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1. Webex Introduction and Preparations

v" Can communicate interactively between teachers and students
v" Can be used on various devices such as PC, laptop, smartphone
and tablet

@ v" Can be accessed anytime and anywhere

* Preparations
@® Set up a webcam on your PC or prepare a laptop with a webcam
@ Ensure that audio and video are functioning normally

« Cautions

@ Access the internet at the place with good network environment to
prevent disconnection

@ If anyone participating in the same lecture is nearby, use headset or
earphones instead of speaker to prevent howling

® Some features are not supported on smartphone and tablet
Therefore, use PC or laptop as much as possible

@ If you are lecturing with Webex, you have to upload the recroded lecture
to the i-Campus. Be sure to click the recorder button before starting the
lecture (Refer to page 8-9)



2-1. Teacher’s account registration for Webex

® Send the request email for using Webex to skkuict@skku.edu from your email account of ***@skku.edu"
®@ Click on the email received from Cisco

® Click the Activate button on the email

@ Enter new password — Click the Save and Sign-in button

@ skkuict@skku.edu ® Click on the email received from Cisco

Send the request email
for using Webex

a ‘ Sender % Subject =

Cisco  Sungkvunkwan University - ICT has invited you to Cisco Webex

® Click the Activate button @ Enter New Password

Get started with

Cisco Webex.

Start using Webex today to have conferences with Create New Password

anyone, anywhere, anytime. Communicate, create, and - 5
collaborate more effectively. Get more done in less time. . Enter NewPassword-=%'0558 )

ConfirmNewPassword /0577 |0

Activate
Save and Sign-in




2-2. Installation and Opening a lecture room for Webex (PC & Laptop)

- Install program : Go to https://www.webex.com/downl html — Download Webex Meetings — Launch
- If the download speed is slow, download from the following link: https://lcms.skk m/5e4b4768e7f
@ To run the program, double-click the Cisco Webex Meetings icon on your desktop.

Enter your email address / Site URL(skku-ict.webex.com)/ password

® Click the Start a Meeting

® Set the MIC ON / VIDEO ON and click the Start Meeting

@ Double-click ® Enter your email address @ Enter Site URL @ Enter your password
the Cisco Webex Meetings P——
- . ] Which Webex site do you want to use? o

Sign in to Webex Meetings

@ ‘ : ‘ O skkuictweber.com ‘
A ] skku.edu
! Enter your site URL: aess

Example: company.webex.com

L -

Email §ddress

® Click the Start a Meeting Set the MIC ON / VIDEO ON @ Meeting room screen
and click the Start Meeting
® Cisco Webex Meetings Q Cisco Webex Meetings @X - o e s e e B rticipant o
EM | Prof.’'s Personal Room
Engineering Mathematics | Muleae Ctri+M
Unmute Me Ctri+h

https://skku-ict.webex.com/meet/webex [ Preview

Mute All
Unmute All
Start a Meeting Schedule - el
Check

v Mute on Entry

Uncheck * Entry and Exit Tone

00000000 E

Join a Meeting © gy Yo

(2 Start Meeting

Enter meeting information

£} Use computer for audio v ]2 Reshek High Definition A...




2-3. Webex Category details for Teachers (PC & Laptop) (1/7)

@ o Check the Meeting room info. (Meeting Number)
@ @ © MIC and Video (ON : Black color/OFF: Red color)

Share content
Recorder
Participants
Chat

More options
End Meeting

®0© 660
000000

o

o]

Edit Share Miew Audio Paticopant Meetng Help

Waiting for others to join -

® @

Cisoo Webex Meetings = 0

| Connected »

® ® @
0000

S)

1) Checking from Preferences settings

® Cisco Webex Meetings

Preferences

EM | Prof.
https//skku-ict. webex.com/mjiig =g

About...

Start a Meeting
Check for Updates...

. - Send Problem Report
Join a Meeting ©

Sign Out

Enter meeting information .
g Exit

I Personal Room name:

Check the Meeting room info. (Meeting Number)

I &) My Personal Room

EM | Prof.'s Personal Room

Personal Room link: &

https://skku-ict.webex.com/meet/webex

Personal Room number:

123 456 729

Edit my Personal Room on the Webex site

2) Checking from meeting room scereen

EM | Prof. 's Personal Room

URL

hitps://siku-ictwebex, com/mest/webex

Meeting number:

123 456 769

*Meeting number is randomly generated when you are activate your
account, and is the same for every meeting room you start.

Video address:

webex @skku-ict.webex.com
Audio connection

South Korea Toll «82-26-465-0272
United States Toll » 1-650-215-5227

howe all global call-in numbers

Access code

123 456 789 6




2-3. Webex Category details for Teachers (PC & Laptop) (2/7)

® o Check the Meeting room info. (Meeting Number) |° Cisoo Webes Meetns —
@ 0@ MIC and Video (ON : Black color/OFF: Red color) -m Shore View Audio Paicpant Meetng Help o
® @ share content o

® g partom ® Waiting for others to join -
® Participants

® @ Chat > 5 ®

@ @  More options

@

End Meeting

Share Content (Sceen/Documents/Apps/Youtube/White board)

®
c

Share Content

Optimize for text and images A Higher the resolution

Optimize for motion and video v ® Share your computer audio @

Lower the resolution to optimize

Optimize for text and images Optimize for motion and video b f :
rame rate

Optimize for motion and video

Share your computer audio Share computer's audio (for Youtube)

=3 Share files : Documents, Video files , etc
=" Other applications : Sreen of other applications

= -+ New whiteboard : Can write and save writing contents

] Start Il CDViewer Q@ Cisco Webex Me... 2 Internet Explorer

— « Example of shared screen (Web browser)

&

Share File Other Applications New Whiteboard




2-3. Webex Category details for Teachers (PC & Laptop) (3/7)

0 Cisoo Webex Meetings - O X

o Check the Meeting room info. (Meeting Number)
© © MIC and Video (ON : Black color/OFF: Red color)
Share content

® o C 1y
Recorder Waiting for others to join
Participants

Edit Share Miew Audio Paticopant Meetng Help | Connected =

@

@Q@®O®e OO

®
o
2]
® cChat ®@ @ ® ® @
. More options SYo XYY . X
©  End Meeting s
@ @  Recorder (Record in cloud / Record on my computer) 60mins record PC Cloud
Recorder JFv Please refer to Youtube link below The time required  25mins 1~24hrs
<{How To Record a Cisco Webex
SRt inton N Meeting Video Conference) v it takes 1~2hours to create the file, but it
Record in cloud 1 | uploaded by Webex on 25t April 2019 can vary depending on the file size and
S — https://youtu.be/62gsBYUvAPg the internet bandwidth.
v" A download speed is 300~500KB/sec. on
the cloud.

v We highly recommend you to use ‘Record in cloud’ for reliability.
v If you record on your PC, you can use ‘Record on my computer’.

* You have to click record button to save your lecture on the video file.
 After the record, you can upload your file to https://icampus.skku.edu

« Record in cloud: the lecture is saved in cloud server after the record.
 Cisco offers 10GB storage and keep the file for 1 year
How to check the file: Access www, webex.com = Sign-in > Webex Meetings = Click @ Recerdngs {3




2-3. Webex Category details for Teachers (PC & Laptop) (4/7)

© o Check the Meeting room info. (Meeting Number) o F—— —
® 0@ MIC and Video (ON : Black color/OFF: Red color) -m Shore View Audio Paripant Meeting Hel o
® @ Share content o

® g parto ® Waiting for others to join -
® Participants

® @ Chat > 5 ® 6 © o

@ . More options @ @ o

©  End Meeting

ON © ]

1) CIick_ the Recorder button

Recorder (Record in cloud / Record on my computer)

4) Recorded screen

2)Select ‘Record on my computer  3) Click the save button

""" Recorder " xic and click the Record button after select folder
——— : . I .- . I T 2 Barticipant Mesting Help e
Record in doud ~ Eoomer S N T Lbrares -l e@e B
[ Bt oo e B
RO g Record on my computer w-m <2 ==
Record on my computer  Deston J‘ Chre ;/ g
-00- " g g - ® Recording
— - -
T 00:00:00
e ® Record N??*
B Pause [ Stop
. 5) Click the End meeting button after finishing lecture, 6) Sign-in to i-Campus
then recorded lecture is saved
Dashboard Announcements
is being prepared. This " ording has been saved t . Lecture
S 22 . gl Resources
——— Ooen bjec
View in Folder Cp sSubject DF]-EIH Biiard

oH
2020-C

*Caution - 1) After the lecture ends, a recording file is generated.
2) If you shut down your computer during file conversion, the recording file will not be generated properly.

9



2-3. Webex Category details for Teachers (PC & Laptop) (5/7)

@ o Check the Meeting room info. (Meeting Number) g SRS -
. Edit Share Miew Audio Paticopant Meetng Help | Connected =
@ @ © MIC and Video (ON : Black color/OFF: Red color)
(o]

® @ share content 5
@ @  Recorder Waiting for others to join
® @ Participants
® @ Chat @ ® 6 ® @
@ . More options ol @oh 48 fs) 0 &
©  End Meeting
® @ Participants ® @ Chat
v Participants (2) X

Q v Chat b4

o ¢ Prof.Engineering Mathematics T e frorm STUDENT (privately): G:19 FM

Q Host, me - HE'}"'I

to STUDEMT (privately): 8:23 PM
O STUDENT D o Eest S
frormn Prof, InfofComm, Division to everyone: a:23 PM

- Can check participants Test to Evervone
- Can chat with participants

by clicking word balloon icon To: | STUDENT A
- When a participant chats, Everyone

a word ballon notification is displayed

STUDENT

e @ . - Can chat with individual / everyone

- When a participant click ‘Raise Hand’,
hand icon is displayed

s O STUDENT 0 O 9 1 O



2-3. Webex Category details for Teachers (PC & Laptop) (6/7)

More options
End Meeting

®

@

® Share content
@ Recorder

® Participants
® Chat

@

© Check the Meeting room info. (Meeting Number)
© © MIC and Video (ON : Black color/OFF: Red color)

o

@

Edit Share Miew Audio Paticopant Meetng Help

Waiting for others to join -

® ® & ®

Cisoo Webex Meetings = 0

| Connected »

@ More options @

Polling
> Partidpants (2) L
v Polling X

S (= 2 el

1. What is the university arbor of SKKU?

£, Maple tree

w

Ginko tree

Chestnut tree

o O

Oak tree

1\

Type: | Multiple choice - Single Answer

Qe ]

S

Answer

Polling Options

)] I

Timer individual responses
Display
Alarm: | 5.00 4)I Options... I I Open Poll I

1) Select the Question type
2) Click the New button and enter the

poll questions

3) Click the Add button and enter the

answers
5) Questions Results Bar Graph
1, What is the university arbor of |

&, Maple tree O/1 (0%)
B. Ginko tree 141 (100%)  cn——
C, Chestnut tree 041 (0%)
D, Oak tree 0/ (0%)

Mo Answer 041 (0%)
1 of 1 attendee has responded
Remaining time: 4:49 Time limit: 5:00
Poll

Apply

New Poll Edit Questions

4) Click the Options button and set the timer
and click the Open Poll button

5) Check the result and share with attendees

6) Save the result as txt file

6) Mj *PollResults - Motepad

File Edit Format View Help

1.What is the university arbor of SKKU?
A.Maple tree 0/1 ( 0%)
B.Ginko tree 1/1 (100%)
C.Chestnut tree 0/1 ( 0%)

D.0ak tree 0/1 ( 0%)
No Answer  0/1 ( 0%)
A B C D
STUDENT | |X]| | |

11




2-3. Webex Category details for Teachers (PC & Laptop) (7/7)

@ o Check the Meeting room info. (Meeting Number) g | SRS - ; '
. Edit Shore View Audio Paricpant Meebng Help | Connected =
@ @ © MIC and Video (ON : Black color/OFF: Red color)
@
® @ share content 5
® g Recorder Waiting for others to join
® Participants
® @ Chat ®@ ® & ® @ ®
@) 0 More options
©  End Meeting
@ @  More options
* Lock meeting * Invite and remind
@ E]I]I] v Participants (1) X Invite & Remind *
Notes pD"IHg @Siudenliiswaiﬁng in the lobby. Admit = x E % 'ﬁﬁ
Ems Phons Remind

| Q

@ Lock meeting B o Evvhesing Nahemiics - Invitees:

. R .. .. . tudent1@skku.edu >

118 Invite and remind - Participants can participate in zt:d:m@;k:zd:y
| = a meeting when host admit e

0 Copy meeting link '

% Audio connection

Invite with your local email
8 Speaker, microphone, and camera
5J Connect to a device

- Email addresses can be
seprated by commas or
semicolons

12




3-1. PUSH/SMS Message for Webex Lecture (PC & Laptop)

®®@ Click the Kingoinfo button = Administrative Service ) Click the PUSH/SMS Send button

Click the Search Group button = Select Course in Charge and Click the SEARCH button

® Select details and Click the Search button = Check all the listed recepients = Click the Add button
® Fill in messages = Fill in Sender Phone = Click the SEND button ( *Can Send Reservation)

* It is recommended that additional notices be posted to encourage students to participate in lectures.

@ Click the @ Admisitrative Service @ Click the @ Select Course in charge
Kingoinfo button >Click the PUSH/SMS Send Search Group >Click the SEARCH button

o I E Recipient I
. ] PUSH/SMS - Recipient(Group) SearchGroup‘ | Upload File ‘ - i OCU/I-Campus |-
il A PLSHISMS Course in Charge

® Select details and Click the Search button Fill in messages and Sender Phone number
- Check all the listed recipients = Click the Add button - Click the SEND button
Sending Information m

L i
Search Group Course in Charge b m
Title Engineering Mathematics | Summary

r r )
AcademicY 2020 b Semester Spring Semester ~
‘ender Phone 010 - 1234 - | 5678 Reserve
bl Al v | VYear/Semes | ALL - ¢ HAOIAIR|O) WAIK) i QohMOF A1} AR} S010] FHsBHLICH,
. Courses : Engineering Mathematics |
CoLrses Select - Time : 2020/04/02 15:00 PM
Contents Webex Meeting Number : 123 456 789
Glass kL~ | Enrolled | v s 173 Bytes Caution : Please attend by USER : School ID + Name (ex.202022222 Studentl)
Summary

Reserve [+] Check B 'HD A 'Mii - 1 3



3-2. Participant list after the meeting (1/2)

You can export the attendees list through the process below.

@ Access https://www.webex.com = Sign-in into ‘Webex Meetings’

@ Select Insights = View more.

® Select Usage Report.

@ Enter meeting information English | Classic View

8 View more

©

: )

1] Insights

® Select the meeting
you want to get the
Information from the list.

Topic Meeting Type Date * Start time

3/25/20 |10:37 am
@g 3/25/20 10:30 am
=l

@ Open the Excel file
to check meeting information.

s
cisco \Webex

@ Select the dates for meetings
you want to view = Display Report

Home Webex Meetings Webex Events Webex Suppun wwabex 1

My Meetings

My Personal Room MY We beX RepO rtS

My Recordings

My Contacts A” Semlces

« Usage Report

Preferenc = £ i i
S View usage information for your meetings.

My Profile ‘

Usage Report
View usage, such as attendance, duration, and maore across all
your meetings.

Note: You can generate a report for any dates up to three months
prior to today.

From: March v |[19 v|[2020 v
To: March v | /25 v| /2020 v

Topic: (GoNonal Display Report

Sort results by: [ Date + | | Display Report

® Click the Export Report button.

Session Detail Report

Session

*Attention to Duration ratio: Attentiveness based on total duration of the session.
=*Attention fo Attendance ratio: Attentiveness based on how long participant was in the session

All sessions in Korea Time {Seoul, GMT+0%:00)

Participant 1

WebEx

e Detail
Session detail for “test" -Pnn - Expl:lrt RE pﬂrt » n Report csv

All sessions in Korea Time (Seoul, GMT+09:00)
Session detaf’

**Atteption to Aftendance rafio; Affentiveness based on how
Partigipant MName Email Date

12020222222 Apple  abc@skku.edu || 3/25/2020)
2 2020111111 Beta cde@skku.edu | 3/25/2020

sAttention td  Students info. bss based on total duratid Time info.

3 2020333333 Cactus  efg@testtest 3/25/2020

Start time End time Duration

10:37 AM 10:39 AM 70 mins
10:38 AM 10:46 AM 71 mins

10:43 AM 10:46 AM 74 mins 14




3-2. Participant list after the meeting - Example of using the list (2/2)

You can check attendance directly in the attendance book, or can check it manually on i-Campus as shown below.

® Log-in into icampus — Courses ) Learn Status @ Click ‘2.7|(View)’ in the corresponding section
— Enrolled students list — Click a name of student of the 4A|0|2d(Detailed history) column
= 850= 8obb Samsung(2020****00)(2020000000)
— Introduction to Psychology attended 12 ' late O ' absent 1 ! Incomplete 0
st 22 Ef : Complete 12 ' Incomplete 7
Online attendance count13 Section Sobsection g S [
Home Attendance status - attended : O | late: A | absent: X . . B — Iﬂl
02 255} 1RFA] The Role of Biology in Psychology @ m7|
Announcements 0335/ 1RAl Sensation and Perception @u
Q&A Board Marme a ShxdentID = | atiended| e |sbsent i i il hotH)
completed
Syllabus
Lecture Re- 7HECHZ0191234 201912345 1 8] o 3
sources 121201923456 ﬁz;:tse 3 0 0 1
Lecture Con- 01934567 o o 0 4
tents 201945678 © 0 0O 4
Assignments | 4 0 a o . .
® Click Approve Learning = Apply
e ﬁ - Samsung(2020****00)(2020000000) Attendance history -
People 21 1 0 3 Course Overview & Introduction =4 I J|7+: September 2 12:00 AM~September 22 11:59 PM

15



3-3. Participation in Webex Lecture room — PC program & Mobile App

PC client (Windows, Mac) - Go to https://www.webex.com/downloads.html

— Download Webex Meetings — Launch

@ Click Use as guest @ Enter information ® Enter Meeting No. @ MIC OFF@ VIDEOON®
(Student No.+Name/email) and click Join a Meeting = Click Join Meeting button

o — Continue as gueSt Prof. EM I's Personal Room
202022222 Student1 @ Secoicos Wt ’
Sign in to Webex Meetings 202022222 Student1
YT student1@skku.edu S 2S5
» : Sign In
Use as guest Join a Meeting © |

123 456 789

v" Mobile client (Android, iOS) - Search Cisco Webex Meetings and install

@ Search Cisco Webex @ Click Join Meeting ® Enter information @ MIC OFF@ VIDEO ON ©
Meetings and install (Student No.+Name/email) -> Click Join Meeting button
— Continue as guest

A 9O L

Webex Meetings

123 456 789 x
If you are invited to a Personal Room, -
Join meetings you can enter the URL
anywhere, anytime. company.webex.com/meet/userhame

o n
* 202022222 Student1 Ready to join?

- student1@skku.edu @ @ Jois
Don't have an account? Sign up. 1 6




3-4. Webex Category details for Students

v" Default page

Tablet  Smartphone

@ Meeting inforamtion
- URL, Meeting Number

EM | Prof. s Personal Room

URL
https://skku-ict.webex.com/mest/webex

Meeting number.
123 456 789

Video address:
webex @skku-ict.webex.com

Audio connection
South Korea Toll +82-26-465-0272
United States Toll +1-650-215-5227

all global call-in numbears

Access code
123 456 789

© © MIC and Video (ON : Black color/OFF: Red color)

@ share content (Screen, Documents, whiteboard)
@ Prarticipants

@ Chat

. More options

@ End Meeting

« Shared contents for Tablet, Smartphone
* Screen

Whiteboard

Cloud file (pptx,pdf,txt format)

* Photo

- Video (including audio) sharing is only
available on PC
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