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Introduction

This guide has been developedto assist you to dial intoa Webex hearingarranged by the
Supreme Court of Victoria (the Court).

Ahead of the hearing, the relevantregistry will conduct a test of the videolink technology
with the parties. This test is essential to troubleshoot any issues that may arise and will help
the hearingrun more smoothly. You will be provided with insteuctions before the hearing
regarding testing.

Itis recommended that parties familiarise themselves with Webex as much as possible
before a hearing. The followinglinks provide useful resources:

Click here to download WebEx meetings

Click here for WebEx meeting video tutorials

Click here for WebEx— Using the Desktop App — Training Video

Click here for Webex Help Centre
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https://www.webex.com/downloads.html/
https://help.webex.com/en-us/8bzter/Cisco-Webex-Meetings-Video-Tutorials
https://launch.webex.com/recordingservice/sites/launch/recording/cf38af6b15394cc4bd38b60cf2a21e43
https://help.webex.com/en-us/
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Technology Prerequisites

1. Ensure your Internet bandwidth meets Webex minimum requirement -

a)

b)
c)
d)

For the best video experience in Cisco Webex Video Platform meetings, Cisco
recommends each screen must have at least 2.0 Mbps bandwidth (bi-directional, i.e.
sendingand receiving). Forexample, 2Mbps equals one video, therefore if there are
3 participants your bandwidth should be 6Mbps. Sharing documents would require
higher Mbps.

Bandwidth test - https://www.speedtest.net/

Webex Network Test - https://mediatest.webex.com/

Webex Bandwidth Reference - https://help.webex.com/en-us/WBX84420/Low-
Bandwidth-Errors-in-Cisco-Webex-Video-Platform-Meetings

2. Ensure your computer meets the following requirements -

a)

b)

c)

PCs must meetthe following minimum requirements:

i) CPU: Quad-core processor (three or more meeting participants)

ii) RAM: 8 GB RAM

Browser requirement - https://help.webex.com/en-us/9ehuwu/Web-App-
Supported-Operating-Systems-and-Browsers

Camera: a high-definition video supported USB-based or embedded web camera -
Only for video participants - https://help.webex.com/en-us/fw8u4j/Webex-Video-

Support

3. Computer audio requirement -

a)

Laptop/PC with speakerand microphone

b) Most headphoneswill work with Webex.

4. Troubleshooting before testing —

e If you are participatingin a vitural hearing in the office, please liase with your IT
Department at your work and share this document before the testing.

e Complete aspeedtest, with the link providedin technology prerequisites, which
is above. Once the speedtest isconducted, you will need to look at the
download and uploadsection. It will need to be at least 15 Mbps for download
and 10Mbps Upload. If thisdoes not meetthe requirmeents, youcan use a 4G
dongle and repeat the test. Please see example below.

(® DOWNLOAD Mbps UPLOAD Mbps

42.19 49.68
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https://www.speedtest.net/
https://mediatest.webex.com/
https://help.webex.com/en-us/WBX84420/Low-Bandwidth-Errors-in-Cisco-Webex-Video-Platform-Meetings
https://help.webex.com/en-us/WBX84420/Low-Bandwidth-Errors-in-Cisco-Webex-Video-Platform-Meetings
https://help.webex.com/en-us/9ehuwu/Web-App-Supported-Operating-Systems-and-Browsers
https://help.webex.com/en-us/9ehuwu/Web-App-Supported-Operating-Systems-and-Browsers
https://help.webex.com/en-us/fw8u4j/Webex-Video-Support
https://help.webex.com/en-us/fw8u4j/Webex-Video-Support
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All calendar invitations will have the below dial in details. Each hearingthe dial in details
will change. Example below.

Join Webex meeting

Meeting number (access code): 575 452 499 Meeting password: BFdm2pkmP25 (23362756 from phones and video systems)

Join from a video system or application
Dial 575453499@supcourt webex.com
You can also dial 210.4.202 4 and enter your meeting number.

Join by phone
Tap to call in from a mobile device (attendaes only)
+61-2-9037-0069 Australia Toll

+61-3-9070-6482 Australia Toll (Melbourne)
Global call-in numbers

Join using Microsoft Lync or Microsoft Skype for Business.

Dial 5?5453499.5upc0Llrt@lgv'nc.‘.vebex.com
Can't join the meeting?
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How to join Webex— Using Webex Desktop Application

1. Launch your Webex client on your Computer.

1. When launch for the first time, you will see the screen below. Click "~ 945t

Q Cisco Webex Meetings & — X

Q

Sign in to Webex Meetings

Email iddrezz

EEt

2. You will be promptedto enteryour information. (Thisinformation will be saved for

the next Webex Meeting). Click “Continue as guest”.

Justice John Doe

]ohn.dce@supcourt.vicgov.aq ]

Continue as guest
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3. Thisisthe Webex Meeting screen that will listall your appointmentin your Outlook

calendar. For a Webex meeting, there will be a m nextto it. Click m will
jointhe meeting.

® Cisco Webex Meetings

Justice John Doe

john.doe@supcourt.vic.gov.au

Sign In

Join a Meeting ©

Enter meeting information

Upcoming Meetings

Tuesday, 31 March 2020 c
Z30PM  Webex Meeting m
3:00 PM Louis Lee

Wednesday, 1 April 2020

1:15AM WebEx - Euromark Ltd v Smas... =]
5:45 PM eCourt Webex

Thursday, 2 April 2020

10:45AM Q3 & Supreme Court of Victori...
11:45 AM  Zuelma 5Sterling

Friday, 3 Apnil 2020

% Conmect to a device
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4. If the Court has not started the Webex meeting, you will see the below. Click “OK”.

~ct B4 1 K T, Mg
J MAO5T MOT INn MeeTing

The host has not yet joined the meeting.

Waiting for others to join

5. You will be promptedto choose your Audio. Choose “Call Using Computer” to use

your computer speaker and microphone.

Audio and Video Connection ®

\Z 1will Call In

Call Using Computer
Change settings

(Q) Call My Video System

WebEx hosted videoconfencing — for external users 6



Supreme Court of Victoria

6. Choose “I Will Call In” to use your mobile/phone as the source for audio and

microphone.

< Audio and Video Connection x

Call using other application

Audio and Video Connection X |,

1. Call
Qé Call Me +61-2-9037-0069 (Australia Toll)
e et eees +61-3-9070-6482 (Australia Toll
(Melbourne))
RZ 1will Calln All global call-in numbers

2. Enter this access code:

) 570907 006 #
Call Using Computer

Change settings

3. Enter your Attendee ID:

993 728 49 #
(Q) Call My Video System

7. Clickon and you will be prompted to choose your camera. For example if
you have 2 cameras on a Surface Pro, please ensure you choose the front camera.

Please see below.

Video Connection %

Integrated Webcam A

Preview only

Start My Video

0006
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8. Once the Audioand Camera isconnected, you will be able to mute and unmute your

microphone, start and stop your camera. In the example below, the

a. Micisunmuted e
b. Micis muted@
C. Videoisstarted@

d. Videois stopped@

9. To share content, click on @then choose:

Share Content

Optimize for text and images v [0

Screen 1 Screen 2

'g_ — % -’...:-.:--'.'. — —]|
i o
T nanas
T Start @ Cisco Webex Me... il Microsoft Word(2) B Microsoft Outloo...
O Skype for Busines... [ Photos € Microsoft Edge % Remote Desktop ...
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10. To stop sharing, click "Stop Sharing” located in the toolbar on the top of your screen.

[] stop Sharing

You're sharing Internet Explorer

11. To leave the call, click on the button below.

12. The next time you join a Webex Meeting, you will be prompted with the below

Connect Audio and Video
screen. Click , if there is no change.

Audio and Video Connection x
%, Select Audio Connection [k Select Video Connection
Call Using Computer W Integrated Webcam W

{]d | Use System Setting (Realtek{..

0 | Use System Setting (Realtek{..

More options :
Preview only

Your video is not showing in the meeting yet. &

Connect Audio and Video

WebEx hosted videoconfencing — for external users 9
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How to join to Webex through your internet browser

Join Webex meeting

1. Openyour meetinginvite andclick on

2. The linkwill openin your defaultbrowser.

3. It will prompt you to enter your name and email address, please example below -
Webex Meeting
Hosted by eCourt Webex

® 930 PM - 11:30 PM | Thursday, Mar 26 2020 | (UTC+11:00) Canberra, Melbourne, Sydney

John Doe

john.doe@jd.com)|

Join Meeting ~

4. Click onthe arrow and choose “Alwaysjoin from web app”, please example below -
Webex Meeting

Hosted by eCourt Webex
@ 9:30 PM - 11:30 PM | Thursday, Mar 26 2020 | (UTC+11:00) Canberra, Melbourne, Sydney

John Doe

john.doe@jd.com

Join Meeting ~

Always choose best option for me
Always join from desktop app

Always join from web app

5. Clickjoin meeting

6. Dependingon your browser you may be promptedto allow access to the
microphone and camera at this stage. Ensure you allow access to both your
microphone and camera.

¥ill you allow supcourt.webex.com to use your

k.l.) microphone?

Microphone to share:

Microphone Array (Realtek Audic) w

Allow Don't Allow
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‘ Will you allow supcourt.webex.com to use your
camera?

Camera to share:

Integrated Webcam ~

Allow Don't Allow

a. Guidefor Firefox -
https://support.mozilla.org/en-US/kb/how-manage-your-camera-and-
microphone-permissions

b. Guide for Chrome -
https://support.google.com/chrome/answer/2693767?co=GENIE.Platform%3
DDesktop&hl=en&oco=0

7. Ensure you choose “Using computer for audio”

d» Using computer for audio (/]

W Callme
W Callin

¢]x Don't connect to audio

8. Clickon join meeting

9. Your audioand camera will be greyed out if the Supreme Court of Victoria has not
openedthe meeting. Please waitfor the meetingto be opened. Example below -

You can connect to audio after the host joins the meeting

10. Once the meetinghas been opened, your audio will be connected automatically.
Example below.

@ Connecting... Cancel

1
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11. Once the audioand camera is connected, you will be able to mute and unmute your
microphone, start and stop your camera. Please see the example below:

a. Micis unmuted e
b. Micis mutede

C. Videoisstarted@
d. Videois stopped@

%, Audio connection

. . Camera
12. Click and select to change your defaultcamera
and audio settings.

a. Camera settings:
Camera

Camera

Integrated Webcam W

b. Audio settings:

Audio Connection

D

You're using computer for audio

Switch Audio

W Call me

W2 callin

13. To share content, click on @then choose:
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Share Content

What do you want to share?

] )

Screen Applications

a. Choosethe window you want to share. Example below—

Will you allow supcourt.webex.com to see your
screen?

Window or Screen to share:

Select Window or Screen

Select Window or Screen

Calendar - louis.lee@supcourt.vic.gov.au - Outlook
Meeting is in progress... - Mozilla Firefox

eCourt - Webex hosted VC - For external users V2....
Entire screen

b. Click “Allow”. Example below—

o

Window or Screen to share:

eCourt - Webex hosted VIC - For external users V... ~

El low

Don't Allow

14. To stop sharing, click “Stop Sharing” locatedin the toolbar on the top of your screen.
You're sharnng your screen

Stop Sharing

WebEx hosted videoconfencing — for external users 13



Supreme Court of Victoria

0 Leave Meeting
15. To leave the meeting, click then

How to join Webex application using Tablet or Smart Phone

1. Launch your Webex clienton your Computer, IPad or Mobile.

2. Enterthe meetingnumberthat is inyour calendar invite andclick “Join”. Example
below.

JOIN MEETING

o'l have an account?

3. Then enterthe meetingnumber, your name and emial address thatisin your
calendar invite and click join. See exmaple below.

< Join Meeting JOIN

571 322 554

] nviled Lo & FPersorna| Roorr
Fener th

company.webes com/meet/username

lohn Cae

jd@grail.com|

WebEx hosted videoconfencing — for external users
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4. Then enterthe meeting password, whichis case senstitve. Therefore, ensure you use
capital and lower case for letters. Example below.
Meeting password: xPje2im (49753246 from phones and video systems)

Webex Meetings

5. Once you entered the meeting password, you will see the screen below. Ensure you
you are using internet for audio. Then click join.

i

D

Ready to join?

CLY

N | HT; Use Internet for audio =
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How to join Webex from a phone — Only for audio connection

1. Dial the call-innumbers providedinthe email or click “Global call-in numbers” for
more numbers. Example below.

Join by phone

Tap to call in from a mobile device (attendees only)
+61-2-9037-0069 Australia Toll
+61-3-9070-6452 Australia Toll (Melbourne)
Global call-in numbers

2. Followtheinstruction on the phone and enter the meetingnumberand password
when prompted (meeting password will be the digitsand not the letters). Example
below.

Mezting number (access codel: 575 453499 Mesting password: BFdm2pkmP25 (23362756 from phones and video systems)
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