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Schedule a WebEx Meeting — NOT for UCNI '

T
cisco \Webex

1.Go to

Home Search for meetings and recordings

Meetings 2 Log in tO WebEX
Recordings _s Personal Room /3 Clle “Schedu|e”

K B https://nnss.webex.com/meet/ D
Preferences
) More ways to join
Insights
Support
e Start a Meeting
Downloads
Feedback

Upcoming Meetings

Webex Training |
Webex Events

Webex Support

NEVADA NATIONAL
SECURITY SITE

Managed and operated by
Mission Support and Test Services LLC .~


https://msts.webex.com/webappng/sites/msts/dashboard?siteurl=msts

Schedule a WebEx Meeting — NOT for UCNI

CIsco

@ Home

B Veetings
@ Recordings
{C} Preferences
@ Support
4 Downloads

O Feedback

NEVADA NATIONAL

NNSS

SECURITY SITE

Managed and operated by
Mission Support and Test Services LLC -

Schedule a Meeting

Meeting type

* Meeting topic

* Meeting password

Date and time

Attendees ()

Hide advanced options A

Enter meeting information to join a meeting ®

Webex Meetings NOT for UCNI, PII, or PHI - No Recording ~

Test

2

g5bDICHWP@S6

Tuesday, Mar 30, 2021 6:50 am Duration: 1 hour Vv

(UTC-07:00) Pacific Time (US & Canada) v

Recurrence

Separate Mth a comma or semicolon

Audio connection options

Audio connection type

Webex Audio N

Meetinc

4. Chose the
Meeting Type

9. Enter meeting
topic

6. Adjust the day
and time

7. Check
“Recurrence’ if this
will be a recurring
meeting.

8. Do NOT add
Attendees

9. Chose “Webex
Audio” to allow call-
in/back function.

5




Schedule a WebEx Meeting — NOT for UCNI

alaln Enter meeting information to join a meeting

Cisco

Video Systems

2>

Home
Exclude password

Meetings

. Breakout sessions
Recordings

Preferences Unlocked meetings (D

@ & ©

Support

|

Downloads

O

Feedback

Automatic lock

Registration (0

Email reminder

Meeting options

Attendee privileges

Webex Training

Exclude password from email invitation

Enable breakout sessions

0)

Everyone in your organization can always join unlocked meetings.

When the meeting is unlocked,

o Guests can join the meeting

Guests wait in the lobby until the host admits them

Guests can't join the meeting
Automatically lock my meeting 0 v

None

Require attendee registration
15 ~ | minutes before meeting starts
Edit meeting options

Edit attendee privileges

Webex Events Cancel @ ave as template

Webex Support

NEVADA NATIONAL
SECURITY SITE

Managed and operated by
Mission Support and Test Services LLC -

minutes after the meeting starts.

10. Set “Guest can
join the meeting”
option.

11. Click
“Start/Schedule”
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Schedule a WebEx Meeting — NOT for UCNI

atlver]es
cisco \Webex

Home
Meetings
Recordings
Preferences
Insights
Support
Downloads

Feedback

Webex Training
Webex Events

Webex Support

Search for meetings and recordings

Staff Meeting
Hosted by _

3:10 PM - 4:10 PM | Tuesday, Mar 31 2020 | (UTC-07:00) Pacific Time (US & Canada)

Recurrence: Occurs every Tuesday effective 3/31/2020 from 3:10 PM to 4:10 PM, (UTC-07:00) Pacific
Time (US & Canada)

Start Meeting

Meeting Information

Meeting link: https://nnss.webex.com/nnss/j.php?

MTID=m247210992 1bc1fe3e1394c40bc22d755
805 386 138
OWOGX56749646 (99949567 from pho
316725

Meeting numbag
Password:

Host key:

More ways to join

\

NEVADA NATIONAL

NNSS

SECURITY SITE

Managed and operated by
Mission Support and Test Services LLC .~

12. Copy this
information or copy
from the email you
should have
received.

13. You will need
the host key for the
meeting.

14. Send an
Outlook Meeting
Invite to all
attendees with the
meeting information
pasted in.

7




Schedule a WebEx Meeting — FOR for UCNI 8

T
cisco \Webex

1.Go to

Home Search for meetings and recordings

Meetings 2 Log in tO WebEX
Recordings _s Personal Room /3 Clle “Schedu|e”

K B https://nnss.webex.com/meet/ D
Preferences
) More ways to join
Insights
Support
e Start a Meeting
Downloads
Feedback

Upcoming Meetings

Webex Training |
Webex Events

Webex Support

NEVADA NATIONAL
SECURITY SITE

Managed and operated by
Mission Support and Test Services LLC .~


https://msts.webex.com/webappng/sites/msts/dashboard?siteurl=msts

Schedule a WebEx Meeting — FOR for UCNI

Schedule a Meeting

Meeting type

* Meeting topic

* Meeting password

Date and time

Attendees @

Hide advanced options ~

Webex Meetings For UCNI, PII, and PHI - No Recording

2URdhA3ZAG**

Wednesday, Apr 7, 2021 2:50 pm Duration: 1 hour

(UTC-07:00) Pacific Time (US & Canada)

Recurrence

Separate email addresMﬂa or semicolon

Audio connection options

Audio connection type

Mute attendees (O

NEVADA NATIONAL

NNSS

SECURITY SITE

Managed and operated by
Mission Support and Test Services LLC -

Meeting template

Q

Use VolP only

Allow attendees to unmute themselves in the meeting

Always mute attendees when they join the meeting

4. Chose the
Meeting Type

9. Enter meeting
topic

6. Adjust the day
and time

7. Check
“Recurrence’ if this
will be a recurring
meeting.

8. Do NOT add
Attendees

9. Chose “Use
VOIP Only” to allow
audio via the
computer.

9




Schedule a WebEx Meeting — FOR for UCNI N

Exclude password Exclude password from email invitation
Breakout sessions Enable breakout sessions
Unlocked meetings @ Everyone in your organization can always join unlocked meetings.

When the meeting is unlocked,

Guests can join the meeting

I o Guests wait in the lobby until the host admits them I

Guests can't join the meeting

Automatic lock ol Automatically lock my meeting 0 R minutes after the meeting starts.

Registration (1 © None

Require attendee registration

Email reminder minutes before meeting starts
Meeting options Edit meeting_options
Attendee privileges Edit attendee privileges

Cancel m !Save as template

NEVADA NATIONAL

NNSS

SECURITY SITE

Managed and operated by
Mission Support and Test Services LLC -

10. Set “Guests
wait in the Lobby
until the host
admits them”
option. This is a
required selection
for any UCNI level
discussion.

11. Click
“Start/Schedule”



Schedule a WebEx Meeting — FOR for UCNI

atlver]es
cisco \Webex

Home
Meetings
Recordings
Preferences
Insights
Support
Downloads

Feedback

Webex Training
Webex Events

Webex Support

Search for meetings and recordings

Staff Meeting
Hosted by _

3:10 PM - 4:10 PM | Tuesday, Mar 31 2020 | (UTC-07:00) Pacific Time (US & Canada)

Recurrence: Occurs every Tuesday effective 3/31/2020 from 3:10 PM to 4:10 PM, (UTC-07:00) Pacific
Time (US & Canada)

Start Meeting

Meeting Information

Meeting link: https://nnss.webex.com/nnss/j.php?

MTID=m247210992 1bc1fe3e1394c40bc22d755
805 386 138
OWOGX56749646 (99949567 from pho
316725

Meeting numbag
Password:

Host key:

More ways to join

\

NEVADA NATIONAL

NNSS

SECURITY SITE

Managed and operated by
Mission Support and Test Services LLC .~

12. Copy this
information or copy
from the email you
should have
received.

13. You will need
the host key for the
meeting.

14. Send an
Outlook Meeting
Invite to all
attendees with the
meeting information
pasted in.

"




Edit a WebEx Meeting

alvalne
cisco Webex

A Home

() Recordings

Preferences

G €

Support

|

Downloads

O

Feedback

Enter meeting information to join a rI

Doug

D R hitps://m3

) More

s

Upcoming Meetings

NEVADA NATIONAL
SECURITY SITE

Managed and operated by
Mission Support and Test Services LLC .~

1. Click “Meetings”

12




Edit a WebEx Meeting 13

2. Click on the

meeting you want
to edit.

bl Enter meeting information to join a meeting O] English

cisco

My Webex Meetings Schedule

(7) Home

Meetings

UATTZr202T =04 Show meetings

DR 340PM - 440 Pl test
Wed, Apr 14 Doug Rossmiller

O]

Recordings

Preferences

@

Support

&)

[

Downloads

Feedback

C

NEVADA NATIONAL
SECURITY SITE

Managed and operated by
Mission Support and Test Services LLC .~



Edit a WebEx Meeting

alraln Enter meeting information to join a meeting

cISCo
< Back to Meeting List

() Home
B Meetings test E@
@ Recordings Hosted by Doug Rossmiller

_ 3:40 PM - 4:40 PM | Wednesday, Apr 14 2021 | (UTC-07:00) Pacific Time (US & Canada)
&% Preferences

Start Meeting v

() Support
' Downloads
D Feedback

Meeting Information

Meeting link: https://msts.webex.com/msts/].php?
MTID=mc182f190719dedaBd0d8ece796d86c39

Meeting number: 199 408 4632

Password: grDFQZE@6593 (47337931 from phones and video systems)

Host key 571576

NEVADA NATIONAL
SECURITY SITE

Managed and operated by
Mission Support and Test Services LLC .~

3. Click the “Pencil”

14




Edit a WebEx Meeting

4. Select this
meeting or entire

Edit Recurring Meeting series.
— 5. Click “OK’”
O Edit only this meeting Edit the entire series

NEVADA NATIONAL
SECURITY SITE

Managed and opesated b
Mission Support and Test Services LLC



Edit a WebEx Meeting

Meeting type

* Meeting topic

* Meeting password

Date and time

Attendees (O

Agenda

NEVADA NATIONAL
SECURITY SITE

Managed and operated by
Mission Support and Test Services LLC .~

Hide advanced options -~

Scheduling options

Schedule a Meeting

Webex Meetings NOT for UCNI, PII, or PHI - No Recording
test
grDFqZE@6S93

Wednesday, Apr 14, 2021 3:40 pm Duration: 1 hour

(UTC-07:00) Pacific Time (US & Canada)

Separate email addresses with a comma or semicolon

Audio connection options

Cancel @ hve as template

e

6. Make edits.
7. Click “Save”

16



Cancel a WebEx Meetin

alialn
CciIsco

() Home

M Meetings
(©) Recordings
o

40 Preferences
(2 Ssupport
L Downloads

(%) Feedback

Webex Training
Webex Events (classic)

Webex Support

Enter meeting information to join a meeting ®

Back to Meeting List

test

Hosted by Doug Rossmiller
3:40 PM - 440 PM ‘ Wednesday, Apr 14 2021 ‘ {UTC-07:00) Pacific Time (US & Canada)

Meeting Information

Meeting link:
Meeting number

Password:

Host key

More ways to join

Join by video system

Join by phone

(=]}

https://msts.webex.com/msts/j.php? %
MTID=mc182f190719deda8d0d8ece796d86c39 'O

199 408 4632
grDFGZE@6$93 (47337931 from phones and video systems)
571576

Dial 1994084632@msts.webex.com
You can also dial 207.182.190.20 and enter your meeting number.

+1-415-527-5035 US Toll
+1-929-251-9612 USA Toll 2
Access code: 199 408 4632

Global call-in numbers

Enter email address to ad

English  Doug

Who is invited? (0)

NEVADA NATIONAL
SECURITY SITE

Managed and operated by
Mission Support and Test Services LLC

Perform steps
1 & 2 from
editing a
meeting
Select the
meeting
Select the
“trash can”
icon

Select to
cancel this
meeting or the
series

Select Okay



Setting Preferences ‘

() Home Preferences

1. Clickon & weeines m,//Z Click on
General My Personal Room  Audio and Video M ording

Preferences\ @ scoons Scheduling

o [[oweomnemn s | 3. Chose the

@ Support o o NOT for

Email invitation Send a copy of the email invitation to me
' Downloads U C N |
Share recording (1) Automatically share the recording when it's available after the meeting
() Feedback meetlng
Scheduling permission () <Separate email addresses with a comma or semicolon> t
Webex Training
Webex Events (classic)
Cancel
Webex Support

NEVADA NATIONAL
SECURITY SITE

Managed and operated by
Mission Support and Test Services LLC -



Setting Preferences

T
cisco \Webex

Home
Meetings
Recordings
Preferences
Insights
Support
Downloads

Feedback

Webex Training
Webex Events

Webex Support

Search for meetings and recordings

I - -<one! oo

K B https://nnss.webex.com/meet/ D

More ways to join

Start a Meeting

Upcoming Meetings

/

NEVADA NATIONAL
SECURITY SITE

Managed and operated by
Mission Support and Test Services LLC .~

4. Click “Schedule’

19




Setting Preferences

CIsco

@ Home

B Veetings
@ Recordings
{C} Preferences
@ Support
4 Downloads

O Feedback

NEVADA NATIONAL

NNSS

SECURITY SITE

Managed and operated by
Mission Support and Test Services LLC -

Meeting type

* Meeting topic

* Meeting password

Date and time

Attendees ()

Hide advanced options A

Enter meeting information to join a meeting

Schedule a Meeting

Webex Meetings NOT for UCNI, PII, or PHI - No Recording

Test

g5bDICHWP@S6

Tuesday, Mar 30, 2021 6:50 am Duration: 1 hour Vv

(UTC-07:00) Pacific Time (US & Canada) v

Recurrence

Separate Mth a comma or semicolon

Audio connection options

Audio connection type

Webex Audio

Meetinc

2

5. Chose the
Meeting Type

6. Enter meeting
topic

7. Adjust the day
and time

8. Check
“Recurrence’ if this
will be a recurring
meeting.

9. Do NOT add
Attendees

10. Chose “Webex
Audio” to allow call-
in/back function.

20




Setting Preferences

Exclude password
Breakout sessions

Unlocked meetings (&

Automatic lock

Registration (O

Email reminder
Meeting options

Attendee privileges

NEVADA NATIONAL
SECURITY SITE

Managed and operated by
Mission Support and Test Services LLC

Exclude password from email invitation
Enable breakout sessions

Everyone in your organization can always join unlocked meetings.

When the meeting is unlocked,

) Guests can join the meeting I

Guests wait in the lobby until the host admits them

Guests can't join the meeting

Automatically lock my meeting | 0 ~ minutes after the meeting starts.

o MNone

Require attendee registration
minutes before meeting starts

Edit meeting_options

Edit attendee privileges

Save as template

10. Set “Guest can
join the meeting”
option.

11. Click “Save as
template”

21




NEVADA NATIONAL
SECURITY SITE

Managed and operated by
Mission Support and Test Services LLC .~

HOSTING

Instructions for

SCHEDULING

a WebEx Meeting

Instructions for

ATTENDING
a WebEx Meeting

22



Starting a WebEXx

Before the meeting starts ensure your computer/laptop is muted and your web
cam is turned off. This means the device itself, not just your VDI.

Table Tools Staff Meeting - Appointme 1 ] CliCk “StartlJOi n

Insert Format Text Review Design Layout  {? Tell me what you want to do... ”
-
T Q@ B Meeting
= Nz

x Td Calendar

[ ]
&? z Show As: [l Busy

ave & Delete E{;Forward - Appointment Sche.duling SkyPe Meeting Invite Reminder: 15 minutes - Recurrence Ti

Close Assistant  Meeting Notes  Attendees Zo
Actions Show Skype Meeting Meeting Notes Attendees Options

ubject Staff Meeting

ocation Callin
Ftart time Thu 4/2/2020 £ 400PM 1 All day event

i Thu 4/2/2020 4:30 PM
nd time h

Meeting number (access code): 289 662 669
Meeting password: HXg8566335746 (49485663 from phones)

Thursday, April 2, 2020
11:30 am | (UTC-07:00) Pacific Time (US & Canada) | 1hr

Start meeting

Join by phone
Tap to call in from a mobile device (attendees only)
+1-415-655-0003 US TOLL

Global call-in numbers

NEVADA NATIONAL

NNSS

SECURITY SITE

Managed and operated by
Mission Support and Test Services LLC
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Starting a WebEXx

Follow steps to download WebEx Desktop Application or skip to next slide if
already downloaded.

2. Once download

@ savens x = a X
. .
4+ &> ThisBC 5 Downloads ~|&  SearchDownloads £ | $24252863548232d3d455 siteurl=nnss&MTID=mfaTc07b360707a8ebf617i2c60e72bFc & @B @ | @ i be InS Cl ICk
Organize v New folder = - inox Man.
Pins ~
" o items match ! i ”
| ave
C1-6610 For NN
Extron - Local H 111 ”»
3. Click “Open
.
Medium Room
@ OneDrive Testing
I ThisPC 2020 | 9:40 AM - 10:40 AM ©
© 1203
~ Hide Folders Coel

Install the Cisco Webex

g Click here to install webex.exe

Waiting for

NEVADA NATIONAL
SECURITY SITE

Managed and operated by
Mission Support and Test Services LLC .~

\—/ O WSS Wbk Erterprie St X - o X
exce atin

Cc 0 ] 63548a32d3d455 Psitewr = nnss&MTID=mfaTc0Tb 360787 aBebi6 17 2c60e 72 bic ¥ o @ e i
il For Ui}
cIsco

Testing
Friday, Apr 3 2020 | 9:40 AM - 10:40 AM O
@ as57
Install the Cisco Webex Meetings app and start collaborating.
;r Click here to install webex.exe
Waiting for the download? Download the app again.
Shew all x




Starting a WebEXx

Follow steps if you already have WebEx Desktop Application downloaded.

c 0 @ nnss.webex.com/webappng/sites/nnss/meeting/download/305¢ce10fb84d44f4a47de024f9155d1c?siteur|=nnss&MTID=mad525eb8f290ab98d5d4e70c7c013c53

e R 2. Click "Open

Cisco WebEXx
Meeting”
o T 3. Or click “open
S the desktop app”

Starting Cisco Webex Meetings...

Click Open Cisco Webex Meetings if you see an yaur browser.

If you don't see a message from your browger, open the desktop app.

.
NEVADA NATIONAL
SECURITY SITE

Managed and operated by
Mission Support and Test Services LLC



Starting a WebEXx

& nnss.webex.com/webappng/sites/nnss/meeting/download/305ce10fb84d44f4a47de024f9155d1c?siteurl=nnss&MTID=mad525eb8f290ab98d5d4e70c7c013c53

CcC O
],
cisco \Webex
Click Ope

Q Cisco Webex Meetings

Testing

11:30 AM - 12:30 PM

KB

Start Meeting

4x Don't connect au

browser.

NEVADA NATIONAL

NNSS

SECURITY SITE

Managed and operated b

Mission Support and Test Services LLC .~

4. Turn your video
off or on,
depending on your
capabilities and
location.

5. Click the audio
arrow.

26



Starting a WebEXx

.5 2020 310 pm Siaff Meefing = Meefing

Q Cisco Webex Meetings ® X

[EXTERNAL] Webex meeting scheduled: Testing

9:40 AM - 10:40 AM

KB

A ) Use computer for audio

B ¢ Gllmeat = 1 |72 . e _

C ¥ callin

D ¢Jx Don't connect to audio

NOTE: WebEx will save your audio

NEVADA NATIONAL preferences. After joining your first meeting, it
NNSS should continue to select your chosen audio

Managed
Mission

SECURITY SITE

for you.

and op
Sup) d T it Services LLC

6.Select your
audio preference:

A.

Only select this
option if you have
a high quality
headset or are in
a Meeting FOR
UCNI, PII, and/or
PHI. Do not use
your PC mic and
speakers.
PREFERRED
choice. Enter your
phone number.
Alternate Choice.
Do not use this
option unless you
are not listening
or speaking.
Calling in
separately and
clicking this option
uses two licenses.




Starting a WebEXx

Q Cisco Webex Meetings

[EXTERNAL] Webex meeting scheduled: Testing

9:40 AM - 10:40 AM

KB

ooexx>»

W2 Call me at +1 702 v

® X

NEVADA NATIONAL

NNSS

SECURITY SITE

Managed and operated b

Mission Support a

ind Test Services LLC

28

7.Click “Start
Meeting”

8. WebEx will call
you.

NOTE: The host
has to be present
for the meeting to
occur.



Starting a WebEXx v

9. Click here to
share your screen
or a specific
document or
program.

Presentation

NEVADA NATIONAL
SECURITY SITE
ed ted
fission

upport and Test Services LLC
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Starting a WebEXx

10. If sharing multiple
documents, we
recommend sharing your
screen to allow for easy
switching between
programs/documents.

0000000

Screen 1 Screen 2

Q Cisco Webex Me... B Microsoft Outloo... © Skype for Busines...

| Snip && Sketch

11. If sharing one
document only, you may
select just the open
program.

Google Chrome B Microsoft PowerP... &l calculator i Notificationlcon

NOTES: The application or document must already be open before clicking share if you only want to
share one document. Anything besides the selected program will appear to be a black or grey box

for participants.

NEVADA NATIONAL Also, sharing your screen will allow participants to see everything on your screen.

NNSS

SECURITY SITE

Managed and operated by
Mission Support and Test Services LLC .~




Starting a WebEXx

A

IFHe Edit Share View Audio Participant Meeting Help

12. Attendees will
appear on the side

bar.

13. Right click on

individuals to

Waiting for others to join Change their

permission.

NOTE: Individuals’
names will only
appear here if they
have an account
or they update it
when signing in.

NEVADA NATIONAL

I\II\ISS

SECURITY SITE

Managed and op
Mission Sup, d T it Services LLC




Starting a WebEXx

io Participant Meeting Help

Presentation

NEVADA NATIONAL
SECURITY SITE

Managed and operated by
issioin Support and Test Services LLC

14. Click here to
chat with the

group.

32



Start a WebEx Meeting

ile Edit Share View Auffo Meeting Help Connected s

. — 15. Click the
N “Participant”

T drop down for

additional

meeting

Waiting for others to join setti ngs.

Invite and Remind...

.
NEVADA NATIONAL
SECURITY SITE

Managed and operated by
Mission Support and Test Services LLC
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Starting a WebEXx

16. Enjoy your
meeting!

. . 17. Click X to end
resentation the meeting.

NEVADA NATIONAL
SECURITY SITE

Managed and operated by
issioin Support and Test Services LLC



Managing Audio

~ Participants (4)

a

ex Host, me

% % Call-in User_1 (702336%**%)

% % Call-in User_2 (702499%**%)

NEVADA NATIONAL

NNSS

SECURITY SITE

Managed and operated by
Mission Support and Test Services LLC .~

As users talk
during the
meeting, it will
be indicated
with blue
waves next to
their name.
This can help
identify who is
not muted in a
meeting.

35



Managing Audio

~ Participants (4) X

a

%
e Host, me
%W % call-in User_1 (702336™**%)

% % Call-in User_2 (702499%**%)

NEVADA NATIONAL

NNSS

Managed
Mission

and op
Sup)

SECURITY SITE

d T it Services LLC

NOTE: Major audio issues may occur if
someone uses their computer and their
phone for audio.

Users who join
by phone and
then WebEx
will show up
twice on your
attendee list.
Only one
account should
connect with
audio.
Encourage all
attendees to
join on WebEXx
and then have
WebEXx call
them for the
best audio
quality.

36




Managing Audio

~ Participants (4)

a

e% Host, me

% % Call-in User_1 (702336%**%)

% % Call-in User_2 (702499%**%)

NEVADA NATIONAL

NNSS

SECURITY SITE

Managed and operated by
Mission Support and Test Services LLC .~

To identify
users who join
by the phone,
only you can
rename them
once you have
determined
who they are.
Right click on
their name and
select rename.

37



Managing Audio

% % Call-in User_1 (702336%**%)

% % Call-in User_2 (702499%**%)

B

NEVADA NATIONAL

NNSS

SECURITY SITE

Managed and operated by
Mission Support and Test Services LLC .~

38

Joining WebEx
and then
having WebEx
call you will
appear like this.
Only calling in
looks like this.
Calling in and
then
connecting with
audio will result
in two listings
for the same
user.



Managing Audio

BC\s:oWebexMeetmgs Hide menu bar ~
File Edit Share View Audio Meeting Help

Mute Me Ctrl+M

Q b Call-in User_1 (702336***%) <

Mute All

A

Mute on Entry

=

(=1

Invite and Remind...
Copy Meeting Link

Assign Privileges...  Ctrl+K

Change Role To

%, Call-in User_1(7023365+%) R, Call-inUser_2 702499%+) _

~ Participants (4)

Q

% % Call-in User_1 (702336™*%)

% % Callkin User_2 (702499***%)

.
NEVADA NATIONAL
SECURITY SITE

Managed and operated by
Mission Support and Test Services LLC

Prior to the
meeting, mute
all users on
entry to prevent
any audio.
Anyone who
needs to speak
can unmute
themselves.



Managing Audio

BC\s:oWebexMeetmgs Hide menu bar ~
File Edit Share View Audio Meeting Help

Mute Me Ctri+m
o] b Call-in User_1 (702336***%) & H g

Mute All

Mute on Entry

% % Callin User_1 (702336%%)

Invite and Remind...

Copy Meeting Link
% % Call-in User 2 (702499%**%)

Assign Privileges...  Ctrl+K

Change Role To

S

% 1

%, Call-in User_1(7023365+%) R, Call-inUser_2 702499%+) _

NOTE: For a successful meeting, one individual
should manage the audio while another shares any
slides.

NEVADA NATIONAL

NNSS

SECURITY SITE

Managed and operated by
Mission Support and Test Services LLC .~

During a large
meeting it may
be difficult to
determine
where
feedback is
coming from.
You can pin
your speakers
here.

When an audio
iSsue occurs,
quickly mute all
and then
unmute your
speaker.



Changing Roles: For Original Host

Before the meeting starts, start the meeting and have the future host or
presenter join the meeting for testing.
r — ——

- - 1.Righ { c_Iic_:k on
the individual

you would like to
be the new host
or presenter.

2.Click “Change

Role To”

3.Click “Presenter
or “Host”

NOTE: Selecting
“Presenter” will give
e @ @ e @ ‘ ° them the power to
present only. Selecting
“Host” gives them full
. control of the meeting

NNSS and you can leave the

SECURITY SITE meeting if needed.

Managed and operated by
Mission Support and Test Services LLC




Changing Roles: For New Presenter

File Edit Share View Audio Participant Meeting Help

Share Content

eeeeee

o) @f‘@

NEVADA NATIONAL
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1.You will get a
pop up that reads
“You are now the
Presenter.”

2. Under your
name in the
participant list, it
will say “me,
Presenter.”

3. You will have

L. : )
° - -]
© Skype for Busines. B cuiDesigner B snagit Editor B snagit
’ | = i the ability to
Q Cisco Webex Me... B Microsoft Qutlook B! Micr @ Notificationlcon

present.



Changing Roles: For New Host

File Edit Share View Audio Participant Meeting Help

> ]

o v Participants (2)

i

Share Content

P : D
" = =
© Skype for Busines... GUI Designer B snagit Editor B snagit
s | a
@ Cisco Webex Me., B Microsoft Qutlook Bl Mi ft St @ Notificationicon

crosoft Store

NOTE: Ensure that you can present and
all controls work before the original host
leaves the meeting.

NEVADA NATIONAL

.
NNSS

SECURITY SITE

Managed and operated by
Mission Support and Test Services LLC

3.

When you are
made the
host, there is
no major
notification.
In the
participant list
under your
name, it will
say “me,
Host.”

You will have
full control
over the
meeting.
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ATTENDING

Instructions for

SCHEDULING

a WebEx Meeting

Instructions for

HOSTING
a WebEx Meeting

44



Attending a WebEXx

Before the meeting starts, ensure your computer/laptop is muted and your web
cam is turned off. This means the device itself, not just your VDI.

Table Tools Staff Meeting - Appointme 1 ] CliCk “StartlJOi n

Insert Format Text Review Design Layout  {? Tell me what you want to do... ”
-

D : Meeting

x Td Calendar Sr-; @ &? Zshow As: [l Busy I

ave & Delete ﬂ{;Forward . Appointment Scheduling Skype Meeting Invite Reminder: 15 minutes - Recurrence Ti
Close Assistant  Meeting Notes  Attendees Zo

Actions Show Skype Meeting Meeting Notes Attendees Options
ubject Staff Meeting
ocation Call in
Biarttime | Thu 4/2/2020 = 4:00PM | All day event
nd time Thu 4/2/2020 o 430PM

Meeting number (access code): 289 662 669
Meeting password: HXg8566335746 (49485663 from phones)

Thursday, April 2, 2020
11:30 am | (UTC-07:00) Pacific Time (US & Canada) | 1hr

Start meeting

Join by phone
Tap to call in from a mobile device (attendees only)
+1-415-655-0003 US TOLL

Global call-in numbers

NEVADA NATIONAL
SECURITY SITE

Managed and operated by
Mission Support and Test Services LLC



Attending a WebEX

Follow steps to download WebEx Desktop Application or skip to next slide if

already downloaded.

@ savess
4 &> ThisPC » Downloads v|® | SearchDewnloads
Organize v New folder = v
Pins "
Video Senvice
c1-6610
Edron - Local
GUI Designer
Medium Room
@ OneDrive
I ThisPC
P v
File name: | Zoominstaller.exe

Save as type: | Application (*.exe)

~ Hide Folders

-] © 12:08

Install the Cisco Webex

r‘:

0 i) Click here to install webex.exe

Waiting for

NEVADA NATIONAL
SECURITY SITE

Managed and operated by
Mission Support and Test Services LLC .~

\—/ @ MNSS Wby terprize Ste X+ - o x
e CO ng rloa 4252 :

- a8 X
* 8@ O

#242528063548a32d3d455siteur| =nnss&MTID=mfa7c07b360787a8ebf6 1 Ti2c60e72bfc

inox Man,

for IR

Testing

2020 | 9:40 AM - 10:40 AM ©

86354823 2d3d455 siteur| =nnss&IMTID=mfaTc0Tb36074TaBehl6 1 72c0sT2bic

Testing
@ as57
Install the Cisco Webex Meetings app and start collaborating.
;r Click here to install webex.exe
- Waiting for the download? Download the app again.

2. Once download
begins click
“Save”

3. Click “Open”

46




Attending a WebEX

Follow steps if you already have WebEx Desktop Application downloaded.

c 0 @ nnss.webex.com/webappng/sites/nnss/meeting/download/305¢ce10fb84d44f4a47de024f9155d1c?siteur|=nnss&MTID=mad525eb8f290ab98d5d4e70c7c013c53

Cisco WebEXx
Meeting”
Testin.g | . 3 Or CIiCk “Open
R —— the desktop app”

Starting Cisco Webex Meetings...

Click Open Cisco Webex Meetings if you see an yaur browser.

If you don't see a message from your browger, open the desktop app.

.
NEVADA NATIONAL
SECURITY SITE

Managed and operated by
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Attending a WebEX

Cc 0 & nnss.webex.com/webappng/sites/nnss/meeting/download/305ce10fb84d44f4a47de024f9155d1c?siteurl=nnss&MTID=mad525eb8f290ab98d5d4e70c7c013c53

£ tome Q) soncenw {7 s o

e
cisco \Webex Q Cisco Webex Meetings

Testing

11:30 AM - 12:30 PM

KB

Click Ope

Start Meeting

4x Don't connect au

browser.

NEVADA NATIONAL
SECURITY SITE

Managed and operated by
Mission Support and Test Services LLC .~

4. Turn your video
off.

5. Click the audio
arrow.

48



Attending a WebEX

Q Cisco Webex Meetings ® X

[EXTERNAL] Webex meeting scheduled: Testing

9:40 AM - 10:40 AM

KB
) Use computer for audio
¥ Callmeat 2= +1 702 v | @
¥ callin
¢Jx Don't connect to audio
L2020 310 o Siaff Meefing Meefing

NOTE: If this is a Meeting FOR UCNI, PII, and PHI

T then the “Use computer for Audio” will be the ONLY

NNSS available option.

Managed
Mission

SECURITY SITE

and op
Sup) d T it Services LLC

6.Click “Call me
at”

7. Enter your
phone number.
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Attending a WebEX .

Q Cisco Webex Meetings @ X
[EXTERNAL] Webex meeting scheduled: Testing
9:40 AM - 10:40 AM 8.Click “Start
Meeting”
9. WebEx will call
yOu.
KB NOTE: The host

must be present
for the meeting to
start.

ooexx>»

W2 Call me at +1 702 v

NEVADA NATIONAL
SECURITY SITE

Managed and opesated b
issioin Support and Test Services LLC
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Attending a WebEXx

ile Edit Share View Audio Participant Meeting Help

10.Screen share
will appear here.

, 11. Attendees will
Presentation appear here.

12. Enjoy your
meeting!

Don’t forget
to mute your
00060000 phone when
you're not
talking!

NEVADA NATIONAL
SECURITY SITE
ed ted
fission

upport and Test Services LLC



Questions?

If you require additional support, please contact
Cisco at 866-229-3239.

Instructions for Instructions for Instructions for

SCHEDULING HOSTING
a WebEx Meeting a WebEx Meeting

ATTENDING
a WebEx Meeting

NEVADA NATIONAL
SECURITY SITE

Managed and opesated b
Mission S ind Test Services LLC
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