
SPARK WITH WEBEX SPARK NZ  |  1

Welcome to Spark 
with Webex
Your complete  
cloud-collaboration  
solution. 
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For Administrators
Step-by-step setup instructions, 
user management tools, and 
configuration guides.

Spark with Webex is designed to be simple with 
tools to self-serve in the first instance. Go to  
Webex Academy (video guides) to familiarise 
yourself with the help options – and if you need 
further assistance, our support team is here to help.​

This guide provides key information to help you 
get underway.

For End Users
Quick start resources, app 
downloads, and essential features. 

We’re looking forward to collaborating with you and helping your business succeed.
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Your Onboarding Journey.
1. Account Provisioning

•	 Our team is setting up your business’s account and configuring your requested features.
•	 Our team will contact you to confirm details and schedule your onboarding call.
•	 You’ll receive admin access credentials via email once your environment is ready.

2. Check your network​
•	 Webex relies on your network connection.  

Visit https://cscan.webex.com/, select Australia as the server, select the  
“Pick Server” button then “Start Test”.

3. User Setup
•	 Your team members will each receive an activation email with an activation code. Please 

make sure they activate their accounts as soon as possible.
•	 Users should activate their accounts within 15 days of receiving the email.
•	 Download Webex app or Webex app for browser

4. Bookmark these essential portals
•	 Admin Control Hub  

Manage users, services, devices and security.
•	 Cisco Webex User Hub  

Personalise settings and preferences (for all users) 

Getting started

https://cscan.webex.com/
https://www.webex.com/downloads.html
https://web.webex.com/
https://admin.webex.com/
https://user.webex.com/webappng/hub/welcome
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Resources

Users
Here are some useful links that you can share with your team

Getting started with Spark with Webex
•	 Webex App | Sign in for the first time  

Sign in for the first time 
•	 Get started with User Hub  

User Hub is your dashboard for managing your Webex account. 
Schedule and join meetings, webinars, and training sessions, and 
manage your account settings for meetings, calling, and devices, 
and more.

Calling & Voicemail
•	 Set or reset your voicemail PIN

Webex Academy (video guides)
•	 How to make a call
•	 Set up your voicemail greetings
•	 How to use the noise removal feature
•	 Add a schedule and  

Set up and configure call forwarding

Administrator
Here are some useful links for your Administrator

Getting your business started
•	 Get started with Control Hub  

Manage users, permissions, calling, meetings, messaging, and devices.

Managing your team
•	 Users list in Control Hub   

Modify service licenses, filter by roles, account types or Webex sites
•	 Manage organization contacts in Control Hub and  

Assign organization account roles in Control Hub
•	 Resend an invitation email from Control Hub

Configuring key services
Calling & Voicemail
•	 Webex App | Reset Your Forgotten Password
•	 Set or reset your voicemail PIN
•	 Manage hunt groups in Control Hub
•	 Manage queues
•	 Create and configure a schedule in Control Hub

Settings & Security
•	 Software restrictions
•	 Authentication
•	 Monitoring
•	 Security

Webex Services & Features
•	 Services 

Webex services overview: Meetings, Calling, Insights, Messaging, 
Hybrid, Scheduling, Content, Edge, Contacts, Events, Polling, Webinars

https://help.webex.com/en-us/article/kq7r0c/Webex-App-%7C-Sign-in-for-the-first-time
https://help.webex.com/en-us/article/n0s3esu/Get-started-with-User-Hub
https://help.webex.com/en-us/article/nbhhvl9/Set-or-reset-your-voicemail-PIN
https://youtu.be/qqA4iHVNxBU?si=iyjG4s-diDw6ieQs
https://youtu.be/MgjdYIt0Xsw?si=Ap5F8N-2udzV-Cx-
https://youtu.be/PK-Jwh9XwjE?si=QQW0k--oB7U6REEM
https://youtu.be/hzUBR7xWxkw?si=xzH3NK7LR7NNnCOa
https://youtu.be/SX9jp8wqW_U?si=pIdaN8EWhrcIK6_8
https://help.webex.com/en-us/article/nkhozs6/Get-started-with-Control-Hub
https://help.webex.com/en-us/article/nikzbgy/Users-list-in-Control-Hub
https://help.webex.com/en-us/article/hkgw56/Manage-organization-contacts-in-Control-Hub
https://help.webex.com/en-us/article/fs78p5/Assign-organization-account-roles-in-Control-Hub
https://help.webex.com/en-us/article/l08e04/Resend-an-invitation-email-from-Control-Hub
https://help.webex.com/en-us/article/n02v0b8/Webex-App-%7C-Reset-Your-Forgotten-Password
https://help.webex.com/en-us/article/nbhhvl9/Set-or-reset-your-voicemail-PIN
https://help.webex.com/en-us/article/o6rfjeb/Manage-hunt-groups-in-Control-Hub
https://help.webex.com/en-us/article/ubg5qd/Manage-queues
https://help.webex.com/en-us/article/bx6j0h/Create-and-configure-a-schedule-in-Control-Hub
https://help.webex.com/en-us/landing/ld-na96q1w-Adminhelp/Security
https://help.webex.com/en-us/landing/ld-na96q1w-Adminhelp/Security
https://help.webex.com/en-us/landing/ld-na96q1w-Adminhelp/Monitoring
https://help.webex.com/en-us/landing/ld-na96q1w-Adminhelp/Security
https://help.webex.com/en-us/landing/ld-na96q1w-Adminhelp/Services
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Control Hub

Most common features 
used in the Control Hub  
(by Admin role)
This is the main screen when you first 
log into the Control Hub
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Control Hub

How to see your users
Menu bar on the Left-hand 
side    Users
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More options for users
Hover over the user’s 
Options icon (3 dots) on 
the right hand-side     
More options will appear

Control Hub
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How to see user’s  
email address
Click into the user line 
(slide before) and you will 
see the user details appear

Control Hub

How to change  
user’s package 
Scroll down and click into 
Package     

Other Package options 
will appear, select the 
new choice (Spark billing 
charges will change when 
changing package: See 
www.spark.co.nz/webex 
for pricing).

www.spark.co.nz/webex
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How to delete a user
Hover over the Actions 
button and scroll down to 
Delete User.

Control Hub
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How to add a Secondary 
Admin role
Scroll down in the user’s 
summary page, go to 
Administrator Role 

Different Options will 
appear, select your choice. 

For one Site only Admin. 
Select Delegation     
Location admin

Control Hub
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How to see your business 
numbers
Menu bar on the Left-hand 
side     Calling

You can see “Assigned To” 
or unassigned numbers 
(unassigned numbers won’t 
have a description name).

Control Hub
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How to go into other 
Features 

On the Calling screen     
Features Tab at the top 

Scroll down for other 
Features

Control Hub
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How to set up  
Call Forwarding  
for other users 

Go to Management   Users

Select a user and click the 
Calling tab

Scroll to Call handling and 
choose the settings that you 
want to enable

Control Hub
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How to edit public  
holiday dates 

When we set up the call flow 
for your business, Spark will 
set up a schedule for you 
called “Public Holidays”.  
To add non-working days to 
this schedule (outside of your 
normal working hours):

•	 Navigate to Management 
    Locations

•	 Select the location you want 
to edit

•	 Navigate to the Calling tab
•	 Under the Calling features 

settings section, select 
Schedules

•	 Hover over the “Public 
Holiday” schedule and select 
the pencil icon to edit

•	 Select Add to add public 
holiday dates, select All Day, 
then click Save

Control Hub
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How to see your Devices
Menu bar on the left-hand 
side     Devices

You will see list of all your 
devices, Status will show 
offline devices if you need 
to do basic troubleshooting 

Control Hub
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Ngā mihi
 

Contact Information
Your Client lead and Sales team 

Webex Product Support – 0800 68 64 23, Option 2
8am-5:30pm Monday-Friday (closed Public Holidays)
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