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Cisco Webex Teams o

Official Cisco Resources:

https://help.webex.com/en-us/

https://collaborationhelp.cisco.com/article/en-us/ghmde9

https://collaborationhelp.cisco.com/tutorial/section/Cisco%20Webex%20Teams

https://www.webex.com/fags.html#fags-teams

Summary
Provided below are instructions for joining, configuring, and utilizing Cisco Webex Teams. Cisco Webex
Teams is a collaboration tool licensed for all BCOM users.

“Webex Teams is an app for continuous teamwork with video meetings, group
messaging, file sharing and white boarding.” — Cisco

Cisco Webex Teams is available for Windows, Mac, iPhone, iPad, and Android.

Prerequisites

o  Webex Teams Invitation Email
e Google Chrome, Mozilla Firefox, or Webex Teams application

Notes

o  Webex Teams does not work in Microsoft Edge or Internet Explorer currently.

Sign-Up from Invitation
To begin using Cisco Webex Teams, you will need to create an
account. el Webex

1.

Locate the invitation email that you received from
“Cisco <webex_comm@webex.com>".

BCOM Webex Admin is waiting
to collaborate with you on
Cisco Webex Teams.

2. Click the “Join BCOM Webex Admin Now” button.

3. Your default browser will open and you will be ——
prompted to enter your email. You must enter your e Toams 1 sty £ ol sour W mosting. o0t
BCOM email address. e o e e ST o e pnene

4. You will then be routed to BCOM'’s SSO (single sign-on) OCH Yotk A et 0101 G Vo o e
Office 365 portal.

5. Enter your BCOM credentials (full email and email
password). Nee hlp Corct s

6. The Webex Teams web portal launches giving you a

brief tour.


https://help.webex.com/en-us/
https://collaborationhelp.cisco.com/article/en-us/ghmde9
https://collaborationhelp.cisco.com/tutorial/section/Cisco%20Webex%20Teams
https://www.webex.com/faqs.html#faqs-teams
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7. Read each pop-up and click “Got It” a few times to begin using Webex Teams.
8. Webex Teams (web) can be relaunched by visiting https://teams.webex.com/

Install Webex Teams PC Application

These steps will guide you through the process of downloading and installing Webex Teams on your
computer. Webex Teams will also run through Google Chrome and Mozilla Firefox without a download
but with limited functionality.

1. Visit https://www.webex.com/downloads.html
2. Click on the Download button found under the Cisco Webex Teams section.

Get the Webex you need.

@ (@’

Webex Meetings Webex Teams

Download Teams VDI

Also available here: Also available here:

£ Download on the GETITON £ Download on the GETITON
& AppStore » Google Play @& AppStore " Google Play

3. Double-click on the WebexTeams_x86.misi file that was downloaded.
a. Alternatively, simply click the

download once it is .
. WebexTeams.msi P
completed in Google Chrome. ¥ 19.2/72.9 MB, 2 mins left
Step 1 Step 2 Step 3
Double-click the The Webex Teams setup Once installed
WebexTeams_x86.msi wizard will launch. Follow the app will launch

file you downloaded the instructions to set up. automatically.


https://teams.webex.com/
https://www.webex.com/downloads.html
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4. The Webex Teams setup wizard will launch. Follow the instructions to set up.

43 Webex Teams Setup. - 3 |42 Webex Teams Setup K| §Fwebex Teoms Setup - X

Tnstalling Webex Teams

Welcome to the Webex Teams Setup "0 Q Completed the Webex Teams Setup

Wizard Wizard
Plsse wai whi the Scup Wizard irsols Webex Tearms. ik the P bt 12 et th S Wi

The Setup Wzare vl stz et Teams on pour cervsuter,

ik e 1 Earue o Cancl 2 i th St Wiaars
Smns Vaidssng e
_—

1 £ [taunch wiebex Teams 3
. et Cancel ek e Cancel Back Finh Cancel

5. Once installed, the app will launch automatically.
a. When launching the application for the first time, you
will need to agree to the Webex Teams End User
License Agreement

6. To launch it again,
double-click the Webex w
Teams icon on your
desktop or in your Start
menu.

W Waves MaxudioPro
. Weather
l Webex Teams

@ Webex Teams

l Webroot SecureAmywhers

7. You should then be able to sign in.

9

Welcome to Webex Teams.
It's nice to meet you.

Work email address

alialn
cisco

Webex Teams

Version: 3.0.15036.0

Copyright © 2019 Cisco Systems,
Allights reserved

Webex Teams is a collaboration application that provides
messagingli), voice and video caling capabilities

MPORTANT NOTICES AND DISCLAIMERS - PLEASE READ -

Use of thi
of Servic

All Dala is
whid

q "Agree” on the Installer window you agree to comply
with the terms and canditions of the Cisco Terms of Service.You

also consent to the installation of all future updates of the Webex
Teams saftware. v
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Spaces

Cisco Webex revolves around “spaces”. There are 3 types of spaces: people, spaces, and teams. For
suggestions on how to use the types of spaces, please visit this article:
https://collaborationhelp.cisco.com/article/en-us/4eawbp

Any space has the capability of messaging, sharing files, whiteboarding, and holding video meetings.

People
Chat and collaborate with a single person in a private session:

1. Click the + button and select “Contact a Person”

Or-

+ @© ¥] Help Bot Q

Contact a Person

Create a Space

(& Welcome to Webex Teams! You can easily meet with your team and collaborate on
projects from anywhere, anytime. &

I'm here to help you unlock the magic. Say help or ask me questicns about Webex Teams
like What is a space? or How do | make a video call?

-
OT O
57 Connect to a device Write a message to Help Bot
2. Search for the person by entering their name or
email. Contact a person
a. Typ|ng their‘ name W||| Only Wor'k for' Start a conversation between you and one other person
people within the organization. (& wayh °
RM  Ryan Mayhew
b. Type an email for people outside the
organization to invite them to Webex
Contact a person
Teams' Start a conversation between you and one other person.

[ Q example@email.com (<]

Invite to Webex Teams

spaces
Chat and collaborate with multiple people in a shared space:

+

1. Click the button and select “Create a space”


https://collaborationhelp.cisco.com/article/en-us/4eawbp
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B

Contact a Person

Create a Space

52 Connect to a device

Create a space

Start a group conversation with others

Close

2. Name the space and (optionally) add people by name or email.
a. Typing a name will only work for people within the organization.

b. Type an email for people outside the organization to invite them to Webex Teams.

Create a space

Start a group conversation with others

Internal and External Member Spaces

Q  example@email.com

Press Enter to invite this contact to Webex Teams.

RM

In the example above, | have invited Ryan (Internal) and will press Enter to invite example@email.com

(External) to join Webex Teams.

Teams

Chat and collaborate with multiple people in a shared team space that allows for multiple shared spaces

within. This allows for better organization of topics.
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1. Click the - (Teams) icon to switch to the Teams window.

2. Allteams you are a part of will be listed here, you can see | am already a part of the Operations
Team. To create a new team, click on “+ New Team” in the top right.

Teams

Operations Team

3. Name your team and optionally add a topic or description of the Cronto 2 oo
team. i e o ofpople i il gl e
4. Click on your team that appears. Teams are laid out in a grid
format.

® ’i.; i \:\Q p

5. When you create a new team, a “space” called General inside the
team is created by default. You can create new “Spaces” by

_|_
pressing the button. Think of “Spaces” within a Team as different topic boards, or project
boards. So if you had a Team for your

B < reomsmest plaing I e department, you may have a “Space”
o e i o where you just discuss planned
+ | Newspsce events, curriculum changes, future
- Y. test dates, a major project, etc. This

helps manage information.

Example: Someone may send the
deadline date of a project, this will be
much easier to find in the future if it is
in the “Project” space, rather than in
the “General” discussion space.
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6. You can add Team Members under the “Team
members” tab.
7. Search for the person by entering their name or

email Spaces Team members

< Teams/Test Planning

a. Typing their name will only work for people WES %

within the organization. RM  Ryan Mayhew

b. Type an email for people outside the

organization to invite them to Webex ,
< Teams/Test Planning

Teams.
Spaces Team members
example@email.com X
8. The Team moderators section allows you to add We couldn'tfind example@email.com. Press

Enter to invite this contact to Webex Teams.
more team moderators, remove a team

moderator, archive a team (closes a team for all
members), and leave a team. You cannot leave a
team if you are the only moderator.

= o X
< Teams/Test Planning Test Planning
What is this team about?
Spaces Team members
B Team moderators
Add Team Member
Add Team Moderatc
ST
ST iqn' Turner (You)
Moderator

Video Meetings

Webex Teams allows you to do video meetings directly from within any space. Please note that the
online web version of Webex Teams does not support Video Meetings.
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Video Meetings Overview

Participants

° Add people

ST ' Sam Turner (You)

Waiting for others to join...

(© Start Recording

S+ Add guest

i Dialpad

/  New Whiteboard

I

Mute Mic| Mute Video | Share Screen | Hide/Shown Meeting Members | Chat | More | End Call

When any one member of the space begins a meeting, you will see a timer in green next to the space
title in your space list. You can click directly on this timer to join the video meeting.

Q I

Filterby =

G  General

General
Operations Team

J Help Bot

G

Launch directly into a meeting
You can instantly create a video meeting or join one in progress.

1. Click on the space in which you wish to hold the video meeting.
a. Only members of the space can join your video meeting automatically.

2. Click onthe Call icon on the top right.
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3. You will see your webcam (if applicable) as well as a “Start Meeting” button. You can click both
the video and microphone buttons to turn your video or microphone on/off.

General

ST

&2 Use video system 0 Use computer for audio v E Microphone (Realtek(R)

4. Click the “Use computer for audio” dropdown menu
allows you to use your phone for audio (instead of your

4} Use computer for audio (]
PC’s speakers and mic) as well as search for nearby Cisco .
Call me
video teleconferencing devices.
. . 4
5. The “More Settings/Headphone/Microphone” button les S callin
you chose your Microphone, Headset, and Speakers. You <Jx Don't connect audio
can also cast to devices using the “Use video system”.
Speaker Connect to a device
speakers/Headphones (Realtek(R) Audio) ~
Microphone
Microphone (Reallek(R) Audio) ~
Camera ‘ No devices found

Integrated Webcam ~
Ultrasound discovery is unavailable

Click here to fix problemsg
& Settings S Use video system :

6. Once you click “Start Meeting” button, you will be joined into the call.

Schedule a meeting
You can schedule a video meeting for a future time or get the information for a meeting.

1. Click on the space in which you wish to schedule the video meeting.
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a. Only members of the space can join your video meeting automatically.

2. Click on the Activity icon, then click scedie Meetings icon.
3. Click “Create Meeting Invite”.

- O
+ ® v General Q e
Test Planning
Filter by =
al Schedule a meeting Space meeting information
ining
al
pns Team
sot
O A
Quick schedule o

Create a meeting using Microsoft Outlook. Send the invite to

complete scheduling
Schedule a meeting with everyone in this space

LI Don't show me this again
You'll see upcoming me

aren't any m

2] Connect to a device Up to 200 people can join a meeting in this space. [zarn More

4. Depending on your email/calendar programs, it will launch into a meeting invite with all the
details needed to join your video meeting. Choose a time and date and invite others as you

normally would for any meeting.
5. At the time of the meeting, join the video meeting using the Meeting Information provided in

the meeting invitation.

Record a video meeting
You can record you video meetings to share or revisit the meeting later.
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Once in a video meeting, click the 0 More icon. © Start Recording

Then click on Start recording.
A recording symbol will appear on all participant’s screens.
Anyone can then pause or stop the recording in the More

Add guest

Dialpad

PwNE

menu. New Whiteboard

5. Recorded meetings will appear in the chat dialogue of
the space when ready. The URL and password can be
copied and shared. When a recording appears depends
on the length of the meeting.

Recording in progress.

Share Screen

During a video meeting, you might find it useful to share your

screen. Webex Teams allows you to share everything on your screen, or just a single application, such as
an email or document that you’re working on.

This article from Cisco explains screen sharing in full detail on multiple platforms:
https://collaborationhelp.cisco.com/article/en-us/i62jfl

1. While in a meeting, click the @Share screen icon.
2. Select from any screen (if multiple) or any application. Scroll to see all open applications.

Select the screen or application you want to shar O Share computer audio [ Optimize for video

. 4]
Screen 1 Screen 2 Screen 3
W= u ¢

Microsoft Word Application Frame Host Google Chrome

I - I

3. Anorange box will appear around your entire screen or around the application you chose to
share. A small orange toolbar appears at the top of your screen detailing what you are sharing, a
button to change the screen being shared, an annotation tool, and a stop button to stop sharing.

You are sharing Screen 2 . . -


https://collaborationhelp.cisco.com/article/en-us/i62jfl
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Calls

You can also call individuals directly
through Webex Teams using the Call

tab on the left. You can then

search by name for people within the
organization, or you can dial a number
directly. If you search by name you can
then click the “Call” icon next to the
name.

may

45T
RM  Ryan Mayhew i\_\ ]
@ Webex Teams Call ’r\ j:
No
I M i
Meetings

Webex Teams will also show you any
meeting you have scheduled through

Webex under the Meetings tab on
the left. It also provides a link to your
specific Webex Meeting Room. More
information about how WebEx
Meetings works and can be scheduled
can be found in the “Hot-To” document
for Webex Meetings on the website.
These Meetings will show up in Webex
Meetings and should show up in your
Outlook Claendar (there is a slight delay
with this).

Calls

Tuesday (
00:00:01

My Personal Room &
ebex.com/m

March

o]

Call
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Other Activity Menu Items @ ° @
Any space has the capability of messaging, sharing files, drawing, and

holding video meetings. This is the Activity Menu. MEEges HIIChaNCE e

/.f""“\‘
L I ] K )
o

It is found by clicking the Activity icon in the top right of any oS e —
space. There are six buttons. This document has covered the “Call” and
“Meetings” buttons previously. @

Links

Message

This is where the bulk of the activity takes place and is archived. All messages are saved, files that are
added will remain, video meetings recorded appear in-line, details of who has been added to or
removed from the space and when are noted here, etc.

Search Create a Information Share Screen
Status and Filters Space Favorites Call/Meet
Preferences
Q sach At @4 Brandon Burke oe

x
AL Filter by =
' 1k ®
P Brandon Burke Great news, the latest sales reports have been

Navigation submitted by our contracted vendor!
Messages  Whiteboard  Schedule e
Menu p  Competitor Research = — . ‘ Activity Menu
o) b : h
I'm looking through the charts now
3
f\’a} Karen Adams ® There is some great content here!
% i 3 i People Files Files
D Development agenda e
Excellent, would you mind sharing it with everyone
Spaces 15 i e
¢ Survey Results - in teday’s meeting? it great to see
‘ AN
o Links
@ Catherine Sinu Sure thing, I'll start the interactive presentation
and then I'll share my screen E 1
moji and symbols
& GFX ® ) Yl
9 ) = s Screen capture @ Mentions
Great, much appreciated! I'll bring up our mai
competitor's eaming reports from this quarter]
Phone Attachment ODTOmE@@
. h 3 ;
Settings 3 ) @ E

5] Connect to s device Write a message to Brandon Burke
v

Format text My Personal Room invite

Help Devices Messages

In Cisco’s example photo, we see the general layout of spaces and messages. Along the bottom of the
messages section, there are number of button icons that allow you to attach files, take a screen capture,
format your text, add Emojis, and a shortcut to add @mentions to get someone’s attention. Webex
Teams has since added GIFs as well.
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For more on messaging, visit: https://collaborationhelp.cisco.com/tutorial/article/en-us/nuayvai

Whiteboard

Whiteboards allow you to freely draw and create on whitespace as you would on a whiteboard with dry
erase markers. Click on “New Whiteboard” to launch a new whiteboard, or select a previously created
whiteboard to continue using it.

For full details on whiteboards, visit: https://collaborationhelp.cisco.com/article/en-us/ne9qdcz

People

The People section allows you to view current moderators and participants in a space. Moderators can
add people by clicking the “Add people” button. They can also promote others to moderators, remove
others, or quickly send a private message to any participant by right-clicking their name. Moderators can
also remove moderator abilities of other moderators.

This section will also include a warning if this space includes people outside your company.

Files

All files that have been previously attached in-line will appear in the Files section for easy organization.
Also, snapshots shared during a video meeting, GIFs, images, or videos shared via chat are also located
here. Files can be downloaded from this section.


https://collaborationhelp.cisco.com/tutorial/article/en-us/nuayvai
https://collaborationhelp.cisco.com/article/en-us/ne9qdcz
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