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Types Of WebEx Accounts

USERNNEO INDIVIRUAPERSONALCACOOUNT MEWWC@@@UI{‘T

First/LastName: Your name (E.gohn Smith) Group name (E.g. WebEXx Tear

User Name: Youreénet or uchad D Groupname (E.g. webexteam)
(E.g. jsmith)

Note: Thisaccount will remain accessible if a
member of the group leaves the university.
Note: This account will be deactivated if you leave the

university. The Shared Group Account participants are
managed by the list group owner using
Grouper.
Email: Youruchicagoor uchospitalssmail Group/List email
(E.gjsmith@uchicago.edu (E.gwebexteam@uchicago.eglu

(E.gjsmith@uchospitals.edu

Note: All email correspondence will be sent to
the group email address. Each member of the

Note: All email correspondence will be sent to your email . ) .
email group will receive correspondence

address.

https:// answers.uchicago.edu/page.php?id=56892#shared E&EHUI\IHSKIES
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WebEx URL — Login Screen

Login to your personal WebEX
Account witha € 2 dzNJ | a
ONBRSYUAIlfagy

Meeting Center ~ EventCenter ~ Support Center  Training Center My WebEx

Log in to your account

| already have an account: | do not have an account:
W | s URL- uchicago.webex.com
, - speed up meeting registration .

RL- uch tal b m

T » track meetings to which you are invited U . u C OS p I a. S -We eX n CO

Forgot your password?

Keep me logged in » schedule and start meetings
Sign Up
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Sign-Up WebEx For WebEx Account

USER O

......
conernting

To sign up for a WebEXx
account go to:

https://site.intercall.com/
uchicago/signup.php

WebEXx Questions? Please
call IT Services a5800
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Setting Up a Personal Conference Number (PCN)

Lo%in to your WebEx account, click My *(?l(ﬁ(?) _
WebEx

Click Preference in the left navigatio rrererences
pane

Click Audio Set Up, enter a fedigit PIN Set up o [

€3 APIN must be 4 digits. It must not contain sequential digits (e.g., 1234) or repeat a digit 4 times (e.g., 1111)

Scroll to bottom and click Save B o

Cl k G Add Personal Conference Number
IC enerate Accounts: You can set up to three Personal Conferencing accounts in your

preferences.

Generate account

Your hOSt and attendee aCCess codes Will  Account 1 (pefautty 47014282 Host access code
be assigned these numbers will never 17056498 Atendze accces coce  THE UNIVERSITY OF
change B &/ CHICAGO



3 OPTIONSOT@UIOHOST
AUDIOWEBEXMEETGINGS

DialIn Number:

Acces<ode:

Opening a call:

Audio Connection Options:

F==3 THE UNIVERSITY OF

<y CHICAGO

1) PERSONAL CONFERENCE
NUMBER (PCN)

866-282-7366

HOST AND ATENDEE ACCESS C(

(E.g. Host Access code: 123 456 7#

Attendee Access Code: 987 654 3#)

A In order to use the host key commands
the host must use the host access code

A The attendees enter into the conferenc
suing the attendee access code

A The host & attendee access code are r
the same number

A The access code®verchange.

Host

(E.g. Dial 86@82-7366

Input Host access code

123 456 7#

Input PCN Audio Pin: 1234#)

A Attendees can join the call before the
host.

Attendee

(E.g. Dial 86@82-7366

Input Attendee access code

987 654 3#)

PhoneDiakin

2) ATTENT WEBEX SCHEDUL

MEETING

866-282-7366

NO HOST ACCESS CODE
The host andhe attendees enter

the same Access code
(E.g. Access code: 234 456 789#)

A The access code is generated when

the meeting is scheduled

The access code changes with each

scheduled meetinginlessthe
scheduled meeting is recurring

Host & Attendee

(E.g. DiaB66-282-7366

Input meeting accessode

234 456 789#)

A Attendees can join the call before the
host.

A Phone Dialn

A Voice Over Computer (mubave the
WebEx meeting window open)

A Have the system dial you.

D 3) PERSONAL WEBE3OM

866-282-7366

NO HOSRACCESS CODE
(E.g. Access code: 234 456 789#)
A The access code never changes.

Host

Thehost must open up their personal roor
via web before the host or attendees can
join the call.

This can be opened though outlook or yo
WebEX portal site using one click

Host & Attendee

(E.g. DiaB66-282-7366

Input personal room acces®de

234 456 789#)

A Phone Dialn

A Voice Over Computémusthave the
WebEx meeting window open)

A Have the system dial you.



Option1: Personal Conference Number (Audio)

A

Set up your PCN on the Preferences page of
your WebEX site

ForSECURITYou must add a PIN

Conduct an ordemand audio conference,
anytime, anywhere

Use your PCN when scheduling regular
WebEx meetings

Your PCN number will not change, however,
upgrades to the service may require a
change in PCN, in which case you will be
notified

Anyone can enter a meeting using the
attendee access code

Entering the host code allows the host to
enter key commands

Personal Conference number: +1 see2827366 LIS Toll Free

+1 210 606 9485 US Toll =~ 1) DIAL IN NUMBER
+1.210 606 9485 US Toll @

Show all toll-free dialing restrictions

show all global call-in numbers

Accounts:  You can set up to three Personal Conferencing accounts in your
preferences.

Generate account

Account 1 (Defaulf): 1234567 Hostaccess code  Host Pin: 1231\
7654321  Aftendee access code

Edit | Delete \

ATTENDEE ACCESS

2) HOST ACCESS
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Option 2: Join A WebEx Scheduled Meeting

\ Join WebEx meeting

Meetingn 123 456 789 l

Join from a video conferencing system or application
Dial 327568762@uchicago. webex.com

If you are the host, you can use the meeting host key to pass the host privilege to anather participant or to start the meeting from a video conferencing system or application. To find the host
key for this meeting, go here.

Join by phone

OIN BY PHONE ONIGLICK

Global call-in numbers | Toll-free calling restrictions
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