe| [ @ srctommscnnc | | | v |a Jm,mm.\@jmmm"] TRBRO 20 .

When in the host screen (12) click on my meetings, to the left of the screen, choose
from options; all meetings, monthly, weekly or daily.

If choosing option all meetings you can enter a date range to narrow you search as
shown above.
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HINTS AND TIPS SHEET

Preparation

Set up a meeting on BT WebEx system, remember to change the time zone to
London. If you are using a shared login details check no other meeting is booked as
only one can be hosted at a time on an individual username.

Send invite in advance so users have time to test the functionality from their pc or
mobile device by providing the test url link. It is best to simplify the email before
forwarding to participants Provide a meeting number because for some people who
have difficulty accessing WebEx it is an easier way to join. All browsers should now
work but if problems advice use of Internet Explorer.

Send a reminder on the day.

Send agenda and slides in advance to participants if possible/appropriate
Read over your documentation to familiarise with content.

Prepare any questions prior to meeting to encourage discussions.

Situate in a quiet room free from distractions (where possible). Background
noise can be distracting to you and difficult for others joining the session.

Dial in 10 mins before start of the session.

Keep phone on mute when not speaking....

Opportunity to share your ideas and hear about others ideas

Ask members to jot down questions to ask when it’s their turn or to use raise
hand icon to contribute earlier where appropriate.

Problem solving within the members attending the meeting.

Build confidence in practical use of WebEx.

YVV VYVVVV VYVVVVY

To ensure you have a process to go round all members involved in the session it
may be helpful to set up a wee template to jot down responses and questions from
your sessions.

Meeting Etiquette

Introduce WebEXx etiquette —

» Ask participants to clear distractions and silence mobiles as they would in

a face to face meeting

» Ask them to mute their phone when not speaking to prevent interference
on the call — use mute button or *6 or the host can use *5 to mute all
phones
Be considerate to all members of the session.
Avoid talking over members.
Remember you all have an opportunity to contribute.
Tell them how to use the slide bar at top to see participants and chat box,
Tell them how to use the hand to ask questions,

VVVYYVY

Remember to get permission if you plan to record session.

WebEXx Guide for host 9



Technology
Remember, if you need any help just key *0 for Operator assistance.

Key #1 to check all participants are on the call
Key *6 to mute your line and *5 mutes all other phones — tell participants to use raise
hand button to ask a question.

Key #2 to find out how many people are on the call; for security reasons, you may
want to know who's listening.

Share the necessary applications on your desktop before people join so you are
ready to present and you can easily move between screens.

Practice passing the controls to others if this is part of your meeting; remember any
slides have to be on their computer.

Recording - To record the call use *8 but remember to ask permission of attendees to
record conversations.

Running the meeting
Take list of attendees to review if people have signed in.

Begin with a slide with your photo to introduce yourself
If possible ask everyone to introduce themselves — it is helpful to encourage
everyone to speak early so they are more likely to contribute and ask questions.

Use a mix of slides and live demo as appropriate
Use the Poll option to engage attendees or to get feedback at the end of the session
— it is easy to paste you question and reply options into the system. Go to the Help

on the WebEx system for guidance. It is best to open the call early and enter the
questions and answers in advance.

To close the meeting
To close, summarise key actions and agree next meeting times as appropriate.

Key ## to end call
Remember to END Meeting and log out of WebEx.
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