
NYP Training Plan 
 
For Hosts: 

 Scheduling a meeting: 
o From a browser VIDEO 
o From a browser Help Article 
o In Outlook Help Article 
o Delegate Host scheduling in browser Help Article 
o Delegate Host scheduling in Outlook Help Article 

 Editing an existing Meeting 
o Edit a scheduled meeting in browser Help Article 
o Canceling a meeting in browser Help Article 

 Starting a Meeting 
o From a browser VIDEO 
o With the Desktop App Help Article 

 Share Content 
o Sharing content VIDEO 
o Sharing Help Article 

 Record a Meeting 
o Recording a meeting VIDEO 
o Recording a meeting Help Article 
o Edit Recording Details & Sharing Recording Help Article 
o Editing the mp4 recording Help Article  

 Personal Meeting Room 
o How to use VIDEO 

 Managing Audio & Video 
o Connect Audio & Video VIDEO 

 Best Practices 
o Mute options Help Article 
o Sharing your video Help Article 

 
For Attendees: 

 Join a Meeting 
o Joining a Webex Meeting VIDEO 
o Joining a Webex Meeting Help Article 

 Managing Audio & Video 
o Connect Audio & Video VIDEO 

 Sharing content  
o Sharing as an attendee Help Article 

 Best Practices 
o Mute yourself Help Article 
o Audio – join with VOIP or Call Me options 
o Mobile – join with the Mobile App with 1 click! 

 
Additional Resources 

o help.webex.com 
o Quick Classes – Free Instructor-led training on specific topics. Live classes and recordings available! 
o Open a Support case –  

https://help.webex.com/ld-nyw95a4-CiscoWebexMeetings/Webex-Meetings#Get-Started
https://help.webex.com/en-us/4a6d0z/Schedule-a-Cisco-Webex-Meeting
https://help.webex.com/en-us/nboahd2/Schedule-a-Meeting-in-Microsoft-Outlook-Using-the-Webex-Meetings-Desktop-App
https://help.webex.com/en-us/nmk7hvv/Schedule-a-Cisco-Webex-Meeting-on-Behalf-of-Another-Host#id_103944
https://help.webex.com/en-us/nkyeiue/Allow-Someone-to-Schedule-Webex-Meetings-on-Your-Behalf-in-Microsoft-Outlook#id_103944
https://help.webex.com/en-us/WBX5009/How-Do-I-Edit-a-Scheduled-Meeting
https://help.webex.com/en-us/WBX1104/How-Do-I-Cancel-or-Delete-a-Meeting-Training-Session-or-Event
https://help.webex.com/video?videoId=5843417891001
https://help.webex.com/en-us/nqx2ohdb/Use-the-Cisco-Webex-Meetings-Desktop-App#id_93251
https://help.webex.com/video?videoId=6052240072001
https://help.webex.com/en-us/n7i0yxd/Share-and-Present-in-Cisco-Webex-Meetings
https://help.webex.com/video?videoId=6032742225001
https://help.webex.com/en-us/n62735y/Record-a-Cisco-Webex-Meeting
https://help.webex.com/en-us/nzpa89j/Manage-Cisco-Webex-Meetings-Recordings
https://help.webex.com/en-us/0zbv00/Trim-the-Beginning-and-End-of-Your-Meeting-Recording-in-Webex-Meetings-and-Webex-Events
https://help.webex.com/video?videoId=6034404581001
https://help.webex.com/video?videoId=5843388812001
https://help.webex.com/en-us/r2cdv1/Mute-or-Unmute-Others-as-a-Host-in-the-Cisco-Webex-Meetings-Suite#fde412e9ddb211e8af2fe3ee8952981e
https://help.webex.com/en-us/96gbdu/Start-or-Stop-Your-Video-During-a-Cisco-Webex-Meeting
https://help.webex.com/video?videoId=5843417863001
https://help.webex.com/en-us/njmhfgbb/Join-a-Cisco-Webex-Meeting
https://help.webex.com/video?videoId=5843388812001
https://help.webex.com/en-us/WBX86712/How-Do-I-Use-the-Anyone-Can-Share-Feature-in-Webex-Meetings
https://help.webex.com/en-us/n94aj5j/Mute-or-Unmute-in-Cisco-Webex-Meetings-Suite
https://help.webex.com/en-us/5f6peu/Get-Started-with-Cisco-Webex-Meetings-on-Your-Mobile-Device
https://help.webex.com/
https://help.webex.com/landing/onlineclasses

