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M Profile, Preferences, Settings

The Profile section in the Webex App offers quick access to manage the user's profile information and avatar display, set the availability display
and/or Webex Status notification, check out the Help files, sign out of Webex, or just exit the Webex app, and easy access the Settings dialog
where users can manage their Webex display and feature preferences along with the telephony/calling and device or collaboration tool settings.

Q Search, meet, and call

@& General

Sign in
< Audio Start Webex when my compUter starts
Or Video > Show Webex availability in Microsoft Outlook
Carin v See others' Webex availability in Microseft Outlook. You can also make a
& Sharing content i i SRR
P G Webex call or send a direct messaae from their Outlook profile. We
+13 17 A Notifications > & Show Webex availability in Outlook
ilabili @ Appearance 2

Ayailabiity ? PP Landing screen

Set a status #  Accessibility Choose what you'd like to see first every time Webex opens.

Edit profile & Keyboard shortcuts Calling M

| Priva
Settings g Recent sessions
Hel 5 i phone Service See devices that are currently signed in or have been active recently.
<lp
- D Messaging shoy Lewily

Sign Out
B Meetings > Multitasking

Exit Webex i i i
@ Calling B show floating window for calls and meetings

—— Aidnmmaatimalhs chmaa s Walas sl ar mrandinm s #antimn mmind i &

& Devices
Cancel

Please Note: The Settings areas displayed in your Webex Softphone App are determined by the license provided to you

and the feature options that were selected by your organization. The areas and features that you may access in your App [ ]
may differ from the examples shown here based on that setup. Also, Webex provides updates and changes to their B Keyboard shortcuts
applications via continuous integrations. These updates may occur without prior notice and often include modifications @ rr @ Help Carter
to the user interface, settings, and the tool set.

% Call settings % Sigr [ % What's New ]
Tip: Use the Check for Updates and What's New tools under Help in the left menu panel to remain up to date. : ! T >
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B Contacts

The Contacts section in Webex provides tools specifically for managing and organizing your contacts in useful groups for quick access.

a it 5 > Top contacts 6
> Local contacts 0
k Calling
\]}Other contacts 4
B  \oicemall Contacts
@ Barbara Blake ——————
Add people to your contacts list and organize them
@ Elijah Bissell here,
o Patrick Higgins - Create a group
@ Phillip Roland
Webex x Webex x
> people | call a lot
Add a contact
Select a group and then search for one or more people to add them Create a group
as a new contact. You can also: . .
Create a group in your contact list
® i Gl custom contact

[ My fleam 7128 )

| Other contacts

Q ]Add people by name or email

Add a Contact ® o q Cancel

Click on Add a contact
Click Create a Custom Contact, fill in contact information,

Create a Contact List Group

and then click Save Click on Create a group
or Name your new group then click Create.
Select a Group from the drop-down, search for someone in The new group displays in the list. Add contacts to it, as needed.

Webex using the search field, and then click Add to include

that contact in the selected group
Manage Contact List Groups

Manage Contacts

) ] ® - - Right-click on the name of a > My Team 0
Right-click on the name of a Contact Copytogrovp d & . . ' R
; : - w group in your list to Rename +.. Rename group
in one of the groups in your list to - L [, Eremmes R th
i iti i i or Remove the grou
view additional tasks and actions you Femave fom conaci group @ « oo
View profile My Team

can perform on that Contact:

people | cll a fot
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& Calling

Like most collaboration applications, calls to internal contacts can be made from multiple areas in the Webex App while working, but the Calling section in Webexhas
everything you need for all types of calls. Review your call history, make, take, and transfer calls, start conference calls, sign into/out of queues, and more - usingthe
audio or video calling features available to you in Webex.

Incomlng Calls utg0|ng Calls Q = Coneet 1 s Gevice
. . . . a B concs \ &y Mos=d My number: +13212486917 e Search by
Click on the appropriate option in the pop-up . . & i @ T o R — Name or by
. . . ! Click Calling 2592 "o 1155 AM | search or dial a number - ——— N b
dialog to Decline or Answer an incoming call By ® - CI ———————— umber
4073 249 PM
O = AR ok & or
AAR €0... 412
o 32 241PM ol Jhe o Dial the
_ ' O = L g 7 s 9 o w= wm wm = number/ext
Incommg call from e i ar PQRS  TUV  WXYZ
Gallc 224PM
JOhn Jones @ Pam 2)  T2pR2 T 2 #
321 3 Work D44 240PM
0 -~ e @ AT, © ciick on Audio
Decline Answer ® o e @ @ or Video to
ﬁ) Jessi @) e * ek b start the call
@ ep Work 363 658PM Audio  Video

é) Jessi
Work

During a Call

Easy-to-use call control tools are provided onscreen:

(+audio settings in drop-down)

z

M ute/U I'I m ute @ hone number display call duration and dialog management tools

Eaasan Start/Stop Video
(+video settings in drop-down)

GRSl Keypad opens the keypad dialog

More Options...
Hold/Resume
Transfer(Warm/Cold)
Conference

Other Optional Call Controls...
b
End Call
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) Voicemail

The Voicemail section in the Webex App offers a quick and easy way to access, review, and manage your voice messages if Voicemail is enabled for your account.

Inbox = Unread 5 X . .
. . e . oo mb Call Voicemail Portal
Voicemail Notification e KNOWLEDGECITY Y ”4;'5
. B wena [ ©) : 9/15/2022 Click on thisicon at the to
The App displays a count for O woniesgeciy 445 . . . P
" "o . 6/30/2022 of the Voicemail list to dial
unread" voicemails on the © 52250005 : _ : )
. . . : directly into your Voice Portal
Voicemail section menu o TaEsreTaEaG 6/17/2022 13212544951 .
; ) 1s to manage greetings and
option and the app icon on ETS +13212544951 . -
@ AAR GERSTENKORN 3¢ 6/30/2022 6/30/2022 voicemails
the desktop ?

(>4
"] 0:01
1

Q:00
QO:

Audio Video Delete Mare

Review Your Voicemails

Click on the Voicemail section menu option

Choose Inbox or Unread at the top of the list to filter the list view
Click on a Voicemail to view it on screen in the section on the right.
Tools provided for voicemail management include:

Play / Pause

Audio (Callback)

Video (Callback)

Delete

More... > Mark as Unread
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