Updated as of 7/26/18

Cisco Webex Teams

Getting Started with Cisco Webex Teams App

Webex Teams brings together all your people and communication tools in one secure and easy-to-use app. You
can create, share, and get work done with your team regardless of where you are located.

Download the Webex Teams App
If someone invited you to Webex Teams, you should have received a welcome email with instructions.
Otherwise, you can download the app and set up an account on your own.

The Webex Teams app is simple. Find navigation on the left, activities on the right, and messaging in the center.
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Alison 6/29/17, 5:23 AM
Has anyone seen the COO's report from yesterday's meeting? @ e

Whiteboard People

7, 2:56 AM

, do you have the updated links for the report.

Barbara German 1/22/18, 3:08 AM
Hiall, since we've moved today's meeting to a lunch meeting, don't forget we're
meeting at Da Roberta's at 12.30.

Glacomo Edwards  11:29 AM
Does anyone have the slides from yesterday's meeting? Wanted to review the latest
trends.

3 Karen A. Adams 1:48 PM

Catherine could you please pass your presentation along to Giacomo?
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] Connect to a device

Devices

Read and Send Messages
Get started right away in Webex Teams by reading and sending messages to people directly or to everyone on
your project team.



Read new messages—just look for the bolded space nhame and click one to read one.

General
Analytics Team

Send a message— You can send a message directly to just one person or to several people.
. l/—I—\I . .
Tosendamessage to aperson,click —/ and choose Contact a Person, enter their name or email address and
press Enter.
I/—?—\I
To send amessage to several people, click “—/ and choose Create a Space. First,name the space. Then select
Create, and enter the names and email addresses of the people.

The next time you want to send amessage, you can just select the name from your spaces list.
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5. Comnect to a device

Meet and Call People

You can handle video calls and schedule meetings right from Webex Teams, whether you're using it on your
computer or mobile phone.

Answer calls—when your app rings, just select Answer when you're ready to answer the video call.
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If youdon't want anyone to seeyou, click ™ to turn off your video.
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Call someone using their email, name, or phone number— Go to Call '\"‘\";- and enter thatinfo to call them.

Call someone from a direct message — In a conversation just with that person, go to the activity menu “ and
choose Call &

If you do thisin a space with several people, everyone's app will ring, and you'll start a call for the entire space.

Schedule ameeting with other people in a space— Go to the activity menu & ,choose Meetings W and
follow the instructionsin the app.

Share Files and Whiteboards

Getinput on meeting agendas, presentations, or share photos from your last off-site visit. Sharing files, photos,
screen captures, videos, and whiteboards is simple in Webex Teams.

Share files—Drag and drop your file into the space, and then press Enter.

View shared files— Go to the activity menu " chooseFiles ,and scroll through the available files.



X Files (6)
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Event planning trackerxlsx

Event planning tracker.xlsx

Create whiteboards— Go to the activity menu e ,choose Whiteboard e ,and then select New.




