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Set up before you join a session

When joining a WebEX for the first time, the WebEx Training Manager Application will
automatically install on your system. However, we highly recommend that you save time by
setting up WebEx Training Manager, on Windows, before the session.

If your computer is inside a Local Area Network, you may need assistance from your IT
department to allow the WebEx Application to install on your system. Sometimes “administrator
access” is required to install programs, depending on your security settings.

To install the WebEXx Training Manager Application Follow these steps:

1. Go to https://bcpsgc.webex.com
2. From the left hand menu bar, select "Set up" and then "Training Manager".



Paacd Patient Safety
o - & Quality Council

WebEx information for new users Page 2 of 13
Patient Safety
BRITISH - .

coiomsia - & Quality Council

@ My WebEx [ Hostlogla |

Live Sessions S
w Attend a Session

1 Seriong Search for sessions by presenter, topic, or words in the agenda:
Recorded Sessions [ @ [E
e Today | Upcoming |  Daily |  Weekly |  Monthly Enqlish + San Francisco Time.

} Hosta Session

w Setlp
Training Mansger
Preferences

LR

From: 3:45 p.m., Wednesday, June 9, 2010

[ Show only sessions that require registration

Date & Time ~ Topic Presenter
JulB, 2010 AL BC PSQC
Jul14,2010 &00am BC Patient Safety & Quality C BC PSQC
Sep 15, 2010 800am EBC Patient Safety & Quality C BC PSQC
Sep 22 2010 930 am  Health Quality Netwark Meeting BC PSQC
Nov 17,2010 @00am BC Patient Safety & Quality C BC PSQC
Nov 24,2010 9:30 am  Health Cuality Network Meeting BC PSQC

Total number of sessions: &
Duration
1 hour
6 hours
6 hours
6 hours 15 mins
6 hours

6 hours 15 mins

~

3. Click the “Set Up” button and follow the instructions to download the application and to
test your system before your first session.

Set Up Training Manager

Although WebEx Training Manager will automatically be set up when you host/join a training session,
you can save time by setting up WebEx Training Manager, on Windows, before the session.

If you plan to use rich media such as audio, video or Flash in the session, you can first verify your nch

media players

To set up now, click Set Up. If you prefer to set up later, click Cancel.

[ Cancel ]

You should also verify your rich media players as audio, video or Flash are often used during

the WebEXx session.
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Joining a session

After the WebEx Training Manager Application has been installed on your computer, you are
ready to join a session.

1) If you plan to use a web cam or computer headset for the call, plug these in before you
connect.

2) Go to the https://bcpsgc.webex.com to see the list of sessions.

3) When you find your session in the list, click on the session name or click the “Join”
button on the right-hand side of the screen.

i Join

4) Enter vour name and email address and click “Join Now” to enter the session

English : San Francisco’
Join Session Now

To join this training session, provide the following
information

Your name:

Email address:

5) If the fields for the name and email address are not available yet (greyed out), it means
that the meeting organizer has not yet started the session.

6) The WebEx meeting session will open up on your computer. It can take a few seconds
for the session to load.

Session In Progress

Do not close this window, refresh this Web page, click Back or
Forward, or click @ URL in another window. If you do so, the session
will end.

Return to Session
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7) Make sure that you do not close any of the open internet browser windows during the
session, or you may inadvertently end the session.

During a Session — What to Expect

The WebEx Session will open on your computer and information on how to hear the audio
portion of the call will be displayed automatically.

It is tempting to phone the number that appears on the white "Info" screen - however, wait a few
seconds and the "pop up" (or dialogue box) will appear with your unique Attendee ID number
along with dial-in instructions for your telephone or computer headset. The Attendee ID number
allows the host to identify you when you speak by displaying a telephone icon beside your

name. )

You will see a screen like this:

P Cisco WebEx Training Center - test

File Edic Shate pudio  Participant  Session  Breakout  Help

B @| [quick start | 1nfa

BREO o]
¥ M Participants
& A0 | Mame L 1of 1 ready Feedback
Topic: test @ Panelists: 1
Host: BC PSQC ¢ BC PSOC (Host) .
Audio Conference: Call-in tol-free number (US/Canada)  1-866-599-3239 & Attendees: 0
Call-in toll number (US/Canada) 1-408-792-6300
Access code: 331 408 278
Attendee ID: 3
Training session number: 331 408 278
Host key: 228462
Select an option to join this audio conference.
Use Phone 1. Call ane of these numbers:
1-866-699-3239 (Cal-in toll-free number (US/Canada)) @ Make Fresenter ] l — J [ Mute ] { Py |,]
'-\g 1-408-792-6300 (Cal-in kol number {US/Canada))
IMZIERIE 2| [~
. Entar the access cade: % v ¢ (@] | [y (P [t
331408276 #
3., Enter wour Attendee ID:
I#
» Use Computer Headset
Send ko: | All Participants EJ|
Select ticipant in the Send b firsk, &
elect 3 parficipant in dE 2nd Lo menuy Firsl Ype

chat message, and send. ..

o el

Cisco

we Session Mo, 331 408 278 | For audio information, cick Information on the Session menu, Conpoctad & =
beX Fridav, June 04, 2010
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Audio Conference

You can listen to the audio portion of the meeting through your computer headset or over your
telephone’s land line.

Dialling in by phone

If you are dialling in by phone, use the phone number that is displayed on the pop-up
window and enter the Access Code and Attendee ID when the automated phone system
asks for this information. The Attendee ID is essential because it synchronizes your log-
in name with your dial-in code so that we know who you are when you speak.

Using your computer headset

If you are listening in from your computer headset, click on the “Use Computer Headset”
at the bottom of the pop-up window and ensure that your headset is properly connected
to your computer. If you have a microphone it will allow you to be heard by the meeting
organizers and other participants when not muted. Note that if you do not have a
microphone you will be able to listen only.

*Warning* Computer headsets have historically been less reliable in terms of sound
quality, although improvements in this technology are progressing. If your computer
headset is not working properly please use the telephone line to call in. To view the
telephone number and access code after the pop-up window has closed click on the
“Info” tab at the top of the WebEXx session window.

¥ cisco WebEr Training Center - test

pudio  Partidpant  Session  Breakout  Help

/ |

Use the “Info” screen to access the audio conference information at any time during the session.

e Close the pop-up window when you have successfully connected to the audio portion of
the meeting.

o Everyone will be muted during the presentation until question time. If you are having any
technical problems, send a message to the Host via the Chat Panel.

e The host has the ultimate control over muting and un-muting participants, but some
sessions open dialogue between participants and the presenters. You can mute and
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un-mute yourself in an open-dialogue session by clicking on your name in the
Participants Panel and then clicking on the mute button that appears below.

Please note: Sessions will be recorded and stored in the Virtual Learning Opportunities page
(http://www.bcpsqgc.ca/education/BCPSQC-virtual-learning-recordings.html). The recordings
include audio material for the WebEx Session, including questions from participants and
answers from the presenter.

Participants Panel(@ﬂﬂ@ =

The Participants Panel contains a list of all participants attending the meeting. In addition, it

provides participants with the ability to mute and un-mute themselves and provide feedback in
the Feedback column.

BEL D= @ L)

G | o | Name £ 10of 1 ready | Feedhack
) Panelists: 1

& BC PSQC {Hoskt) L]
= Attendess: 0

[G) Make Presenter H Sudio J[ Pelute ] I +4 |v]

% 0 @D | G (@

Mute/Un-Mute

The host has the ultimate control over muting and un-muting participants, but some sessions
open dialogue between participants and the presenters. You can mute and un-mute yourself in
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an open-dialogue session by clicking on your name in the Participants Panel and then clicking
on the mute button that appears below.

BEALD O ®E =

M porticipants -
& A0 Mame £ 1 0of 1 ready  Feedback
(=) Panelists: 1
e BC PSQC {Hoskt) ]

(¥ Attendees: O

Mute/Unmute

(click on your name in the
Participants screen to
activate this feature)

\

[@ Make Presenter ][ Audio ([ Prlute ] [ +4 |v]

) b (e (EA) (o] (G~ | fal] () (1]
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Raise Hand

If you wish to ask a question during the session you can use the chat feature, or you can raise
your hand by clicking on the hand icon. This places a hand icon beside your name in the
Feedback column of the Participants Panel to alert the host that you have a question.

HEO S (@
w

X participants -

& A0 Mame £ 1 of 1 ready  Feedback
(=) Panelists: 1
. BC PSQC (Host) "

(=) Attendees: O

Raise Hand

(this will place a hand
in the feedback column
beside your name)

[Gl Make Pr;sé‘uter H Audio ][ Mute ] l 2, |v]
G N EEED G

Yes/No Questions

The presenter may ask the participants yes/no that they can respond to usin ] ¢
buttons on the Participants Panel.

Emoticons

Emoticons can be used to indicate how you are feeling or your impression of the presentation.
The emoticon you choose will appear in the feedback column of the Participants Panel.

Interested
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Chat Panel |@ 2

The chat panel is a great way to communicate with other participants or with the host during a
session, without interrupting the presenter. You can use it to ask questions to the presenter or
the host as well.

P Cisco WebEx Training Center - test

File Edit Share Wiew Audio Participant Session  Breakout  Help

By @| [(Quick Start | Info

BREO = 5]
. ;'- Participants
& A Mame £ 1of 1 ready Feedback
Topic: test (T Panelists: 1
Host: BC PSOC [ BC PSQC (Host) "
Audio Conference: Call-in tol-free number (US/Canada)  1-866-699-3239 @ Attendees: 0
Call-in toll number (US/Canada) 1-408-792-6300
Access code: 331 408 278
Attendee ID: 3
Training session number: 331 408 278
Host key: 228462
[@ Make Presenter ] [ Audio ] [ IFute ] [ +& |']

(%) ] <] () () (1] | (el () ]

Chat Panel

| Comments and questions
from other participants are

visible here.
Make sure to select “Host” from the

drop down list if you want to send a Sendto: | All Participants 8
Type your question here.

message only to the host.

'\‘."vebex Session Mo, 331 408 278 | For audio information, click Information on the Session menu.

If you wish to ask a question during the session:

0 Send questions via the chat panel to ALL PARTICIPANTS

o OR

0 Use the ‘Raise your hand’ button to alert the panel
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Please note: Sessions will be recorded and stored in Virtual Learning Opportunities page
(http://www.bcpsqgc.ca/education/BCPSQC-virtual-learning-recordings.html). Chat items posted
for All Participants are included in these recordings.

Question & Answer Panel |B<Bﬁ] S|

Similar to the chat panel, the Question and Answer Panel allows participants to respond to
guestions from the host or presenter. This panel is only used if the host or presenter uses it to
ask a question.

J al(m

Select a question, and then type your answer here, There is a
256 character maximurn,

| send || SendPrivately... |

Please note: Sessions will be recorded and stored in the Virtual Learning Opportunities page
(http://www.bcpsqc.ca/education/BCPSQC-virtual-learning-recordings.html). Questions and
Answers are included in these recordings.
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Polling Panel BIEHE)=E =

If the presenter polls the participants during a session, participants can respond by selecting
answer from the Polling Panel.

» 2 Participants

» ¥ Chat
3 DA
+ il polling

Polll

Ded| x|+

Pall Questions:
Juestion
Type: @ Multiple choice Single Answer =)
O shart answer
Tew Change Type

Answer

() (o) |

[ Record individual responses

Please note: Sessions will be recorded and stored in the Virtual Learning Opportunities page
(http://www.bcpsqgc.ca/education/BCPSQC-virtual-learning-recordings.html). Polling responses
are included in these recordings.
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Video Panel|ﬂ @

If you are using a webcam your image will appear on the video panel. You will also be able to
see other people’s videos in this panel. To share your video with others, click “Send Video”.
This feature will only become available when you plug in your web cam.

Note that your web cam should be plugged in before you join the WebEx session. If you joined
the session without plugging in your web cam, please leave the session and re-join once your
web cam is plugged in.

BE0O00E
»

» participants

8 Chat
QA
il Polling

* M ¥Yideo

Please note: Sessions will be recorded and stored in the Virtual Learning Opportunities page
(http://www.bcpsqgc.ca/education/BCPSQC-virtual-learning-recordings.html). Web cam video
feeds are included in these recordings.
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Webex from your Blackberry

Download the free Webex Blackberry application from http://www.webex.com/blackberry/ to
access online meetings from your Blackberry.

For more information please contact:

Kerianne Poulsen
Program Assistant, BC Patient Safety & Quality Council
Email: kpoulsen@bcpsgc.ca




