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Recorder panel again if it has been minimized.

To resume recording a meeting:

Click the Pause button.

Note: If you pause a recording and then resume recording, the recording information is saved to
the same file.

Stopping recording
To stop recording a meeting:

1 Ifnecessary, display the Recorder panel by clicking the Recorder button at the top
of the Panels window or by clicking the Recording indicator button in the Meeting
Controls panel.

2 In the Recorder panel, click the Stop button.

Use the Recorder panel
to stop recording

When the recording is complete, you can go to the My Recordings page on your WebEx
site to download or play the recording. The My Recordings page is located in My
WebEx under My Files, and has the following sections:

Note:

=  When you record a meeting on the server, the recording is automatically copied to the My
Recordings page after you stop the recording. It may also be automatically copied to a
recordings page for your service center.

= Ifyou stop recording and then start recording again later, a separate recording file is created. If
you prefer to save all recordings from one meeting to one file, you should pause the recording
rather than stopping it.

= [fyour site administrator has enabled the option to record all meetings with NBR, all the
meetings that are hosted at your site are recorded automatically, and only the site
administrator can manage and delete recordings from the network; you cannot delete them
yourself.
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Tips for improving recording quality

The Network-Based Recorder captures video at 2.5 frames per second to create
high-quality recordings while keeping the size of recording files relatively small. Use
the techniques in this section to further improve recording quality.

Improving video quality

When capturing mouse movements, move your mouse slowly at first, and then
gradually move it faster.

Before you click a button or choose a menu item, briefly pause your mouse over the
object. This allows the recorder to capture the mouse movement before you click
the object.

If you plan to record complex or lengthy actions, script the sequence before you
start recording to minimize mistakes.

Set your monitor's display resolution to 1024 by 768 pixels before recording.

Improving audio quality

If the audio quality is poor, consider upgrading your computer sound card,
microphone, or speakers.

Set your microphone volume to the highest level possible that does not cause
distortion.

Use a phone headset for recording audio. Headsets typically provide better quality
than phone handsets or speaker phones.

Speak about six inches away from your microphone.

To avoid unwanted background noise, record in a quiet location. Avoid moving
objects that create noise, such as papers and books.

Speak clearly.

Managing recordings

If you record a a meeting on the server, the WebEx server automatically uploads the
recording file to the My Recordings page. You can maintain the recording from that
page. It may also be automatically copied to the following pages:
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The recordings for meetings, sales meetings, events, or training sessions you hosted
are automatically copied to your My WebEx > My Files > My Recordings page in
one of the following sections:
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= Meetings
= Sales Meetings
= Events

* Training Sessions
=  Miscellaneous

The recordings for meetings you hosted are automatically copied to your My
Recorded Meetings page.

The recordings for events you hosted are automatically copied to your My Event
Recordings page.

The recordings of sales meetings you hosted are automatically copied to your Portal
Recordings page.

Recordings of training sessions that you hosted are automatically copied to your My
Training Recordings page.

Note:

Recordings are stored on the network until they are deleted. If the recording storage exceeds

the recording storage allocation for the site, you may not be able to record additional meetings
until some recordings are deleted or until additional storage space is added.

If the recording is made from the integrated or standalone WebEx Recorder, you can upload

the recording file, with a .wrf extension, from your local computer.

You also can specify the Web address, or URL, at which the recording resides on a publicly

accessible Web server, such as your organization's Web site.

In addition, you can upload and store recording files that are in Windows Media Audio/Video
(WMV) or Shockwave Flash Object (SWF) format, such as ARF files you converted to WMV
or SWF format with the WebEx Network Recording Player (for ARF Files).

Modifying recording information and playback

You can modify the recording name, such as the name and description, and set playback
control options for your recording.

To modify recording information and playback:

1

Do any of the following:
*  Go to My WebEx > My Files > My Recordings and click the appropriate link
for your recording type:

[] Meetings
[l Events
L1 Sales Meetings

L1 Training Sessions
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[l Miscellaneous

Log in to Meeting Center and then click My Recorded Meetings.
Log in to Event Center and the click My Event Recordings.

Log in to Sales Center and then click Portal Recordings.

Log in to Training Center and then click My Training Recordings.

2 Click the topic name of the desired recording.

3 Click Modify.

4  Enter a new name for the recording in the Topic box.

5 Enter a description for the recording in the Description box.

6 Under Playback control, specify playback control options:
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Under Panel Display Options, select which of the following panels you want to
include in the playback:

[l Chat

Q&A

Video
Polling
Notes

File Transfer

Participants

N I I N A

Table of Contents
Under Recording Playback Range, select one of the following options:

L1 Full playback: Plays back the full length of the recording. This option is
selected by default.

= Partial playback: Plays back only part of the recording, and allows you to
specify different start and end times for the recording. The partial playback
range you specify does not modify the actual recording that is stored on the
server.

If you want to include full Network Recording Player controls, such as stop,

pause, resume, fast forward, and rewind, select Include NBR player controls.

This option is selected by default. If you would like to prevent viewers from

skipping portions of the recording, you can turn off this option to omit Network

Recording Player controls from the playback.
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7 Optional. To specify a password that others must enter to play the recording, enter it
in the Set password and Confirm password boxes, if they are available in your
service center.

8 Optional. Edit additional options that are available for your service center.

9 Click Save.

Making recordings available to others
To make recordings available to others:

1 Do any of the following:
* Go to My WebEx > My Files > My Recordings and click the appropriate link
for your recording type:

[] Meetings

[0 Events

L1 Sales Meetings
L1 Training Sessions

L1 Miscellaneous
* Login to Meeting Center and then click My Recorded Meetings.
= Loginto Event Center and the click My Event Recordings.
* Log in to Sales Center and then click Portal Recordings.
Log in to Training Center and then click My Training Recordings.

2 Do one of the following:

= Click the Meeting Topic name, and in the Recording Information page, copy the
Streaming recording link, Download recording link, or Direct recording
link, if available, to an email message.

= Send an email to share the recording.

= In Event Center only, send an email to vendors to share the recording.

* Click the More > Modify command in the same row as the recording name to
open the Edit Recording page, and then do one of the following:

L1 To list an event recording on the Event Recordings page, set Type to
Listed.

[ To list a training session recording on the Recorded Sessions page, set Type
to Listed for all (public) or Listed for authorized users only (internal).

L1 For a Sales Center recording, click the Publish link to specify a sales portal
to publish the recording.

3 Click Save.

23



Chapter 2: Recording meetings

24

Sending an email to share a recording

You can send an email one or more people to share your recording with them.

To send an email to share a recording with others:

1 Do one of the following:
* Goto My WebEx > My Files > My Recordings and click the appropriate link
for your recording type:

O

OO0 04d

Meetings

Events

Sales Meetings
Training Sessions

Miscellaneous

* Log in to Meeting Center and then click My Recorded Meetings.

= Loginto Event Center and the click My Event Recordings.

* Login to Sales Center and then click Portal Recordings.

* Login to Training Center and then click My Training Recordings.

2 Open the Share My Recording window:
=  Click the following icon for the recording that you want to share with others.

=

= Click the linked name of the recording you want to share. On the Recording
Information page, click Send Email.

Send Email

The Share My Recording window appears.
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4
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Select recipients for your email:
Click Select Recipients to select contacts from your Contacts list
Type email addresses in the Send to list, separated by commas.
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(Optional) Type a message in the Your message box.

Click Send.

Your email message will be sent to the selected recipients, and will include information
about the recording and a link to play it.

Sending an event recording to vendors (Event Center only)

In Event Center only, you can send an email to share a recording with vendors.

You can send an email to up to three vendors and use source IDs to track from which
sources attendees view the recording. For details about using source IDs, see About
tracking your attendees.

To send an email to share a recording with others:

1

Go to the My Event Recordings page. For details, see Opening the My Event

Recordings page.

Open the Send Recording to Vendor window:

= On the My Event Recordings page, click the More button next to the recording
you want to share to display additional options.
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From the More menu, click the Send to Vendor link.

"Format Actions
P |

. Modify
Allo| Semito Ve kot

\x Delete
Artr L L |

. M\_

On the My Event Recordings page, click the name of the recording you want to
share. On the Recording Information page, click Send to Vendor.

[ Send to Vendor

The Send Recording to Vendor window appears.

i Send Hl'-l'.4!rili|:|_l: to ¥Yendor - Microsofl Internct Exploror provided by WebEx

e v @

Send Recording to Vendor

Emad address 1 Source ID |

Email address 2 Source ID

Email address 3 | Source ID
[l ]

N

£ 2008 Wabix Communicatiang, Jnc, Al Aghts radacesd.
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3 Specify up to three vendors for your email:
= Type the vendor's email address in the Email address # boxes.
= Type the vendor's source ID in the Source ID box.

4 Click Send.

Your email message will be sent to the specified vendors, and will include information
about the recording and a link to play it.
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Playing, downloading, and
converting recordings

Playing recordings

If you are the host who made the recording, use the following procedure to locate and
play your recordings:

1 From your WebEx service site, do one of the following:
Click My WebEx > My Files > My Recordings, and then click one of the

following, depending on your service site settings:
[l Meetings

Sales Meetings

Events

Training Sessions

[ R N R

Miscellaneous

My WebEx Files

Ly Ciaments | by Feccedings
bty | Eiririlh | Sl Wbty o 0 Eepmiinegl Sopdoimieis § Mool inmiria 3

[ Beasth |

Toplc e Cregie Thee (TR
Shatuy s ting POOBITIE 00T TEL.0WE T8 1000 e 2 maaten

J
p.

Tebal § recer
Fowemiad
ARF (3

et ol b P P P #?Whu.‘d“w.‘“w“l_’j
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* On the left navigation bar in your service center, expand the host menu and
click:

[l My Recorded Meetings (Meeting Center only)
[0 My Event Recordings (Event Center only).

[0 My Training Recordings (Training Center only)
[1 Recordings (Sales Center Portal Library only)

w Host a Meeating
Schedule a Maating

My Mesatings The name of the link to the recordings page is
different for each service center.
One-Click Meeating

My Recorded
Meetings

The corresponding recordings list appears.

My Recorded Meetings Site shorage | TEM G 14708
= @

Total: 14 racardings
Topic . Size”  Create Time - Duration Format
toview meeling-20080702 3051 o3z gkg 772008 1:51 po

o 28 manies ARF L3 [L=0) b
iraining H080618 0150 ZT3MB GMTIORTIZpm 14 minutas  ARF LA L= (s
dizcussion iems 20000529 1808 41.26MB 529708 1142am 28 minutes ARF L 1) | S|
miating 20080419 0071 111208 4308527 pm A mindtes  ARF L |12 | B
meating- 20080419 0017 148 06B 4M80BE526pm 1 mmute ARF L8 128 | Rl |

@ Play recording
@ Send an email to share the recording

@ Open a menu for more options, such as Download, Modify, Disable, Delete, Re-assign,
Publish. The available options are different for each service.
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If you are not the host, do one of the following to play a recording:

1 Do one of the following:
=  Click on the link in an email sent to you by the host.
= Paste the URL that the host provides into your Web browser.
= If the meeting host has listed the recording in one of the following locations,
you can go to these locations to download or play the recording:

[J Log into the Events Center, and on the Events by Program page, click
View Event Recordings to view the Event Recordings page.

[0 Log into the Training Center, and in the left pane, click Recorded
Sessions to view the Recorded Sessions page.

L1 Go to a sales portal the host has sent you notification about.

2 Do one of the following:

= On the Event Recordings page or Recorded Sessions page, click the Play icon to
play the recording.

0

=  Click the More icon and then click Download to download the recording and
play it on your computer.

e Click the More icon to open a menu of options.
L Download
'1 Medify
-ﬁ Disable And then choose Download from the menu.
A+ Beassign

g Delete

= On the sales portal page, click the link to play the recording.
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3 When the WebEx Network Recording Player displays, wait a few moments for the
recording to start automatically.

The status will be "Buffering" for a few [qj] — []
2

moments until the recording is ready for
you to play.

Controlling playback

Use the following procedures to control playback.

Action Procedure
Click the Stop button.

Stop playback

Click the Pause button.

1]

Ll

Pause and
resume

s
J
= "L_l—

Move the slider to the right or left to move forward and backwards
respectively in the recording.

Fast-forward and
rewind
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Action

Playing specific
events

Chapter 3: Playing, downloading, and converting recordings

Procedure

On the View menu, select TOC. In the Activity column, click an
activity or event to start playing at the beginning of that event.

@ Table of Contents I x|
Tkl chur atian: Q007205 I show sl
Activity Time
Rscordieg Stat R
AppDesktop Shars (1) Start =24
App[Desiion Share (1) Erd D0:00:46
AppDesktop Share (2) Shart 00:00:50
AppCwsktop Shaee (2) End o112
App/Desktop Share (3) Shart o0:01:15
I App/Desktop Share (3) End a0:01:38
App/Desitop Share (4) Start Q00228
App/Desitop Share (4) End Q00301
Share Dooumert: 'WordUsage ;0421
Share Whiteboard (# 1) R
0 page i bl
Share Dooument: htkpo | eeasse webex com 0041
Recording End 0705

33



Chapter 3: Playing, downloading, and converting recordings

Adjusting volume during playback

You can increase or decrease and mute or unmute the volume during playback of your
recording.

To adjust the volume:

1 To increase or decrease the volume, drag the Volume slider to the right or left
respectively.

2 To mute or unmute the audio, click the Mute button.

@ 2:‘:} Mute
b E] P —

Y :
L)) Volume Slider

Note: If you do not hear audio at all while the recording is playing, and you cannot adjust the
volume at all, it is unfortunately likely that your other teleconference did not get recorded in the
meeting. To make sure the teleconference is included in future meeting recordings, follow the
guidelines in Recording a meeting with Other Teleconference to verify that your teleconference is
working and is connected to the recording.

Downloading and converting recordings

34

Y ou can download network-based recordings, save them to your computer, and then use
the Network Recording Player to play them.

AREF recordings are a proprietary WebEx ARF format, but you can convert them to the
Windows Media Format ((WMYV) or Shockwave Flash Object (.SWF) and use other
multimedia players to play or edit them.

Note:
= You must have the Network Recording Player installed on your computer in order to convert
recordings.

= [t may take some time to convert the recording and the process may use a good portion of your
computer's resources. You can schedule a time when you are not planning to use your
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computer; the WebEx Network Recording Player automatically converts the files at that time.
You can then check the status of pending recording conversions.

Downloading recordings to your local computer

You can download recordings to your local computer and use the Network Recording
Player to play them.

Once you have downloaded recording files to your local computer, you can also convert
them to other formats.

Note:

=  The options for downloading recording files are available only if your site administrator has
turned on the site administration option for downloading recording files.

= Ifyou are trying to download a file that is owned by another user, you may need to ask the
recording owner to set the option that allows other users to download the recording file.

To download recording files to your local computer:

1 From your WebEXx service site, do one of the following:
= Click My WebEx > My Files > My Recordings, and then click one of the
following, depending on your service site settings:

[] Meetings

[l Sales Meetings

1 Events

[0 Training Sessions

[1 Miscellaneous
| My WebEx Files Wekcoma
Ly Diamnents | Uy Recoedings B

i e T e e e

§ recadd

Semch | J
Tl Srm” Craate Thiee - Thurathon Foeemad f

|| St masting 2008873 0078 IBIOKE 122081000 08m 2 mecte AR ' f
T el ol N il P B PR il gt gPOE ped | ),

* On the left navigation bar in your service center, expand the host menu and
click:

[0 My Recorded Meetings (Meeting Center only)
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[0 My Event Recordings (Event Center only).
[0 My Training Recordings (Training Center only)
[] Recordings (Sales Center Portal Library only)

w Host a Meeating
Schedule a Maating

My Mesatings The name of the link to the recordings page is
different for each service center.
One-Click Meeating

My Recorded
Meetings

The corresponding recordings list appears.

2 Do one of the following:
= In the row of the meeting you want to download, click the More button.

)

In the menu that appears, click Download.

[ Download
L@ Disable
bd Be-assig

[ Delete

= Click the recording topic name in the recording list. In the Recording
Information page that appears, click the link in the Download recording link
field.

3 The Download file window appears and allows you to download the recording file
to your local computer.

4 If the WebEx Network Recording Player for Advanced Recording Format (ARF)
files is not already installed on your computer, click the Download ARF player
link in the Download file window to download it.
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Converting recordings to Windows Media format
To download recordings and convert them to Windows Media (WMV) format:

1
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Download the recording file to your local computer.

Important: Make sure the WebEx Network Recording Player for Advanced Recording
Format (ARF) files is installed on your computer. If it is not installed, you can download it
from the Download file window that appears when you download the recording file. You
can also download it from the Downloads page that is available under Support on your

WebEx service Web site.

Do one of the following to open the recording file on your local computer:

= Double-click the recording file in your Windows File Manager window. The

WebEx Network Recording Player will automatically open the file.

*  From the Windows Start menu, choose WebEx > Network Recording Player
> Network Recording Player, and the choose File > Open to locate and open

the recording file.

While playing the meeting in the Network Recording Player, click File > Convert >

WMY (Windows Media Format).
The Convert to WMV dialog box appears.

¥ Convert ko WMy (Windows Media Format)

Savein:  (Product release schedue-S00B0R01 0003, wvy Bionita.cs

Conkent Cptions
Pands: & chat o I=

Fresiew Layout

Schedule Corversion
It mary taks & substantial amount of time and your compater resounces Lo convert
khis File., Yiou can schedulls this process o run when you bne nok using your
comgber.
% Convart immadataly
™ Convert & the Followdng bime:
Wideo Codec
Videa Ciodec: | Windows Media Videa 9 Screen i)

The conversion requires Windows: Madia Plaver 5.0 or sbove.

Ok Cancel
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4 In the Save in box, specify the location to save the file.

5 Under Content options, select the meeting component that you want to save.
Choose any of the following panels:

Chat: includes all chat conversations.

Q&A: if you are recording a Training Center session, this includes any Q&A
sessions.

Notes: includes any notes entered into the Notes panel.

Video: includes the meeting video.

Polling: if you are recording a Training Center session, this includes any polls.

6 Click Preview Layout to preview your content settings.

7 At Schedule Conversion indicate when you want the file to be converted. Choose
one of the following:

Convert immediately: Converts the file as you save it to your computer.
Convert at the following time: Saves the file and then converts it at the date
and time you select.

8 At Video Codec specify the video codec you want to use to:

Windows Media Video 9: this codec creates output that is compatible with the
following players:

[0 Windows Media Player 6.4+
L1 Windows Media Player 9 for Mac OS X

L[] Windows Media Player 9 Series and Windows Media Player 9.1 for Pocket
PC*

[l Windows Media Player 9 Series and Windows Media Player 9.1 for
SmartPhone*
Windows Media Video 9 screen: this codec is optimized for compressing
sequential screenshots and highly static video that is captured from computer
displays, which makes it ideal for delivering demos or demonstrating computer
use for training. The codec takes advantage of the typical image simplicity and
relative lack of motion to achieve a very high compression ratio. This codec
creates files that can be played with Windows Media Player 7 or later.

9 Click OK.

Converting recordings to Flash format

To download recordings and convert them to Flash (SWF) format:

38

Note: If you convert the recording to the SWF format and your recording contains panels, you
will not be able to move the panels in your saved recording.
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Download the recording file to your local computer.

Important: Make sure the WebEx Network Recording Player for Advanced Recording
Format (ARF) files is installed on your computer. If it is not installed, you can download it
from the Download file window that appears when you download the recording file. You
can also download it from the Downloads page that is available under Support on your
WebEx service Web site.

Do one of the following to open the recording file on your local computer:

* Double-click the recording file in your Windows File Manager window. The
WebEx Network Recording Player will automatically open the file.

*  From the Windows Start menu, choose WebEx > Network Recording Player
> Network Recording Player, and the choose File > Open to locate and open
the recording file.

While playing back the meeting in the Network Recording Player, click File >
Convert > SWF (Flash Format).

The Convert to SWF dialog box appears.

¥ convert to SWF {Flash Fosmat )

Savein: | Ie_fhes|Product release sehedule-20B0801 0008 B |

s nama: | Product release schedule- 20080501 0003, suf

St CornesrSin
Tty ake o substantial amount of tine and your computer resountes bo convert
Ehis File. Yioul can schadila this process ba run when you sre ok LEing your
Comgrber.
i Conwert immadiately
™ Conwert: o thee Following time:

Lo 4 Canced

In the Save in box, specify the location to save the file.
In the File name box, specify the file name for the SWF.

Under Schedule Conversion, indicate when you want the file to be converted.

Choose one of the following:

= Convert immediately: Converts the file as you save it to your computer.

= Convert at the following time: Saves the file and then converts it at the date
and time you select.
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7 Click OK.

Checking the status of converted files

If you scheduled your recording to be converted at a later time, use this procedure to
view information about and manage scheduled recording conversions.

To check the status of converted files

1 Double-click the Conversion Manager icon in your Windows taskbar.

v ', BY 605 PM

The Manage Scheduled Conversion window appears.

¥ Manage Scheduled Conversion

Recordng Name _ |Corerson Tee  [Status

Proshust releass schedule- 20080201 0008 DFI[Z00E 064 P In Progress

Clorse
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Optional. Click Edit to edit the scheduled conversion time for a pending
conversion.

Optional. Click Delete to delete a pending conversion.

When the conversion process is complete, the following window appears.

Ther recondine was successhully corererbed bo the WY Format,

Conrvrarbed: 1022218 bytes in $61 soc
Sarvw kit i Documnts srd Setbingsh iy Docunent s Product
Coarvrarsion rate 2125 brtesfSe:

Open | CpenFolder | Close

41



Uninstalling the WebEx
Network Recording Player

You can remove the WebEx Network Recording Player from your computer.
Uninstalling the player does not remove any recordings that reside on the network.

To uninstall WebEx Network Recording Player (for ARF files):

1

2

3

On the Windows Start menu, click Settings.

Click Control Panel.

Double-click the Add/Remove Programs icon.

In the list of programs, click Network Recording Player.

Click Remove.
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