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This guide has five major sections, and uses screen captures 

taken from the TELUS WebEx site: 

  Administration Portal

  Site Information

  Reports

  Troubleshooting/FAQs

  Technical Support

The purpose of this document is to provide TELUS clients 

with the information that they need to administer their 

Meeting Center in the TELUS WebEx Cloud Connected 

Audio (CCA) service. 

Purpose
This guide is designed to service those who function as  

service administrators for their WebEx Meeting Centre. 

Target Audience

Organization of this Guide.

Note: that any changes made in this portal apply to all users. If individual configuration changes are  

  required, the User Guide should be consulted. 



4 

Log on to the portal as a user; if you have been granted Site Administrator rights, Figure 1 will appear. Initially, TELUS must create 

at least one administrator; subsequently, more site administrators can be created by the customer (see Add User section).  

When you click on the Site Administrator link in Figure 1, the WebEx Administration Home Page (Figure 2) will appear. This 

Home Page contains the Site Information menu and links to the Configuration, User Management and Reports menus.  

WebEx Administration Portal.

Figure 1: WebEx Home Page with Site Administration Permission

Figure 2: WebEx Administration Home Page

Note: The Site Information section of this menu is extensive and will be discussed in the next section.
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This menu has two sections: (1) Site Information and (2) Available Site Features. Click on any of the hyperlinks in the menus  

to obtain additional information.

The Site Information section (Figures 3 and 4) is completed by TELUS; it provides information about the global site features  

for the service based on the signed SOW: e.g., number of licenses. 

Site Information

Figure 3: Site Information (Part 1)

Figure 4: Site Information (Part 2)
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The Named Host section provides information on the total number of licenses for each of the Meeting Centre services [see the 

Limit column], and then shows the number of licenses used and the number available. The Index column is used by TELUS to 

do activities such as bulk changes to users. 

The extremely long Available Site Features section, a sample of which is shown in Table 5, shows the standard default features 

available to all TELUS WebEx customers. Please consult TELUS to learn about any of the features that are not included in this list 

of standard services. 

Figure 5: Sample of Available Site Features Menu
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When selected, the dropdown menu in Figure 6 appears. The Common Site Settings, Meeting Center and Email features 

listed in Figure 6 are described in the balance of this section; as noted in the SOW, the Event, Support and Training Centers are 

not part of the service offered. 

Configuration

Figure 6: Configuration Menu Figure 7: Common Site Settings 
Drop Down Menu

Common Site Settings.

Figure 7 will appear when you click on the Common 

Site Settings link in Figure 6. As appropriate, TELUS will 

populate each of these sections with the standard settings 

required by all customers, as well as any customized features 

described in the SOW. Each subsection will be described in 

the balance of this section.
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Options

Select Options and a large menu appears (see sample in Figure 8) that displays all the configuration settings made by TELUS 

based on the signed SOW for each customer. Should a customer wish to change a setting, they should consult TELUS before 

doing so (see Technical Support). 

Figure 8: Sample of Options Menu in Common Site Settings Figure 9: Common Site Settings 
Menu with Single Sign On Feature

Note: If Single Sign On (SSO) is a requirement, it must be part of the signed SOW so that a drop down menu similar to that shown in 

Figure 9 will appear based on configuration settings enabled by TELUS. 
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In addition to the settings enabled by TELUS, a customer needs to configure settings such as the sample shown in the  

example below (Figure 10). The guide to be found at https://collaborationhelp.cisco.com/article/en-us/g5ey83 should be 

consulted by customers. 

Figure 10: Sample of SSO Menu used by Customers

Productivity Tools

TELUS activates a set of standard options based on the signed SOW and detailed discussions with a customer during 

implementation. It contains sections on Common, Mac and Windows Settings, as well as Meet Now (Windows PT) options. Should a 

customer wish to change a setting, it is recommended that they consult TELUS before doing so (see Technical Support).
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Company Addresses

This optional menu allows administrators to populate an address book that would be made available to all users; note that it 

would replace any customized address book that a user creates. As shown in Figure 11, the central address book can be created 

manually or imported from a corporate tool such as Outlook.   

Figure 11: Company Address Book Option

Tracking Codes

This optional feature enables an administrator to add codes to all User Profiles that would enable activities such as distributing 

activity costs to a particular cost center. When this table is populated, information will appear in User Management 

[see section below].   
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User Privileges

To change audio settings for all existing users, use the menu shown in Figure 12 as appropriate. For example, when/if users are 

migrated to this new WebEx service from a previous WebEx service, this menu enables changes to apply to these new users to 

give them the same profile as existing users that have been in configured in the Options menu. You may want to consult TELUS 

before using this menu. 

Figure 12: Edit Privileges Menu

Session Types

These default settings for your WebEx Personal Conference, Pro 200 and TelePresence do not need to be changed.  
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Disclaimers

This feature can be used by customers as desired. Contact TELUS Technical Support as necessary to assist. 

Figure 13: Disclaimers

Branding

This feature (Figure 14) enables customers to customize the WebEx site with their own logo and corporate colours. The Header 

is the most relevant tab to use; consult TELUS before using the Tab or Left Navigation options. 

Figure 14: Branding Menu
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Site Admin Contact Info.

As desired, a message can be posted advising users to contact an internal corporate help desk. 

Figure 15: Site Admin Contact Info
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Meeting Center

The lengthy Meeting Center Options menu displays all the configuration settings made by TELUS based on the signed SOW 

for each customer in the following categories: Site Options, Schedule Meeting Options (enabled by default), Default Options, 

Left Navigation Bar Customization and Standard Scheduling Templates. Should a customer wish to change a setting, it is 

recommended that they consult TELUS before doing so (see Technical Support). 

Event Center

If you want to customize the branding that appears to users 

when they use the Center, upload a URL here. Otherwise, it is 

recommended that you consult TELUS before changing any 

of the default settings.

Support Center

This is a product that can be deployed to customer’s 

administrator if they are obtaining support services from 

Cisco. This is not supported by TELUS as TELUS customers 

will obtain support through TELUS not Cisco. 

Training Center

If you want to customize the branding that appears to users when they use the Center, upload a URL here. Otherwise, it is 

recommended that you consult TELUS before changing any of the default settings.
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WebACD

This feature is not supported by TELUS. 

Email

As shown in Figure 16, there are two options in this section: 

mass emailing (to all hosts) and editing templates. 

Send Email to All.

When this option is chosen, Figure 17 appears. Once the 

desired content has been entered, press Send to have the 

message go to all hosts. 

Figure 16: Email Drop Down Menu

Figure 17: Template for Mass Email to all Hosts
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Email Templates

When the Email Templates option is selected from Figure 16, Figure 18 appears showing Enterprise by default. However, the most 

commonly used templates are found in the Meeting Center option. 

Figure 18: Email Templates Menu showing Drop Down Options

Each of the Enterprise and Meeting Center options contain a 

long list of templates, any of which can be customized. Consult 

TELUS about selecting the one to be changed and how to make the 

appropriate edits. 

User Management

Figure 19 shows the 3 choices available under User Management. 

Figure 19: User Management Menu

Add User

The menu that appears has standard configurations set by TELUS based on the signed SOW 

and detailed discussions with the client during implementation. Should a new user be added, it 

is recommended that only the following sections be populated to create a user profile:

  Account information 

  Contact information 

A new user can have Host, 

Site Administrator or Site 

Admin-View only permission 

as shown in Figure 20.

Figure 20: Add User Menu
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User Management

Figure 19 shows the 3 choices available under User Management. 

Figure 19: User Management Menu

Edit User

Figure 21 appears when Edit User is chosen from Figure 19. It contains the drop down 

menu shown in Figure 22 that enables an administrator to narrow a search by user role: 

host or attendee. 

Figure 21: Edit User Menu

Figure 22: Active Accounts > View Drop Down Menu

Services that can be added or deleted from the lengthy menus in this section include: Account 

Information such as name, email and password; Privileges related to Meeting Center (MC) 

options such as Personal Conferences, MC Pro 200 or MC TelePresence, security and 

telephony choices, a My WebEx section, Recordings and Content, and Video Systems.

Note: Pushing the Add button returns you to 

 the Add User menu in Figure 20.  

It is recommended that only these two sections be edited: 

  Account information 

  Contact information 
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Import/Export Users.

The menu in Figure 23 can be used to do bulk imports and exports of users. Note that the menu will display the “last used” 

function; in Figure 23, the Import (not Export) feature was last used. 

Figure 23: Batch Import/Export Users Menu

During implementation, an initial list of 

users will be uploaded. Note that the 

file must be in .csv format. To import 

more users, a template based on the 

most recent list of users in the portal 

must be used. 

To get a ‘template’, export the file that 

already exists in the site. Note that 

when you ask to Export, the message 

in Figure 24 appears. 

Figure 24: Request Confirmation Message in Portal
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The email mentioned in Figure 24 contains two options as shown in the sample in Figure 25. You can return to the site and 

choose Import. Alternatively, the list can be downloaded from the email as a .csv file. 

Figure 25: Sample Export Completion Email

Once you open the file, you may add names to it following the format in the file and then Import it to the portal. 
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Figure 26 appears when Reports is chosen.  

Reports
Common

There are 5 types of Common reports as listed in Figure 27. 

Figure 26: Reports Menu

Figure 27: Types of Common Reports

All reports follow the approach described for the Usage Report described in the next section. Note that each type of report may 

have limitations such as only being able to collect data for the previous 90 days. For anything greater than 90 days, contact 

TELUS (see Technical Support). 
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Usage Report

Figure 28 appears when the Usage Report option is chosen. 

Figure 28: Usage Report Request Template

To generate a report, populate the fields taking into account the following 

factors:

  Select the type of service if appropriate; if you have only one 

service such as the Meeting Center, then leave service at All

  Enter the name of a person whose usage activity you wish to 

know; if no name is entered, data for everyone will be compiled 

  Enter the desired dates for which data is required

When a report is displayed, the options shown in Figure 29 are available 

in the header.

Figure 29: Sample of Usage Report Menu



22 

Site Configuration Audit Log.

The report exported when the parameters in Figure 30 are entered is useful for viewing all changes made by all administrators.

Figure 30: Site Configuration Audit Log

Meetings in Progress.

Figure 31 shows a sample of the type of real-time information available from this option using TELUS’ test site.

Figure 31: Sample Display of Meetings in Progress Menu
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From your main WebEx page (Figure 33), go to Support  Help and navigate among the topics provided to find what you need. 

A sample is provided in Figure 32.

Troubleshooting/FAQs

Figure 32: Sample Support  Help Menu from Main WebEx User Menu

Figure 33: Main Meeting Center Page

For technical support, please call 1-877-944-6338 or push *0 on the audio bridge during your meeting. 

Technical Support

Tip: *0 will not work if Computer for Audio is selected.


