Table of Contents

ABOUT CISCO WEBEX EDUCATION CONNECTOR ......uutuiiieeeiieiiiieiieeeiisenieesiiessnseseessissssssesiosssssssessssasssssssssssesssssssssssoessssssssessosssssssesssessssssasees 2
ACCESS CISCO WEBEX ...iteiiieiiintirieeiiieiiinrereeeiiistiseesiosisssssssessisssssssesesssssssssssssesssssessessasssssssessosssssssssssssssssssssssesssssssssssssesssssssessosssssssessossssssanses 2
SETUP CISCO WEBEX ...cciieiietieeeiieeiiieitieeeiisuieeeteseeiissseseesiosasssessessasssssssessonsssssssssssoessssssssssssssssssssssonssssssssessosssssssessosssssssssssssesssssssssessssssssasssonss 2
AUTHORIZE CISCO WEBEX ...iieeeteeeee ettt e et e e e e e e e e e e e e e e et e oo e e e et et te e ettt e e e e e e e e e e e e e e e e e e e e eeeeeeeeeeeeeee e s e assseesstaessassssaessaeeeaeeeeaeeeens 3
AUTNOTIZE WITN LIMIS ..o ettt e et e et e et e e et e et e et e e et e e et e et e e et e e et e e et e e et e s et e e e eeeeeaaeas 3

WEBEX MEETINGS ATTENDANCE GRADING .....ceiiiiiieee e e ee e e e e e e e oo e et oot e e e e ettt e e e e e e e e e e e e e e e e e e e e e e et e e e et ettt eeaaateaae e et e e s aeeseeaeeeeeeeeeeeeeeeeeeeaeeeeeeseens 3

Enable Attendance Grading
Set up Attendance Grading
REMINDER BOT ..o
Enable Reminder Bot

(O Tol I A 01U =7y U 5

VIRTUAL IEETINGS ...ttt et e ettt e ettt e e oottt e e e e e ettt e e e e oo att b e e e e e e attb s e e e e e s astb s e e e e e e seas s e e e e e esatss e e e e e e eateseaeeeeeastbseeeeesantasaeeeeeasstsbeaeeessntssaeeeeesssreeas
Schedule a meeting
Recurring meetings

OFFICE HOURS ..ttt ettt e e oottt e e e e ettt e e e oottt e e e e e ttb e e e e e e e e saaa e e e e e e esets b e e e e e s eattseeeeeeeasebseeeeeesabs s e e e e e estas s e e eeeeatsseeeeessasabseeeeeestbbaeeeeaaserseeeas
Set Office Hours

ANALYTICS




About Cisco Webex Education Connector

Cisco Webex Education Connector is a Learning Tools Interoperability (LTI) integration that integrates Webex
Meetings and Teams into Canvas. Now, you can add live conversations and collaborations into your classes with
one click! Instructors can schedule video and chat meetings, live lectures, and virtual office hours without ever
leaving their course. Cisco Webex Education Connector tools work on any device and can be accessed outside
of Canvas using the Webex Meetings and Webex Teams apps.

Access Cisco Webex
1. Login to Canvas
2. Enter any course

3. Locate and click the Cisco Webex link on your course navigation menu.
(Note: If you do not see the link on your course navigation menu, click Settings, click the Navigation Tab, drag the link to the
top section, and save.

After clicking the link on your course navigation menu, the first page you will see is the Setup Page.

Setup Cisco Webex

View the image below to see an example of the Webex Setup page.
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Authorize Cisco Webex

The first time you enter Cisco Webex, you will be asked to Authorize with Canvas. This will only be done once
on the first time you use Cisco Webex and will be effective across all courses.

Authorize with LMS
1. Click Cisco Webex on the course navigation menu

2. Click the Setup tab
3. Click the Authorize button

/—\ Authorize with LMS m
(=)
e/

4. Inthe pop-up window that appears, click Authorize.

CiscoWebEXx is requestilifhaccess to your account.

You are authorizing this app @8elLearning Instructor.
Your email address is instructo

Authorize

When you return to Canvas, the Authorize button will be grayed out to indicate that you have
already authorized Webex with Canvas. Since you only have to do this once, the Authorize
button will be grayed out in all of your other course shells.

Webex Meetings Attendance Grading
Webex Meetings Attendance Grader allows instructors to assign a participation grade for attending virtual
meetings in the course. CAUTION: Once this feature is turned on, it cannot be turned off.

Enable Attendance Grading
@ 5. Click Cisco Webex on the course navigation menu
6. Click the Setup tab
7. Inthe Attendance Grading section, click the Turn on button

@ Webex Meetings Attendance Grading

MGCCC eLearning Cisco Webex Education Connector for Canvas 3of12



Set up Attendance Grading

1. Set Score @ Webex Meetings Attendance Grading
Welghtl ngs Set up grading for Webex Meeting Attendance
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Reminder Bo
Allows Webex

t

to post a reminder message in the teams space prior to the start of a meeting.

e

Enable Reminder Bot

2. Click the Setup tab

1. Click Cisco Webex on the course navigation menu

3. Inthe Reminder Bot section, click the Turn on button

MGCCC eLearning

Cisco Webex Education Connector for Canvas

4of12



] e

1ge Int

eams ¢

4. Set reminder notice time (15, 30, 45 or custom minutes)

@ Reminder Bot

Reminder Time

15 mins before (v ] ins before 45 mins before Custom (in mins)

Choose Your Features

The collaboration features are disabled by default, so in order for you and your students to be able to view and
use the tools, you need to place a checkmark by the tools you would like to use for this course. Feature settings
are specific to the course in which you are working. Therefore, each course may be set up differently
depending on your needs.

Gk ARRY to Save Varr Selesiions

Apply

* Choose your features
L]

ﬁ_

Classroom Collaboration

Classroom Collaboration

Teams and Spaces are the two primary divisions of Classroom Collaboration. Teams and Spaces are used to
organize students into areas where the instructor and students can message, chat, share files, meet, or have
calls with groups or individual students. Use of these tools can enhance engagement and interaction with
individual students or with the course as a whole.

When you click on Classroom Collaboration, Virtual Meetings, or Office Hours for the first time, you may be
prompted to “Sign in to Webex.” If you see one of the messages below, just click the blue button to login and

MGCCC eLearning Cisco Webex Education Connector for Canvas Sof12




follow the prompts provided. You should use your MGCCC email address and your regular computer password

to login to Webex.

Virtual Meetings

Setup Analytics

Virtual Meetings

count to

Sign in to Webex Teams

Teams

Office Hours Setup Analytics

Sign in to Webex Meetings

Teams is the area of Webex that allows the grouping of students for course collaboration. In other words,

Teams allows the instructor to manage members of groups for collaboration.

When “Create a Team” is selected in a course for the first time, the button temporarily fades while the
“General” team is being created. This may take a few minutes depending on the size of the class. The General
team includes all active students in the course by default. Additional teams may be created for individual
groups. Access to Spaces will become available on the Classroom Collaboration page after the new team is
created. Multiple Spaces may be created for each team.

Classroom Collaboration Virtual Meetings

Welcome Jenjgifer Leimer

Office Hours

Setup

Analytics Classroom Collaboration

Teams /211.Jenn's Sandbox

Virtual Meetings

Office Hours Setup Analytics

211.Jenn's Sandbox
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Spaces

Spaces is the place where collaboration occurs. Spaces are great for collaborating on a specific topic or project.
If the “Create a Space” option is selected (see image below), a SINGLE space is created for collaboration in the
course. While additional members may be added, no additional groups may be created when this option is
selected. If you intend to have multiple groupings, choose the “Create a Team” option as described above.

Classroom Collaboration Virtual Meetings Office Hours Setup Analytics Webex Support Classroom Collaboration Virtual Meetings Office Hours Setup Analytics

‘Welcome Jennifer Leimer Teams /201901 EDT 1104 001 Canvas Basics (Online)

Invite Member 201901 EDT 1104 001 Canvas Basics (Online)
o

[=)
OAO
So

S

Create ateam Create a space

B CreatinglalSpacelcreateslalSINGEEISRPACEforcourselcollaboration

Collaboration Tools

Once a Space has been created, the collaboration tools are available in the upper right corner of the space.
Click the waffle icon to access the tools. Collaboration can occur with a group/team as a whole or with
individual course participants.

—1lun
s 211.Jenn's Sandbox ° x
Message Call
@ ®@ &
S ——— People Files
Message
Message a group/team:
Message is 5. Click Cisco Webex on the course navigation menu
like chat or 6. On the Classroom Collaboration/Spaces tab, click the name of the group (/f there is
instant more than one group/team)
message 7. Click in the gray box where it says “Send a message to (Course Name)”
' 8. Type your message
9. Press Enter to send the message.
Message an individual:

MGCCC eLearning Cisco Webex Education Connector for Canvas 7o0f 12



1. Click Cisco Webex on the course navigation menu

On the Classroom Collaboration/Spaces tab, click the name of the group (/f there is
more than one group/team)

Click the Members tab (skip this step if you do not have more than one group/team)
Click the student’s name

Click in the gray box where it says “Send a message to (Student Name)”

Type your message

Press Enter to send the message.

N

No vk w

Call is the
same as video
conferencing.

Call
Call a group/team:
1. Click Cisco Webex on the course navigation menu
2. On the Classroom Collaboration/Spaces tab, click the name of the group (/f there is
more than one group/team)
Click the waffle Icon :::
4. Click Call

w

People shows
who is
involved in

People
View people:
1. Click Cisco Webex on the course navigation menu
2. On the Classroom Collaboration/Spaces tab, click the name of the group (/f there is
more than one group/team)

Files shows a
list of files
that have

been shared

with a group
or individual.

the current 3. Click the waffle Icon :::
collaboration. 4. Click People
a. a Click the plus sign to add additional people.
b. ... Click the ellipsis icon and choose Remove from space to remove people.
Files
Send a file:

1. Click Cisco Webex on the course navigation menu
2. On the Classroom Collaboration/Spaces tab, click the name of the group (/f there is
more than one group/team)
*or follow the steps to message an individual (in the Messages section above)
to send a file to a single student.
Click the paperclip in the gray message box
Choose the file from your computer
Click Open
Click in the gray box where it says “Send a message to (Course/Student Name)”
Type a message to accompany the file.
Press Enter to send the file.

© N WU» kW

View shared files:
1. Click Cisco Webex on the course navigation menu
2. On the Classroom Collaboration/Spaces tab, click the name of the group (/f there is
more than one group/team)
*or follow the steps to message an individual (in the Messages section above)
to send a file to a single student.

MGCCC eLearning
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3. Click the waffle Icon
4. Click Files

IMPORTANT
NOTES:

Participants will only receive notifications about messages or calls that are sent within Cisco
Webex Education Connector inside of Canvas when they are in the exact team or space from
which the message/call is begin sent. To see messages, participants must be in Webex, on
the classroom collaboration tab, and in the group where collaboration is occurring. Old
messages will be displayed, so participants will be able to view messages that were sent
when they were offline.

For full use of collaboration tools and to receive real-time notifications, download and use
the Cisco Webex Teams app after your teams are setup in Canvas.
For more information, register for the “Cisco Webex Teams” webinar.

Virtual Meetings
A virtual meeting
phone, or tablet.

is an online meeting where participants can join from any location with a computer, cell
Instructors may use Webex Meetings for instruction, tutoring, general Q & A sessions, virtual

office hours for online courses, virtual field trips, oral presentations, and more.

I

Meetings are
live online
collaborations

Schedule a meeting:
1. Click Cisco Webex on the course
navigation menu
2. Click on the Virtual Meetings tab Choose Host Center
Click the + New Meeting button
4. Choose Meeting, Training or Event

a. Meetings are better for
informal communications.

b. Trainings are better for
instructional sessions and may
include polling, quizzing, and Duration
breakout sessions. s v

c. Events are designed for large &
presentations — like Recurrence
conferences.

5. Enter a name for the meeting.
6. Select the Meeting Dates, Duration, 7
and Recurrence S/

a. When setting the meeting
date, be sure to choose the
correct time zone from the
“Time” drop-down menu.

7. Select Create Meeting

w

Name

Unit Test 1 Review Session

Meeting date 5:

September 26,2019 2:00 PM -05:00 v

MGCCC eLearning
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Recurring meetings:

8. Under Recurrence, choose your
preference for recurrence: Daily,
Weekly, or Monthly

9. Set your recurrence preference

a. Weekly — choose the day of

the week

b. Monthly — choose the day of

the month

10. Set the Ending date

a. Choose a specific ending date

b. OR After a specified number of

meetings

11. Click Create a Meeting

Recurrence

No Repeat

Monthly

week(s) on:

Ending

Ending date

: September 23,2019 9:00 PM +00:00
(one}

After 10

Create Meeting

meetings

After you create a meeting, it will show up in your Upcoming tab. You can view, join, start
(host), edit, or delete a meeting from there.

Classroom Collaboration Virtual Meetings Office Hours
Meetings
Upcoming
Name Host Host Type Duration
Jenr Jennifer Leimer Instructor 1 hour O min
test Princess Cinderella Stud 1 hour O min
Buffy's Meeting Buffy Mattt Instructor 1 hour O min

. N
Setup Analytics Webex Support
m
Filters +
Date Action
Sep 26,2019 10:00 am EDIT DELETE
Sep 26,2019 10:00 am JOIN
Sep 25,2019 10:00 am JOIN

MGCCC eLearning
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After you've hosted a meeting, you can view your past meetings and any recordings in
the Past Meetings tab.

Meetings

Keep track of
student attendance
from the

Past Meetings

tab.

Cellular Anatomy @

Cellular Anatomy

Introduction to Vector Functions

Attendees Joining Time Leaving Time Duration Date

John Smith

Office Hours

Use Cisco Webex Virtual Meetings to meet with students wherever and whenever it works for you and your
students. Instructors can choose the days, times, and duration for meetings while also including an
appointment buffer period so that you can include time in between meetings. You will receive an email from
Webex when new appointments are made with an “Add to Calendar” link.

Set Office Hours:
@ 1. Click Cisco Webex on the course navigation menu
2. Click on the Office Hours tab
Office Hours is 3. Click the drop-down arrow under Availability to choose the meeting duration
an appointment increments (15, 30, 45 or 60 minutes).
tool that 4. Click the drop-down arrow under Block Off Extra Time to choose the amount of
creates meeting time blocked off before and after a scheduled meeting (15, 30, 45 minutes, or no
spaces for live buffer).
virtual meetings 5. Click the Time buttons to select the times that you are available
in Webex. 6. Scroll to the bottom of the page, and click Save
NOTE: This is a “user specific” (not course specific) setting, so the office hours you set
in one course will carry over to all your courses in Canvas.
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Block Off Extra Time

’ 15 v

Analytics

Analytics shows how Webex is being used in the current course including the number of team spaces and

meetings created. Analytics will also display the number of office hours that are booked.

Analytics

Understand your student’s
engagement through

your course

with analytics.

&
71
&2 Team Spaces Created

71

Measure student peer
collaboration with Team
Space creation
metrics.

o
21hr 53m

(© office Hours Booked

21hr 53m

Review the amount of time
elapsed during your

office hours with

students
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