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Sign into Webex Teams

As a student or faculty member of MSUB, you already have a Webex account - you
do NOT need to create one! To sign in, follow these simple steps:

1. If you're on a desktop or laptop computer, download the desktop app.

If you're using a mobile device, download the Cisco Webex Teams app from the
App Store or Google Play.

L

GETITON

P> Google Play

2. Sign in with your university email address and password.

For most accounts, your email address will be your
firstname.lastname@msubillings.edu

Enter your email address

first.last@msubillings.edu ()



https://www.webex.com/downloads.html
https://apps.apple.com/us/app/cisco-webex-teams/id833967564
https://play.google.com/store/apps/details?id=com.cisco.wx2.android&hl=en_US

Your password will be the same one that you use for D2L and MyInfo.

Windows Security *

CiscoCollabHost.exe

Connecting to adfs.msubillings.edu.

MSUBILLINGS\

Fassword

D Remember my credentials

Mare choices

Note: If you are prompted to enter a username on the screen above, you will
use your Net ID (this is a combination of letters and numbers).




Features

My profile
and settings

Spaces

Teams
Calls

Meetings




My profile and settings

Edit your profile picture, display nhame, availability status, etc.

Grubbs, McKenzie

mcke nzie.grubbs@ msubillings.edu

Availability >

Active

People Insights Profile

Settings

Help >
Sign Out

Exit Webex Teams




Spaces

Conversation spaces for individuals and groups within your team

General

€Learning
Drzycimski, Micholas

Schedule Board

el.eanning

Bugs and Known Issues

el.eanning

Kendrick, David 5.

Hawkaluk, Tyr L

Kerr, Jared C

eLearning Website

el.eanning

Gilfeather, Duane J

& Connect to a device

Filter by

_|_

-
—_—




Teams

Organized groups of people

elearning

Spaces are within teams. For example, all members of the eLearning department are in
the eLearning team. Within that team, we have separate conversation spaces for
various purposes.

@ General — Space
dearning )— Team




Calls

This feature does not yet have the capability to dial phone numbers, but can be used to
start a Webex Teams Call, which is similar to a Webex Meeting. Just enter an email
address for whomever you wish to conference with.

— m}
Calls
Al Missed

o 231PM

@ Drzycimski, Nicholas I
1 2 3
4 5 6
7 8 9

My Computer

Call



https://www.msubillings.edu/it/software/webex/

Instant Messaging

Contact a person
or create a space

Fitter by

. Bugs and Known Issues
eLeaming

General
elearning

KSH  Kendrick, David 5

sumiy  Schedule Board

elearning

@ Drzycimski, Nichalas

* Hawkaluk, Tyr L

e Kerr, Jared C

e elearning Website
eleaming

Gl | Gilfeather, Duane J

5 Connect to a device

Connect to
Webex Board

Information

+

Space Add to

favorites

@)¥r General

elearning

Screen
Share

Call

x
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that reaches 90% of D2L users.
Tipo

has been published for students/faculy

Hawkaluk, Tyr L 2/14/2020, 4:53 PM
* ]

Activity Menu

Message

People

Links

‘Whiteboard Schedule

Files My threads

0T @

Write a messagelto General

Message
options

Contact a person or create a space

Select "Contact a Person" if you wish to start a conversation with an individual. Search
for people by their name or email.

Select "Create a Space" if you wish to start a group conversation.

Contact a Person

+

Create a Space




Space Information

2
A

oo
oo

G}

® +

B

-+ O ¢ Test
Edit space settings..
Motifications...

Add apps

View space policy

Add this space to a team
Moderate space

Meeting capabilities

Leave space

From top to bottom:

Edit space settings (i.e. name and image)
Notifications

Add apps

View space policy

Add space to a team

Moderate space

Meeting capabilities

Leave space




Add to favorites

Click * to add a space to your favorites.

Click to remove a space from your favorites.

To view your favorite spaces, click = to filter your spaces and content, and then
select Favorites.

Q Search —l_ @@ General

elearning
General
% elearning +

Screen Share

Select the screen or application that you wish to share. You can also choose to Share
computer audio and Optimize for video.

& Webex Teams X

Select the screen or application you want to share with Drzycimski, Nicholas [] Share computer audio [ Optimize for video

Screen 2 Screen

k- ¢

Cutlook Google Chrome Sticky Motes




Call

For more information on making video calls, see Calling.

Activity Menu
From left to right:

e Message

0T EwWeE

Write a message to General

e Whiteboard

X Whiteboards (0)

[o Mew white board ]

Mo whiteboards




=  General

All
whiteboards

New whiteboard

Share

Undo Add
Sticky Note

Schedule

Create and schedule a meeting using Microsoft Outlook

Space meeting information

Schedule a meeting with everyone in this space

You'll see upcoming meetings with everyone in this space here. There
aren't any meetings yet, but you can create cne.




e People
View list of moderators and participants in the space

e Files
View all shared files in the space

e My threads
View all threads you are a part of in the space

° Links
View all shared links in the space

Connect to Webex Board

Make sure you're close to a Webex device, and disconnect any Bluetooth headsets. For
more information on connecting to a Webex Board, see Webex Board > Connecting to a
Webex Board.

Message options
@O E @

From left to right:

e Attachment

e Screen capture

e Format text

e Emojis and symbols

e GIFs

¢ (@Mentions

e My Personal Room Invite




Calling

1. To start a call from a space on the desktop app, click on the green Meet
button in the upper-right corner.

@ ¥ eleaming Website q

elearning

Crzycimski, Nicholas  1/31/2020, 3:57 PM

Student Resourc

On the mobile app, click on the square dots button, and then the green Meet
button.

= 100% =)
eLearning Website ve e

LrzZycimski, NIChoIas removed salter-Keitz. Susan 1rom this Snace. 1/ZZIZU. 1:Ub PM

Drzycimski, Nicho @

Message Meet Whiteboard
@ Hawkaluk, Tyr L 1/31/20, 3:53 PN
Faculty Resources | @ @
Schedule People Files

Info




2. To call somebody directly, click on the Call button and then search for them
using their email address.

Calls

All Missed | nicholas.

nicholas.drzycimski @
Active

AN nicholas.adams7@msubiling

A . Drzycimski, Nicholas

RA | Reaves, Melanie A

AN nicholas.albin@msubillings.e

AN picholas.allison1@msubilling:

_ Vesterday how m
RA " Reaves, Melanie A. - ;
Devices

Yesterda,

RA  Reaves, Melanie A I Mo results
Ja-)
y Computer »

Yesterdsy

RA  Reaves, Melanie A. ean

Wednesday
kathy.m_poulson@gmail .c e @

Wednesday Call
A . Drzycimski, Nicholas (3) o

3. From here, calling through Webex Teams functions the same as Webex
Meetings. For more information on these features, visit our Webex Meetings
guide at msubillings.edu/it/software/webex.



https://www.msubillings.edu/it/software/webex/index.htm

Webex Board

The Webex Board is an all-in-one device for team collaboration. With the Webex Board,
you can wirelessly present, whiteboard, view files, and place video or audio calls. Using
the Webex Teams app, you can connect to your team and the Webex Board from
outside the physical room through the devices of your choice.

Webex Board Locations

Library 312 (University Campus)
Seating capacity: 8
Reservation information: http://libguides.msubillings.edu/c.php?g=720036&p=5173173

Rimrock Hall Lounge - Interactive Classwork (University Campus)
Seating capacity: 28

Contact Events and Conference Services at (406) 896-5860 to reserve this room.



http://libguides.msubillings.edu/c.php?g=720036&p=5173173
tel:406-896-5860

Connecting to a Webex Board

1. Before connecting to the Webex Board, you will need to have the Teams app
installed on your device.

2. Your device should automatically connect to the board, which you can verify by
checking your connections in the lower-left corner of the Teams app.

SJ Library

® ) A5

Spaces Teams Calls Meetings

3. If your device does not connect automatically, check your connection settings by
clicking on My profile and settings, then Devices.

Grubbs, McKenzie
mckenzie grushs@msubillings.edu

Presenting v

Notifications >
Appearance >
About >
Submit Feedback

Send Logs

Devices >

Advanced >

Meetings >

Sign Qut




Make sure that Use Ultrasound and Auto Connect are turned on.

< Devices

Use Ultrasound
e

Discover nearby devices with ultrasound signals using the microphone on your phone. No audio is stored or sent to Cisco. For better audio quality when unpaired, turn off ultrasound

Auto Connect

Automatically connect to the nearest devices in the room. This requires listening for ultrasaund signals. If you turn this off, you will have to manually connect every time.

Manual Connection Option

Shaow an option to manually connect to a device below the spaces list.

You can also check the connection settings for individual boards by clicking on
the device name in the lower-left corner of the Teams app. Automatically
connect should be turned on.

Options ~
Disconnect

Automatically connect
Automatically connect to this device when

it is nearby.




4. You can manually connect to the board by clicking on Device Available in the
lower-left corner, and then clicking Connect.

[ 5J Device Availahle]

2 P S -

Spaces Teams Calls Meetings

[ - Connect ]

On the desktop app, you can also search for a board by clicking Connect to a
device in the lower-left corner, and then Search for a device.

Connect to 2 device

‘ % Connect to a device

Mo devices found

Make sure you're close to a2 Webex device,

and disconnect any Bluetooth headsets.

[Searchfuradevte]

5. You can also connect to the board via HDMI cable. The HDMI port is located
underneath the middle of the board (directly below the Home button).




Opening a Space

To save content from a Webex Board, the board needs to first be added to a Webex
Teams space.

1. Once you have connected your device to the Webex Board, click on Open a
Space.

Library

() Share Screen

[»] Open a space

Options v

2. Search for or click on the space that you wish to open.

X Open a Space

Q Search for a space

elLearning Website
7 people -

Drzycimski, Nicholas
2 people

Schedule Board
5 people -

Hawkaluk, Tyr L
2 people

Ks Kendrick, David S.
2 people

General
8 people -




You can also create a new space specifically for use with the Webex Board by
clicking on the add button.

Cancel New Space

Create a space

Start a group conversation.

Webex Board




Screen Sharing

1. Once you have connected your device to the Webex Board, click on Share
Screen.

Library

5) Share Screen

[+] Opena space

Options ~

2. Select Webex Teams, turn your microphone on or off, and Start Broadcast.

Everything on your screen, including
notifications, will be recorded. Enable Do Not
Disturb to prevent unexpected notifications.

O,

Screen Recording

n Photos

v @ Webex Teams

@ Webex Meet

Start Broadcast |

Microphone
off

From here, everything on your screen (including notifications) will be shared and
projected onto the board.




3. When you are ready to stop sharing your screen, click on the red Screen
Broadcasting button in the top-right corner, then Stop.




Call Options

When making a Webex Teams Call on the Webex Board, a few new options are
added. For general information on calling, see page 16.

Move Call

When hosting a Teams Call on the Webex Board, you can switch between the board and
your device by clicking on the Move Call option.

Library

Show Roster List
Invite Guests

( Move Calll"




Continue your meeting on
this device

iPad

The call will be removed from the Webex Device

End Call

When ending the call, you have a choice to end the call on a) your device only or b)
your device and the Webex Board.

Library

My Phone

My Phone + WebexBoard




Support:
You can find additional information about Webex on the MSU Billings website!

msubillings.edu/it/software/webexteams/

Contact either IT or the eLearning department with any questions you may have.

IT elLearning
Hours 8am-5pm 8am-8pm
Phone (406) 247-5700 (406) 657-2192
Web https://helpdesk.msubillings.edu




	Webex
	Teams
	MSU Billings
	Contents
	Sign into Webex Teams…………………………...3
	Features………………………………………………….5
	Instant Messaging………………………………...10
	Calling………………………………………………….16
	Webex Board………………………………………..18
	Support………………………………………………...28
	Sign into Webex Teams
	Webex Board Locations
	Connecting to a Webex Board
	Opening a Space
	Screen Sharing
	Call Options

	You can find additional information about Webex on the MSU Billings website!
	msubillings.edu/it/software/webexteams/
	Contact either IT or the eLearning department with any questions you may have.

