Cisco Webex Calling

My WEBEX PROFILE “GETTING STARTED

Open a Browser page in the address field,

1. type: https://user.webex.com

Enter your Email Address
Click the Sign In button
Enter your password
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Click on the Sign In button

Webex Settings- Call Settings

To call forward your desk phone, enable/disable DND,
Speed dials, or Single Number Reach
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Gail Fereira +19175795123

SPEED DIALS

Cisco \Webex Cisco Webex

Email Address

Enter your email address Welcome

Cisco Webex

Settings My Profile Webex Calling My Devices Message & Meetings About Sign Out

Get started

Reset Voicemail PIN Download Webex App

VOICEMAIL ACCOUNT

To add a Speed Dial:
1. Click Call Settings
Select “Directory” from the menu

Click on “Contact”
Click on “Add Contact” button

Enter name, & number
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Go to Settings.webex.com
Select Webex Calling

Click on the Voicemail Button
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Select when voicemail pick ups and how many
rings
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foryour Single Number Reach numbers

Gail Fereira +19175795123

1. Click on “Call Settings”
Select “incoming call settings”
Select “DND” to turn on/off
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https://user.webex.com/

WEBEX SETTINGS- MY AppP
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Desklop Software Webex App
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Mobile Software Webex App

Download requires a mobile device.

@ =y CopyLink | fori08 (App Store)
CopyLink | for Android (Google Play)

b

Tablt Softwere Webex App

Download requires  tablet devie.

WEBEX SETTING ADDING MOBILE APP

To add the mobile or desktop “Webex App”

Click on the copy link or use the url:
https://www.webex.com/downloads.html

Be aware if going directly to the app store or google play
store there are multiple apps called Webex.

Please download the app with the Webex icon

you will be asked to provide your address to allow
emergency services to respond to any 911 calls made using
Webex Call.

“Click OK” or you may not have phone services

to move to the next screen

For Emergency Services fill out the requested information
Address Nickname

Country

Street Address

City

State

Then any specific room, suite, or landmark

Click the “Save” button

Add emergency 911 address —

The emergency 911 address will appear to emergency
services as your location when you make an emergency
all.

©rm using a personal hotspot ©

Choose a saved address

Address nickname (e.g. Home or Work)

[ wequirea) 0/255 |
Country

| United states of America

Address

| @equired)

Gty
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State/Province 4iP/Postal code

| (required) ~ (required)

Foremergency responders, describe where you are
in the building (.g. floor, comer, landmark)

[ tmax 20 characters)

Clear addrass,

Signin

S2ar1 by entering your emal acress.

Enter email your email address
Click next

Enter your password

Click the “Sign In” button
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SIGNING ON YOUR DESKTOP

Click on desktop Icon

Sign in

Back Next

STUDENTS: sign in using your @my.ccsu.edu address
and BlueNet password. EMPLOYEES: sign in using
your @ccsu.edu address and BlueNet password.

For further assistance, contact the IT Help Desk at
(860) 832-1720.

EBEX SETTING -E911 USA ONLY

v
Emergency Calling Nof Address required for emergency 911 service

n information to the
call.

Add address Cancel

. Enter Your CCSU Email
. Click “Next”



https://www.webex.com/downloads.html

WEBEX CALLING APP- OVERVIEW

WEBEX CALLING APP- PLACING A CALL ON HOLD

Dial search box
Call Settings & Forwarding

1. Profile menu button

2. Contacts Tab

3. Call History & Missed Calls
4. Dial Keypad

5. Voicemail

6.

7.

Webex

MRy + Q Search, meet, and call

B - opcontaas

(% You can add your favorite contacts here and we'll keep them at the top for easy
access

> Other contacts
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@ ¢ Call settings () E911 settings

To place a call on Hold during an active call

8. Click the More button “...”
9. Select Hold from the action menu
10. Select Resume to retrieve the call

Gail Ferreira

Mobile: (917) 579-5123

- Transfer

& Conference

= Transfer (> Resume

WEBEX CALLING APP- BLIND TRANSFER

WEBEX CALLING APP- PLACING A CALL

To Place a call,

Click Call button next to the person’s name.

Select Webex Call and then choose to make either an audio
or video call.

WEBEX CALLING APP- RECEIVING A CALL

To directly transfer a call without speaking to the receiving
party
1. Click the More button “...”
2. Select “Transfer” from the action menu
3. Enter the name or number for the desired party
4. Select “Transfer Now” to send call

Transfer Call

Call the person you want to transfer this call to.

00 Hold

Search or dial a number

- Transfer !

# Conference

Incoming call from
Gail Ferreira

Mobile: (917) 579-5123
(=) Verified Caller

1. When receiving a call a notification box will pop
up, you can choose to “Answer or Decline”

2. Decline will send the caller to voicemail

3. The Caller ID and Phone number are available if
the person is a known caller

WEBEX CALLING APP-TRANSFER

WEBEX CALLING APP- ACTIVE CALL BUTTONS

e wN e

Mute/Un-Mute Microphone
Start/Stop Video

Display Keypad

More ... in call features

End Call

) [ O stop video

To transfer a call & speaking to the receiving party
1. Click the “...” from the action menu
. Select “Transfer”
. Enter the name or number for the desired party
. Select “Consult First”
. Select if it’s an Audio or Video Call
. After speaking with the desired party
. Select “Complete Transfer”
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Calling...

Hold

Transfer

+16317505312

Conference

Complete transfer




WEBEX CALLING APP- CONFERENCE

WEBEX CALLING APP- RESET VOICEMAIL PINS

To initiate a multi-party call, during an active call

Click the “...” More button To reset you Voicemail Pin
Select “Conference” from the action menu 1. Click on “Call Settings”
Enter the name or number for the desired party 2. Scroll to bottom of the Calling tab and click on
Select “Merge” Access User Portal
3. Signin
fearezen 4. Select “Reset Voicemail Pin”
00 Hold W Hold 5. Enter new pin humber

— Transfer

—> Transfer

¢ Merge i

# Conference

WEBEX CALLING APP- REMOVE CONFERENCE

To Remove a participant
During a conference call
1. Click the More button “...”
2. Select “Remove from Conference”

Participants (2)

T N Ci Wehe:
Cp) gailferreira@pinebridge.com iseo Wehex
Me

GF) Gail Ferreira S

Remove from Conference CED

& Participants

WEBEX CALLING APP-LISTENING TO VOICEMAILS

Listening to Voicemail

Click on "Voicemail” button

forwarded to: Click the “Play” button
Click on the Call Settings on bottom left of the app

Select Open “Call Preferences”

Click the “+” button under Call Forward
Enter the number

Click “Save”

WEBEX CALLING APP- CALL FORWARDING

To setup a number that you want incoming calls
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