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When you request a WebEx session from the IETF using the form at
http://www.ietf.org/private/webex-request.html, you will receive two emails back from the IETF
Secretariat. One is the PARTICIPANT email, which will have a subject line like "Meeting invitation:
(Meeting Name)." The other is the HOST email, which will have a subject line like "Meeting
scheduled: (Meeting Name)" and contains the Host Key you will use as a participant to claim the
Host role in the meeting.

To run your meeting, you will join the session as a regular participant using the instructions in the
PARTICIPANT email, and then use the Host Key provided in the HOST email to claim the Host role
for the session. Detailed instructions follow.
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Claim the Host Role in an IETF WebEx Meeting (Windows)

Claim the Host Role in an IETF WebEx Meeting (Windows)

1) Meetings will be set up to allow participants to join 10 minutes prior to the published start time.
You will need to join the meeting as a participant and then reclaim the host role. To join the online
meeting, go to the PARTICIPANT email instructions you received from us, and click on the link in
Figure 1 to join the meeting.

Topic: Windows Test Meeting

Date: Thursday, May 27, 2010

Time: 12:30 pm, Pacific Daylight Time (San Francisco, GMT-07:00)
Meeting Number: 964 965 570

Meeting Password: 1234

| +eoto ]

https://workgreen.webex.com/workgreen/j.php?ED=134158287&UID=1126227037&PW=NY2FjMzVKkNjk5&RT=MiMO >

["2—¥requested, enter your name and email address. /

3. If a password 15 fequiredenrterthe-meeting password: 1234
4. Click "Join".

Figure 1

2) That link will take you to the screen shown below in Figure 2. Enter your name, email, and the
meeting password (not the host password) that was distributed to all participants via email, if a
password is required, and click the Join Now button. (Note: If you try to join the meeting more
than 10 minutes before the published start time, WebEx will ask you to join as the Host. You will
need to wait until 10 minutes before the meeting is scheduled to start to join the meeting.)

alaln
cisco

Meeting Information: Stephanie Test Meeting (5 °

English : New York Time

Meeting status: Not started

Starting date: Wednesday, February 3, 2010

Starting time: 5:00 pm,Eastern Standard Time (New York, GMT-05:00)
Duration: 1 hour

Host's name: |IETF Secretariat

Email address:

Password:

Remember me on this computer

(Clear my information)

[ vould like to take = free WebEy
trial (email required).

JoinNee

View Meeting Details

Before you join the meeting, please click here to make sure that you have the appropriate players to view UCF (Universal Communications Format)
rich media files in the meeting.

.’g] Done Q Internet

Figure 2
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Claim the Host Role in an IETF WebEx Meeting (Windows)

Figure 3 shows where to get the meeting password in the PARTICIPANT email.

Cindy Morgan invites you to attend this online meeting.

Topic: Windows Test Meeting

Date: Thursday, May 27, 2010

Time- : 5 ific Daylight Time (San Francisco, GMT-07:00)
eeting Number: 964 604

Meeting Password: 1234

\

Figure 3

Once you have entered in the meeting password, the meeting will start. However, you are not yet
the host, which means you are not able to present slides or manage your meeting yet.

4) Look at the WebEx menu choices at the top of the screen and select "Participant." Then choose
"Reclaim Host Role..." as shown in Figure 4.

 Cisco WebEx Meeting Center - Windows Test Meeting

Fle Edt Share View Audo [ESliugdl Mesting  Help

BY=R=]
(2o B
¥ 3 Participants -
4> Name £ Tools
Meeting Topic:| Windg Stephanie McCammon .
Audio conferencg: Call-in > 1792-6300
Show »

Access code: 964 96|

Attendee ID: 115 3 T

Meeting number 564 36 .

Reclaim Host Role...
| Send to: --- Please Select - =

Sele Itin the Send to menu first, type

m» Thank you for working green by meeting online.

Figure 4
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Claim the Host Role in an IETF WebEx Meeting (Windows)

5) WebEx will prompt you (Figure 5) for the "Host Key," which is a six digit numerical key found in
the HOST email.

# Cisco WebEx Meeting Center - Windows Test Meeting

Fle Edt Share View Audo Partipant Meeting Help

2O 0| B —

& Participants
> Name £ Tools
Meeting Topic:  Windows Test Meeting Stephanie McCammon .
Audio conference: Call-in toll number (US/Canada) 1-408-792-6300
Show all global call-in numbers
Access code: 964 965 570
Attendee ID: 115
Meeting number: 964 965 570
# Reclaim Host Role —
Sendto: |- Please Select - =
Host Key: ‘
Sele he Send to ment =
oK Cancel
m» Thank you for working green by meeting online.

WMeeting number: 964 965 570 | For nce information, click Information on the Meeting menu. Connected © 8 gl

Figure 5

Figure 6 shows where to get the Host Key in the HOST email.

You are the host for this online meeting.

Topic: Windows Test Meeting

Date: Thursday, May 27, 2010

Time: 12:30 pm, Pacific Daylight Time (San Francisco, GMT-07:00)
Meeting Number: 964 965 570

| Meetittg Password: 1234
Host Key: 747308 (use this to reclaim host privileges)
[ —

T — Figure 6

Enter the six-digit host key as shown in Figure 5 and click OK.
Once the host key has been entered, you should be able to perform all host functions to run your

WebEx meeting. If you encounter any issues trying to start your meeting, please feel free to
contact the IETF Secretariat at +1-510-492-4080 or ietf-info@ietf.org. Good luck!
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Claim the Host Role in an IETF WebEx Meeting (Macintosh)

Claim the Host Role in an IETF WebEx Meeting (Macintosh)

1) Meetings will be set up to allow participants to join 10 minutes prior to the published start time.
You will need to join the meeting as a participant and then reclaim the host role. To join the online
meeting, go to the PARTICIPANT email instructions you received from us, and click on the link in
Figure 1 to join the meeting.

Topic: Mac Test Meeting

Date: Thursday, May 27, 2010

Time: 1:15 pm, Pacific Daylight Time (San Francisco, GMT-07:00)
Meeting Number: 964 016 431

Meeting Password: macintosh

| i-60t6

https://workgreen.webex.com/workgreen/j.php?ED=134159882&UID=1126234047&PW=NMDIiINTZiMDQy&RT=MiM0O >

uested, enter your name and email address. //

3. If a password TsTectired~enterthe meeting password: macintosh
4. Click "Join".

Figure 1

2) That link will take you to the screen shown below in Figure 2. Enter your name, email, and the
meeting password (not the host password) that was distributed to all participants via email, if a
password is required, and click the Join Now button. (Note: If you try to join the meeting more
than 10 minutes before the published start time, WebEx will ask you to join as the Host. You will
need to wait until 10 minutes before the meeting is scheduled to start to join the meeting.)

Cisco

eX

Meeting Information: Mac Test Meeting

Meeting status: Not started
Starting date:  Thursday, May 27, 2010
Starting time:  1:15 pm,Pacific Daylight Time (San Francisco, GMT-07:00)

Duration: 1 hour
Host's name: Cindy Morgan
More Info

Youyr name: Morgan Cindy

Email address: |

N mm
cisco

(s 2]

English : San Francisco Time

7 It's time to join!

ou are the host, start your meeting.

] Remember me on this computer
— (Clear my information)

)1 would like to take a free
~ WebEx trial (emall required).

Figure 2
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Claim the Host Role in an IETF WebEx Meeting (Macintosh)

Figure 3 shows where to get the meeting password in the PARTICIPANT email.

Cindy Morgan invites you to attend this online meeting.

Topic: Mac Test Meeting
Date: Thursday, May 27, 2010
Time: 1:15 pm, Pacific Daylight Time (San Francisco, GMT-07:00)

Meeting Number964 016 431
Meeting Passwokd: macintosh

Figure 3

4) Once you have entered in the meeting password, the meeting will start. You will get a pop-up
that tells that the Host has not yet joined the meeting (Figure 4). Click OK to get rid of this pop-up.
You will claim the Host role in the next step, which will allow you to present slides and manage

your meeting.

Cisco WebEx Meeting Center - Mac Test Meeting

A B, e R [cnm ..1 (A=)
1 = | i : ! __H
e Apps  Desktop Whiteboard \Nebex Meeting No. 964 016 431 | Attendee ID: 3 | Connected @ i cisco e
B e —— T
4 Name -
Morgan Cindy -

Host Not In Meeting

Meeting Topic: Mac Test Meeting|
Audio conference: Call-in tell-free n
Call-in toll numb
Show all global c3
Access code: 964 016 431 4)
Attendee |D: 3

Meeting number: 964 016 431

The host has not yet joined the meeting.

Select an option to join this audio conference.

Send to: | --- Please Select -— +]

Use Phone [ call me at a new number l-ﬂ

{ Country/Region
(W ¥ |

gRemember phone number on this computer

( Call Me )

Select a participant in the Send to menu first,
type chat message, and send...

} Use Computer Headset

Figure 4
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Claim the Host Role in an IETF WebEx Meeting (Macintosh)

5) Look at the WebEx menu choices at the top of the screen and select "Participant." Then choose

"Reclaim Host Role..." as shown in Figure 5.

O -

'ueeting Center File Edit ilirg_\fiew Audie ting “Window elp
[alale] Mute {+3M {est Meeting
3 Unmute
G ] 0
' Docs Apps Desktop Whiteboard Mute All oxU @3 aConncced® S = Panels
. Unmute All
Info Participa

Mute on Entry 0 Name —
Invite > Morgan Cindy -

Remind

_ . : Assign Privileges... 3K
Meeting Topic: Mac Test Meeting
Audio conference: Call-in toll-free numba Find Participant... BF
Call-in toll number (US/8gnada)
Show all global call-in numders Reclaim Host Role...
Access code: o S ——————————
Attendee ID;—
Meeting numbe £z
Select an option to join this audio conference. =
@ Chat
Use Phone [ Call me at a new number H

Country/Region
Qﬁ | il J
end to: | --- Please Select ——— ]

™ Remember phone number an this computer

lect a participant in the Send to menu first,
e chat message, and send...

( Call Me )

} Use Computer Headset

Figure 5
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Claim the Host Role in an IETF WebEx Meeting (Macintosh)

6) WebEx will prompt you (Figure 6) for the "Host Key," which is a six digit numerical key found in

the HOST email.

Meeting Center File Edit Share View Audio Participant

Meeting Window Help

O™ o 3

"
N s

Cisco WebEx Meeting Center - Mac Test Meeting

B soc s SN ST S E——— . il ]
T | :::s |Deﬁm |m£mm[webex Meetlngﬂ_ﬂm HnstRnN | Connected © & ‘ascs| —

Panels

. Info

Host key: I|

Meeting Topic: Mac Test Meeting
Audio conference: Call-in toll-free number (US/Canada) 1-866-699-3239
Call-in toll number (US/Canada) 1-408-792-6300

Show all global call-in numbers

Bl Oy

MeetﬁI

Audio Conference

Select an option to join this audio conference.

[ Call me at a new number ]

{ Country/Region
1

@ Remember phone number on this computer

Use Phone

( Call Me )

b Use Computer Headset

¥ @ Chat

Send to: | —-- Please Select —— +)

Select a participant in the Send to menu first,
type chat message, and send...

Figure 6

Figure 7 shows where to get the Host Key in the HOST email.

You are the host for this online meeting.

Topic: Windows Test Meeting

Date: Thursday, May 27, 2010

Time: 12:30 pm, Pacific Daylight Time (San Francisco, GMT-07:00)
Meeting Number: 964 965 570

| MeetiTtg Password: 1234

< Host Key: 747308 (use this to reclaim host privileges
[ —
L —

s Figure 7

Enter the six-digit host key as shown in Figure 6 and click OK.

Once the host key has been entered, you should be able to perform all host functions to run your

WebEx meeting. If you encounter any issues trying to start your meeting, please feel free to
contact the IETF Secretariat at +1-510-492-4080 or ietf-info@ietf.org. Good luck!
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