COMMUNITY Teaching & Learning Center

COLLEGE OF  Cherry Creek Building — Room 224

DENVER 1111 w. Colfax Ave. Denver, CO 80204
303.352.3201 | tic@ccd.edu

How to Create a Webex Training for your Class

Go to your WebEx homepage by going to webex.com and logging into WebEx Meetings.
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How to Create a Webex Training for your Class

Once you enter your CCD email address you will be redirected to enter your S# and password login.

Be sure to use the CCC\
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Colorado Community
College System

Sign in with your organizational account

cec\s02521107

Please sign in using your domain (ccc, acc, cca, cecs,
etc) followed by \ and then your S number. Example:
ccc\S01234567. IF YOU ARE A STUDENT, please use

CCC\S# and your campus computer/Wi-Fi password.

© 2016 Microsoft

You will then be taken to your homepage. This is a good page to bookmark to avoid going to
webex.com.
Now select “Webex Training”

i
cisco Webex

A Home Q, Search for meetings and recordings ® English ~ Wendeth »
[C] Meetings =
(@) Recordings . Wendeth Rauf's Personal Room O Recent Personal Rooms
https://cccs-meetings.webex.com/meet/wendeth.rauf
3% Preferences
M to joil
u et () More ways to join
Insights
@ SR Start a Meeting Schedule
Meetings | hosted
-} Downloads 0
6 300
D Feedback
4 200
Webex Training 2 100
O — Upcoming Meetings y .
Apr May May May
Hebrexsupport 26 3 10 17 o

Revised: 07/02/2020 Page 2 of 9

TLC-25



How to Create a Webex Training for your Class

Once on the Webex Training webpage opens select “schedule training”.
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bl L ReteEhiee Join an Unlisted Training Session
Attend a Session

i To join an unlisted training session, type the session number that your host gave to you, then click .
» Host a Session

. Session Number:
Schedule Training _

nstant Session Join Now
Hands-On Lab

Test Library

My Training Recordings

= Set Up
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Webex Training

Preferences
My Profile

= Support

Help

MyResources

You will then be redirected to a page to enter the necessary information to create your training (i.e.
class). Enter your topic (what you will call this training). Then enter a session password. One will be
auto populated, but it will be difficult. Feel free to change it. Then you can select to have a copy of
the invitation also sent to you. Next, you can select to enable and display the toll-free number.

Schedule Training Session Set options using template: | [Wel
Session and Access Information
| Topic: Name of your class (Required) Copy, from...
| Set session password:  Tuesday526 D o (Required) Password Criteria

' This session will have over 500 attendees
¥ Automatically delete session after it ends
nd a copy of the attendee invitation to me

Audio Conference Settings
Select conference type: | Webex Audio b

Enable and display toll-free number Show toll-free dialing_restrictions
(Toll number is always displayed.)
¥ Display global call-in numbers
(Global call-in numbers are displayed at meeting start.)
Mute attendees upon entry

Entry and exit tone: No Tone v

Date and Time

Starting time: N - Toa - lanan - 1
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How to Create a Webex Training for your Class

The next step is to enter the day, time, and duration of the meeting. It will auto populate to the
current date. You can schedule one session, or recurring sessions. Be sure to give yourself a little
extra time in the duration in case you go over.

You can choose to require students to register, but that will create confusion and extra steps, but if
you would like to learn how to do that contact the tic TLC@ccd.edu and we can show you the steps.

Date and Time

Starting time: [y v 26 v (2020 « j
12 v /00 ¥ am ®pm Plan session time zones...
Time zone: Denver (Mountain Daylight Time, GMT-06:00) v

¥ Attendees can join| 5 ¥  minutes before the start time
Occurrence: ® Single-session class
Recurring single-session class (attendees register for one session)
Multiple-session course (attendee register for entire sequence)
Schedule irregular sessions (each session may be edited separately later)
Estimated duration: 1hour v v

Registration

‘@ You can require attendees to register for a training session before they can join it. When their registration requests are approved, attendees will receive a
unique registration ID in their email. Attendees must use this ID to join the session.

B You must enable registration if you want to charge attendees a fee.

Attendee Registration: Require attendee registration Customize form o
Automatically approve all registration requests

(If you select not to automatically approve registration
requests, you must manually approve each attendee's
registration request before they can join the session)

The next step is inviting the attendees, your students. Click on “invite attendees".
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requests, you must manually approve each attendee’s
registration request before they can join the session)

Attendees
Invited attendees:
4
| Invite Attendees... |
Security: Exclude password from emails sent to attendees
Attendees must have an account on this service to attend ses:
Presenters

Invited presenters:

e

Invite Presenters...
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How to Create a Webex Training for your Class

A separate box will open to enter your students. You must use their cccs student email addresses.
Enter their first and last names and their email address. Nothing else is required. Click “add
attendee”. Each person you add will show on a list at the top of the screen.

D Selected Cor

@ cccs-meetings.webex.com/tc3300/trainingcenter/scheduler/invitation/frame/inviteattendees.do?actionFlag=listin...

Invite Attendees

Provide new attendee information here or select contacts from your address book.

Attendees to Invite

Name Email address

No contacts selected.

New Attendee

= Full name:
+ Email address:

Regior Number (with area/city code)

Phone number: |1

Time Zone: | Denver (Mountain Daylight Time, GMT-06:00)
Language: | English v
Locale: | U.S. v

Add new attendee in my address book

Invite as alternate host
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Invite Attendees

Pravide new attendee information here or select contacts from your address book

Attendees to Invite

Phone number Language

Select Contacts...

Time Zone

Locale

OK || Cancel

* Required field

Add Attendee

do

N 4 Practices to Prom...

Select Conlacts..

Name Email address Phone number Language Time Zone Locale
Jane Binns  jane_binns@ccd.edu 1. English Denver Time  US
Invite | Select All | Clear All || Delete | Cancel
Ve TeysuEUUn
New Attendee ach attendee's
| the session)
* Required field
= Full name: Jennifer Ferguson
+ Email address: jennifer.ferguson@ced.edu
Phone number: 1
Time Zone: | Denver (Mountain Daylight Time, GMT-06:00) »
Language: | English v fttendees
i service to attend session
Locale: |U.S. o
Add new attendee in my address book
Invite as alternate host
Add Altendee
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How to Create a Webex Training for your Class

After completing your list click “select all” then “invite”. You do not have to do select all, you can click
people individually.

9 Selected Contacts - Google Chrome - U

@ cccs-meetings.webex.com/tc3300/trainingcenter/scheduler/invitation/frame/inviteattendees.do

Invite Attendees

Provide new attendee information here or select contacts from your address book.

Attendees to Invite Select Contacts...

Name Email address Phone number Language Time Zone Locale
Jennifer Ferguson jennifer.ferguson@ccd.edu 1- English Denver Time U.S.
Jane Binns jane.binns@ccd.edu 1- English Denver Time U.S.
Invite || Select AII_ Clear All || Delete || Cancel
New Attendee
* Required field
= Full name:

= Email address:

Country/Region Number (with area/city code)
Phone number: |1

Time Zone: | Denver (Mountain Daylight Time, GMT-06:00) v
Language: | English d
Locale: | U.S. v

Add new attendee in my address book

Invite as alternate host

Add Attendee
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How to Create a Webex Training for your Class

All of your invited attendees will now show up on the scheduling page in the box.
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b requests, you must manually approve each attendee's -
Attend a Session registration request before they can join the session)
+ Host a Session Attendees

Invited attendees: Jennifer Ferguson

Schedule Training ] Bi
ane Binns

Instant Session
Hands-On Lab

Test Library

My Training Recordings

Invite Attendees..

Attendees must have an account on this service to attend session
~ Set Up

Presenters
Webex Training

Invited presenters:
Preferences aslis b

My Profile
+ Support

Help Invite Presenters...

MyResources Session Options

Downloads Available features:  chat,Poll,Video,View video
thumbnails .Number of

You can now leave everything else as defaulted, scroll to the bottom of the page, and click schedule
meeting.

Graphics: Import Picture... | Remove Picture
Course Material

“§" Course material specified can be downloaded by participants before the session starts. To add course material, you can either upload new files or select ones
you have uploaded previously.

(No file specified yet.)
Add Course Material...
Tests

“§° You can add a test to this session for delivery before, during, or after this session. To add a test that you have already created and saved in the Test Library,
click Add Test. To create a test, or to import from your polling questionnaire, schedule this session first. On the confirmation page that appears, select Add a
Test. You can also go to the Session Information page later to add or edit a test after you have scheduled this session.

(No test yet.)
Add Test...

Save As Template Schedule || Start Session || Cancel
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How to Create a Webex Training for your Class

The invitations will be sent out and will look like this. Student must use the link provided. This is not
the same as the standard Webex meeting.

CAUTION: This email originated from outside of the Colorado Community College System. Do not click links or open attachments unless you recognize the sender and know the content is safe. Please contact your college IT
Help Desk if you have any questions.

*¥%% You can forward this email invitation to attendees ****

Hello ,

Wendeth Rauf changed the following training session:

Topic: Managing Discussions

Host: Wendeth Rauf

Date: Monday, June 22, 2020

Time: 3:30.nm, Maintaio Raylinht Time (NDenver. GMT-0A:00)
Session password: Discussions

To join the training session

1. Go to https://cccs-meetings.webex.com/cccs-meetings/k2/j.php?MTID=t12e23dde4970dbd4a02d775b7 1f06560
2. Enter your name and email address (or registration ID).

3. Enter the session password: Discussions

4, Click "Join Now".

5. Follow the instructions that appear on your screen.

To view in other time zones or languages, please dlick the link

https: //cccs-meetings.webex.com/cccs-meetings/k2/j.php?MTID=tbbacd9803a43020284263af4c6c67e1c

This is the simplest way to schedule a training. There are other options available to you, and if you
would like to learn more please contact tic@ccd.edu for further assistance.
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