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Webex Teams is a collaborative tool that allows people to instant message, start a group conversation,
share content, make a call, and start a Webex meeting.

1. Open the email invite from Cisco and follow the instructions.

2. Select the Help

Button on the bottom left corner to tour options in Teams or access the Help

Common Webex Teams Controls:

Center.
Search
Create a
Filters Space
Status and : :
Preferences
: C; Search | +
Al People Spaces Filterby =
Navigation e Brandon Burke )
Menu Development agenda |
Mobile Development °
S Sourcing
M Marketing
People and Q) Gincomo s
Spaces List | "BC 5 ot aisturb until 400 | Working from home &
@ Brenda Song
Phone
Settings - =g

i 2 Connect to a device

Devices

Activities Call/Meet

Space Information

® &

| Messages

Favorites Screen Share

- =) X
Brandon Burke e‘ﬁ @ Search

T — 9 @ in Space

Srandon Burke T8 A -
Threads

Great news, the latest sales reports have been submitted by our contracted vendor. Things are
definitely trending up. | think we'll see a return on our investment sooner than later.

You 11:49 AM
Nice Brandon! I'm looking through the csv now. There are some great side-by-side comparisons here
from before this new contract began. Would you mind reaching out to Rudolph to see if we can
parse these numbers for our own slide deck? We should refer to these during our presentation.
Brandon Burke  11:50 AM
Great idea, Barbara. | can reach out to Giacomo to see what sort of visualizations we might be able to
generate from these metrics. | know spreadsheets alone can sometimes diminish the excitement of such a
positive trend. It would be great to impart just how much of an improvement this is more broadly.
You 11:52AM
Sounds good.
®-j-- Messages

e 0T &@

Write a message to Brandon Burke

https://help.webex.com/en-us/5wctm5/Get-Started-with-the-Cisco-Webex-Teams-App
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Direct Messages

People are able to send messages directly to other individuals to chat, collaborate, and share content.
1. Select the Spaces Chat Bubble . from the left navigation menu.
2. Search for the name of the person to contact and then select anywhere inside the highlighted area:

Q) kerstin e Cancel

Spaces Messages Files

People

() Kerstin Nold
© N [\ ] o)

3. The chat window will appear on the right side of the screen with options to message, share content,
or schedule a meeting:

& ¢ Kerstin Nold @ @ @

Active

« a

4. There are additional options to share screen or content, audio call, or video chat.

Kerstin Nold

In a meeting

5. The status under their name will update to show if they are available, busy, or in a Webex meeting.

Kerstin Nold

In a meeting

6. Within the direct messaging chat window you are able to write a message, share a file, send a
screenshot, change text options, add an emoji, send a GIF, or send your personal Webex room.
Press enter when you are ready to send your message.

@ 0O T ©

M"rite a message to Kerstin Nold
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Project Spaces

Webex Spaces allow you to use all of the messaging functionality to a group of people collaborating on a
specific project or task. You can create a space or ask to join a space that someone else created. The only
spaces you will have access to are the ones you have created or joined.

1. Select the Spaces Chat Bubble . from the left navigation menu.
2. Select the Plus sign and Create a Space.

Contact a Person

Create a Space

3. Enter a name for the space, choose people to add to that space, and select Create.
4. The space will now show under the All and Spaces categories of the Spaces window.

Q. Search +

All People Spaces Filter by ==

Teams

Webex Teams are categorize multiple spaces under a common theme or for a consistent group of people
working together for a long period of time. You can create a team or ask to join a team that someone else
created. The only teams you will have access to are the ones you have created or joined.

1. Select the Teams icon . from the left navigation menu.

2. To create a new team, select the plus sign followed by entering a name for the team and choosing
the people who should be on that team.

3. To move spaces into a team, right click on the space name or access that space and select the Space
information setting.

UIE{% Practice Space

“4pace Information i

4. Select the option to Add this space to a team...
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Editing, Forwarding, and Message Threads

In a direct message, space, or team, there are several options available.

1. Hover over a sent or received message to find additional options. To edit a sent message, choose
the pencil icon. A message with attachments, screen captures, or GIF's is not able to be edited.

ﬁa@t’rﬁ':bl:

2. The smile icon has a list of emotions to apply to the message.

[

L =
£ & &G > FE G

3. The forward arrow will bring up a separate window to choose a person or space to send the
message to.

4. Use the thread arrow to start a thread on that message. All replies will show under that message to
make it easier to follow a specific conversation.

%@Eﬂ%"l:

Sharing Files

Add and view files, attachments, files, and videos to any message, space, or team.

1. Drag and drop the file into the messaging area or select the attachment icon, choose the file, and
press enter to send the file.

OTO®E

| Attachment
Wri ea0e to General

2. When afile is shared you are able to view it by selecting it or using the download icon to save it.

2 CHANDLER

e

primary-logo.png B

3. Access all files in that message, space, or team by selecting the Content menu option and then Files.

Messages People (1) Content Schedule

m & Whiteboards @ Links
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Using Whiteboards

The whiteboard tool is a way to draw an idea to share with a person, space, or team. Once a whiteboard is
created, anyone in the space will be able to view or edit them.

1. To access whiteboards, select the Content menu option and then Whiteboards.

Messages Peaple (1) Content Schedule

B3 Files £ Whiteboards | & Links

2. Select New whiteboard to begin drawing:

Choose a marker color.
b. Use the undo arrow or eraser to remove certain objects or completely clear the board.

o

C. Add text using the Sticky Note icon, © CENCTEEEID[©
d. Use the arrow keys on your keyboard, mouse, or touchscreen to move around the
whiteboard.

Calling People

In a direct message, you have the ability to call or video chat with someone.

1. Select the phone or video icon to call someone or bring up the Audio preferences to set your
speaker and microphone settings.
2. Select the Webex Teams Call box to begin the call.

@ Webex Teams Call
[,

Audio Source: Microphone Array (2- Realtek Audic)

Audio Preferences...

3. The Webex meeting window will display.

Start a Webex Meeting

Start a meeting with individuals, spaces, or teams at any time. At the time, Notes does not have the
integration to schedule meetings from Webex Teams.

1. Select the meetings icon . from the left navigation menu and choose Start Meeting.

My Personal Room &
https://chandleraz.webex.com/meet/meagan.malcore

2. Inthe write a message section for the person, space, or team, choose My personal Room invite and
press enter.

GO T Q @ (&

A

Ay Personal Room invite
https:ﬁchandleraz.webex.comfmeet!meagan.malcore|
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Settings

Access the settings menu to update your picture, availability, and preferences.
1. Select your profile icon to view all settings.

Meagan Malcore

Meagan.Malcore@chandleraz.gov

Availability

>
Active
Set a status >
Settings
Help >

Sign Out

Exit Webex Teams

2. Set a status or choose a new status Status of busy, right click on spaces or people to do things,

Availability N Working from home (%
Activ
° Traveling for business g7
Set a status >
Out for lunch [
Settings Be right back T
Help >

Set a new status

3. Access the Settings menu to modify audio and video preferences, notification, appearance, and

more.

Slgn in
<) Audio | | Start Webex Teams when my computer starts
[ video Spell Check

|\/| Enable spell chacking
Y, calls
English (United States) ~
£\ Notifications
ppearance vailability and statuses
A Availabil d stat

. | | Don't show availability and statuses
[CJ] Devices

Choosing not to sho
wil o turn off you
statuses.

r availability and custom status
of other people’s availability and

() Webex Meetings

Search

|\/| Close search results on double-click

Default file download location

C\Users\meaganm‘Downloads\, Change

Recent sessions

Show Details

Ca nce‘
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Webex Meeting Controls

o Cisco Webex Meetings - 0O X

File Edit Share View Audio Participagt Help Connected ®

Information

Start Recording  \

Recorder Settings 4
Welcome Message...

Options...

®

Records the
Lock Meeting Meeting

Waiting for othefs to join

Audio Share screen
Options or content

T 1
000

Shows list of Ends the

people in the Meeting
meeting

Webex Teams Guide July 2020 Page 8 of 9



> CHANDLER
ﬁwﬁa rrZona

References

. Webex Teams Help Topics

. What's New in Cisco Webex Teams
e  Get Started with the Cisco Webex Teams App

e Signin to Cisco Webex Teams for the First Time

e The Cisco Webex Teams App Ul

e  Customize Your App

e  Change the Color Theme

e  Tips for Managing Notifications

e  Add Your Profile Picture

e Read a Message
e Send a Message
e  Edit Messages

e  Forward Messages
e  Follow Conversations More Easily with Threads

®  Quote Someone's Message

e  Spaces and Teams

e (Create aSpace
e  Add People to a Space

e  Roles on Teams and Spaces

e  Filter Your Spaces and Content

e |etPeople Know You're Busy

(] Manage Your Teams and Projects

e  Moderate a Space

(] Remove Someone from a Space

e (CreateaTeam

e Add Someone to a Team

(] Remove Someone from a Team

e (Create a Team Space

e  View Files Shared in a Space

e  Share Files with Others

e  (Create a Whiteboard in a Space

e  Make a Video Call

e  Make an Audio Call

e View Call and Meeting History

e View Upcoming Meetings in Cisco Webex Teams

e Join a Meeting from Your Spaces List

e  Share Your Screen or Application in a Cisco Webex Teams Meeting

e  Schedule a Cisco Webex Team Meeting from a Space

e  (Choose a Cisco Webex Device to Use with Cisco Webex Teams

Webex Teams
Back to TOC

Webex Teams Guide July 2020

Page 9 of 9


https://help.webex.com/ld-n0bl93g-CiscoWebexTeams/Webex-Teams-App?omiReferProduct=WebexTeams
https://help.webex.com/en-us/8dmbcr/
https://help.webex.com/en-us/5wctm5/
https://help.webex.com/en-us/kq7r0c/
https://help.webex.com/en-us/n6t5wufb/
https://help.webex.com/en-us/nhpxj2m/
https://help.webex.com/en-us/hpdx59/
https://help.webex.com/en-us/ng7w8cj/
https://help.webex.com/en-us/6xhst1/
https://help.webex.com/en-us/xdgabi/
https://help.webex.com/en-us/jc7z88/
https://help.webex.com/en-us/3bic4j/
https://help.webex.com/en-us/ijf8fv/
https://help.webex.com/en-us/nvrq4ycb/
https://help.webex.com/en-us/ct7m94/
https://help.webex.com/en-us/4eawbp/
https://help.webex.com/en-us/hk71r4/
https://help.webex.com/en-us/n35gqwcb/
https://help.webex.com/en-us/zuwad5/
https://help.webex.com/en-us/iqq278/
https://help.webex.com/en-us/njzs6wl/
https://help.webex.com/en-us/hw96tfb/
https://help.webex.com/en-us/gw1w6c/
https://help.webex.com/en-us/n161k3p/
https://help.webex.com/en-us/n3kbxbf/
https://help.webex.com/en-us/2k0a23/
https://help.webex.com/en-us/nswq2ry/
https://help.webex.com/en-us/nha7emp/
https://help.webex.com/en-us/bm2zbp/
https://help.webex.com/en-us/yuwad5/
https://help.webex.com/en-us/ne9qdcz/
https://help.webex.com/en-us/4eliocb/
https://help.webex.com/en-us/ndl6910/
https://help.webex.com/en-us/592c0cb/
https://help.webex.com/en-us/nkb6gsk/
https://help.webex.com/en-us/nq25ei2/
https://help.webex.com/en-us/i62jfl/
https://help.webex.com/en-us/nu5w9x3/
https://help.webex.com/en-us/9zaecbb/

