Spark

‘ hello tomorrow

Welcome to Spark
with Webex

Your complete
cloud-collaboration /
solution. A




Spark with Webex is designed to be simple with Contents
tools to self-serve in the first instance. Go to

i ] . Getting started
Webex Academy (video guides) to familiarise

Resources
yourself with the help options - and if you need Control Hub
further assistance, our support team is here to help. How to see your users
More options for users
This guide provides key information to help you How to see user's email address

get u nderway, How to change user’s package

How to delete a user
How to add a Secondary Admin role

How to see your business numbers

For End Users

Quick start resources, app

For Administrators

How to go into other Features

Step-by-step setup instructions,

downloads, and essential features. How to set up Call Forwarding

user management tools, and
configuration guides.

for other users

How to edit public holiday dates
How to see your Devices

We're looking forward to collaborating with you and helping your business succeed. Contact Information
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https://www.youtube.com/c/webex

Getting started

Your Onboarding Journey.

1. Account Provisioning

e Qurteam is setting up your business'’s account and configuring your requested features.
e Ourteam will contact you to confirm details and schedule your onboarding call.

e You'll receive admin access credentials via email once your environment is ready.

2. Check your network

e 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
e Your team members will each receive an activation email with an activation code. Please
make sure they activate their accounts as soon as possible.
e Users should activate their accounts within 15 days of receiving the email.

e Download Webex app or Webex app for browser

4. Bookmark these essential portals
e Admin Control Hub
Manage users, services, devices and security.

e Cisco Webex User Hub
Personalise settings and preferences (for all users)

SPARK WITH WEBEX
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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

Administrator

Resources

Here are some useful links for your Administrator

Getting your business started

Users

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

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

Sign in for the first time

e 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

e Set or reset your voicemail PIN

Webex Academy (video guides)

e How to make a call

e Set up your voicemail greetings

e How to use the noise removal feature

e Add aschedule and
Set up and configure call forwarding

SPARK WITH WEBEX

¢ Get started with Control Hub
Manage users, permissions, calling, meetings, messaging, and devices.

Managing your team

e Users listin Control Hub
Modify service licenses, filter by roles, account types or Webex sites

e 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
e Webex App | Reset Your Forgotten Password

e Set or reset your voicemail PIN

¢ Manage hunt groups in Control Hub

* Manage queues

e Create and configure a schedule in Control Hub

Settings & Security
e Software restrictions

e Authentication

* Monitoring

e Security

Webex Services & Features
e Services

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

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

SPARK WITH WEBEX

Overview

Welcome to Webex! Let's get started.

()Y

 Your Caling services are managed by your partner. Any changes you make could negatively imp:
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Control Hub

How to see your users webex Control Hub

Menu bar On the Left—hand Overviow @ Send activation emails to users. They still need to set up their accounts. <
side > Users o e

@ Your Calling services are managed by your partner. Any changes you make could negatively impact your Calling services %
wonTomNG Users
Analytics =
! @US&!’S Licenses & Contacts

Users Externalusers  External administrators

Reports —

by display name or Filter v or | Selectalocation Vv 17 users J | Add users (Webex for Wholesale) | ( Send invitations Manage users

Q Se
a
Display Name Email Status Admin Roles Work phone -3
& Amber ® Inactive +6433660288
Locations
& Amber ® Inactive +6433660287
Devices & ® Active
& Joffy ® Active Full admin, Webex site admin
Securit ‘ John feem ® Active +6433660259
&0 & Julie. ® Active Full admin, Webex site admin +6433660096
& Julie _ ® Active +6468300157
SERVICES
= Updates & Migrations 8 e ¢ Not verified +6433660090
O Messaging &) Julie ® Not verified
Meeting L
& Kevin ® Active Full admin, Webex site admin +6433660291
R v
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Control Hub

More options for users

Hover over the user’s
Options icon (3 dots) on
the right hand-side >
More options will appear

SPARK WITH WEBEX

MONITORING
lal Analytics

@ Troubleshooting

MANAGEMENT

& Users

SERVICES

(™ lindatac & Minratinne

] Webex E2E Test

v

@ Send activation emails to users. They still need to set up their accounts.

@ Your Calling services are managed by your partner. Any changes you make could negatively impact your Calling serv

Users

& Users @ Licenses & Contacts

Users Externalusers  External administrators

Search by d

Je)

me, ¢ or =  Filter bl |

Display Name Email

barter+3 barter+3

Julie.Wilson2

kevin.zhang+noemail kevin.zhan. |

Webex

D ©® © © @«

Webex UAT3

Webex UAT

Status

® Active

® Not verified

® Not verified

® Active

® Active

4 [ Add users (Webex for Wholesale)

Admin Roles

Full admin, Webex site admin

Advanced troubleshooting ac...

Work phone

+6433660320

+6433660292

Send invitations Manage users

@

Resend Invitation @

RequestpasswordTeset
Move User
Deactivate User

Delete User
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Control

How to see user’s
email address

Click into the user line
(slide before) and you will
see the user details appear

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).

SPARK WITH WEBEX

MANAGEMENT

& Users

< Users

Julie.Wilson2
® Not verified * Member of Webex UAT

Summary Profile General Calling Hybrid Services Devices Vidcast

User details Name Kate Robinson
( Primary Email ] )

Location Webex UAT v

Preferred email language ©® English - American English v | Using organization's settings

Name labels Status: Not enrolled | Organization Setting: Off ®
Package Wholesale package Webex Voice I >

¥
= webex Control Hub

Groups A 1< users

This userisn'ta ™ """

% Kate Robinson -
Actions

Add to Webex gt  Not verified + Member of Webex UAT
MoNTORNG

Summary Profile General Caling Hybrid Services Devices Vidcast

) < Summary
Wholesale package Webex Caling

MMMMMMMMM 7 Webex Suite

& Users © Webex Voice

& Groups
- None
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www.spark.co.nz/webex

Control Hub

How to delete a user = webex Control Hub
Hover over the Actions B ovetes < users
button and scroll down to 0 Aerts center
% Kate Robinson
Delete User' ® Not verified = = * Member of Webex UAT
. © Resend Invitation
Bl Analytics
Summary Profile General Calling Hybrid Services Devices Vidcast £ Request password reset
@ Troubleshooting
] Reports 8 & Deactivate User
i User details Name
[u] Delete@r
Primary Email
MANAGEMENT
& Users Location Webex UAT v
& Groups
Preferred email language © English - American English b4 Using organization's settings
Locations
Name labels Status: Not enrolled | Organization Setting: Off ©®
8 Apps
n Package Wholesale package Webex Voice >
B Security
& Organization Settings
Groups

This user isn't a member of any group.

SERVICES Add to Webex groups

nedatas & Minration,
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Control

How to add a Secondary = webex Control Hub

Admin role o i < % Kate Robinson  summary ~Profie  General ~Calling  Hybrid Services  Devices  Vidcast
Scroll down in the user's
summary page, go to & Users
Administrator Role

Licenses % calling Call on Webex (1:1 call, non-PSTN)

Edit licenses

Different Options will N
appear, select your choice.

Administrator roles None

For one Site only Admin.
Select Delegation > v
Location admin & Organization Settings Security Reset access

= webex Control Hub

< Users
MAAGEVENT
p—— i @ Kate Robinson
® Not verified * Member of Webex UAT
J Updates & Migrations Hide from searc/ © 5°#*

Summary Profile General Caling Hybrid Services Devices Vidcast

Multi-Factor Aut ~
< Summary

8 Meeting (MFA)
Administrator roles Organizational 7] Organization admin
= ®
8 Account
0 o
B Cownch - 5 Settings Functional ] Support admin ®
Info Date created User and device admin @
Hybrid Device admin @
sevices
T Compliance officer ©
A Last edited C Updates & Migrations &

Webex Calling Detailed Call History APl access ©

Delegation Location admin ©

Services ® Edit

] Webex E2E Test
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Control

How to see your business

numbers
Calling
Menu bar on the Left-hand G
. . Numbers Virtual Lines Call Routing Managed Gateways Features PSTN Service Settings Client Settings
side > Calling & users
" . " & Groups
You can see ASSIQned TO Q Search = AN L ‘ Webex UAT Vv | 11 Numbers Manage
@ Locations
or unassigned numbers T Phone Number Extension Location staus
M 1
unassi ned numbers won't & Devices +6433660292 803 Webex UAT - o Active
& Devices
H 1 OF & s
have a descrlptlon name). 0 Apps +6433660295 ([I) 295 Webex UAT o Active
1 Account
+6433660296 333 Webex UAT o Active
& Security
& Organization Settings +6433660297 5022 Webex UAT o Active
+6433660320 444 Webex UAT . " m P P ® Active
SERVICES
g 12646 Webex UAT ® Not Applicable
C Updates & Migrations
O Messaging 297 Webex UAT L Ll | © Not Applicable
B Meeting 51464 Webex UAT ] o Not Applicable
%, Calling
8000 Webex UAT L] © Not Applicable
D Vidcast
€ Connected UC 8002 Webex UAT # Not Applicable
O Hybrid 852 Webex UAT - © Not Applicable

[I] Webex E2E Test
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Control Hub

How to go into other = webex Control Hub X Al-powered smart search
Features

Calling

On the Calling screen > F—
Features Tab at the top & users

Numbers Virtual Lines Call Routing Managed Gatewayp Features FSTN Service Settings Client Settings

& Groups Features Sorted by Recommendation 2
Scroll down for other

® Locations
F 9 Locations & @ %

eatures @ Workspaces Auto Attendant Hunt Group Call Queue
3 Devices Set up custom greetings, schedules and menus to help callers, Fine-tune call direction by automatically routing calls from one Send the right call to the right agent. Automatically route calls to
and route their calls to answering services number to a group, and define how the calls are managed based available agents based on policy, or hold calls with messages,
85 Apps on how the group works. music, and announcements
A Account

s Add new ) = webex Control Hub X Al-powered smart searct
@ Security

£ Organization Settings Calling

MANAGENENT
Numbers  Virtuallines  CallRouting  Managed Gateways (Features) PSTN  Service Settings  Client Settings

Call Park Extension h taes

senvces s o ey ... B

Ensure call efficiency by parking a call against an extens ¢ Locations
C Updates & Migrations

call park group, while e calls or
all park group, while continuing to make calls or use Oth & workspaces a © s
> features. 7 Announcements DECT Network Operating Mode
Messaging Devices
8 Aops Easily manage audio files from one location for announcements Digital Enhanced Cordless Telecommunication (DECT) lets you ciently route calls based on pre-defined modes for optimized
B Meeting or hold music, and ever messages play during calls. assign users and places to base stations and handsets, ating Mode lets authorized users contro
Add new | q A Account onfigure bases and multiple lines per handset outing to reduce wait times for clients.
% Caling — & secuity
D Vidcast @ Organization Set
8 Connected UC @ ® ®
Announcements it " 2
Virtual Extension Voicemail Group Recordings
O Hybrid C Updates & Migrations
Easily manage audio files from one location for announce _ Assign extensions to frequently-called numbers to contact users Utilize a shared voicemail of nd fax group with custom Work with your call recordings to manage quality, security and
5 4 O Messaging uickly but with their same name and extension attached in greeting, auto attendan queue & hunt group, message training. See more about recording ownership.
or hold music, and use wherever messages play during ¢ . Webex Caling storage and new message notificatio
O Meeting
] Webex E2E Test
% Calling — —— —
D vidcast
8 Connected UC
; e o £
Aabl Paging Group Receptionist Client Single Number Reach
ch the right team members with a targeted group - either a Combines a desk phone with a desktop interface so any user
N Webex £2€ Test person, department or team - for one-way calls o messages can screen incoming calls, manage calls and contacts, and
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Control Hub

How to set u p webex Control Hub

Ca” Forwa rding (2 Return to Partner Hub <
for other users

() Overview
£ Alert Centre

Go to Management > Users

MONITORING

Select a user and click the
Calling tab

1l Analytics
f3 Troubleshooting
= Reports

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

MANAGEMENT

| & Users

@ Locations
@ Workspaces
8 Devices

85 Apps

£ Account

& Security

& Organisation settings

SERVICES
C Updates & Migrations
(O Messaging

B Meeting

@, Calling

@) PSTN & Routing

2, Customer Assist

> Vidcast

% Events

& Connected UC

SPARK WITH WEBEX

% Sue Webex

Music on Hold

Call handling

Summary  Profile  General

@) Piay music when a call is la

Music on hold source

© Play default music

) Play custom music

Anonymous call rejection @

Incoming call permissions

QOutgoing call permissions

Call forwarding @

Al-powered smart search

Meetings  Calling

Do

Default settings

webex Control Hub

Hybrid Services  Devices  Vidcast

Al-powered smart search

Call notify @ ¢ Users
sl notity (2 Return to Partner Hub
Call waiting @ ) Overview
Sue Webex

£ Alert Centre <

Call intercept © e Active - Bl Member of Standard user
. - Member of Auckland

Personal call routing (a

MONITORING
Priority alert @ 1l Analytics

! Summary Profile General Meetings Calling Messaging Hybrid Services Devices Vidcast
Selectively accept call: £ Troubleshooting
< Calling

E Reports
Selectively reject calls
Selectively Forward Ca

MANAGEMENT
Sequential ring @ & Users
Simultaneous ring @ & Groups

® Locations
Schedules

@ Workspaces
Mode management ©

S Devices

85 Apps

£l Account

Call forwarding Transfer or forward calls to another phone number or directly to voicemail. Note

that customised user settings override these settings.

["] Forward all calls
[] Forward calls when lines are engaged

"] Forward calls when unanswered

[] Forward calls if the network is disconnected @
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Control

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

SPARK WITH WEBEX

= webex control Hub

(2 Return to Partner Hub
® Overview

£ Alert Centre

MONITORING
il Analytics
& Troubleshooting

@ Reports

MANAGEMENT
& Users
& _Groups

| @ Locations

@ Workspaces

1]

Devices
85 Apps

M Account
& Security

& Organisation settings

SERVICES
C Updates & Migrations
O Messaging

B8 Meeting

%, Calling

# PSTN & Routing

4 Customer Assist

D> Vidcast

%9 Events

& Connected UC

O Hybrid

¢ Locations

Auckland
Location ID: -

3users - O workspaces

Overview Floogs Calling HSTN
)

< Schedule

Schedule

Hours

Schedule Name *

Schedule Type

Business Hours

New business hours

Waitangi X || None v

from | @ 10/07/2025 - 10/07/2025 ‘@ All Day

Event Name Repeat Start time End time
Friday 1 Weekly Feb 23, 2024 Feb 23, 2024
Friday 2 Weekly Feb 23, 2024 Feb 23, 2024
Monday 1 Weekly Feb 26, 2024 Feb 26, 2024
Monday 2 Weekly Feb 26, 2024 Feb 26, 2024
Thursday 1 Weekly Feb 22, 2024 Feb 22, 2024
Thursday 2 Weekly Feb 22, 2024 Feb 22, 2024
Tuesday 1 Weekly Feb 27, 2024 Feb 27,2024
Tuesday 2 Weekly Feb 27,2024 Feb 27, 2024
Wednesday 1 Weekly Feb 21,2024 Feb 21, 2024

(] Spark Webex Demo
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Control

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

SPARK WITH WEBEX

MANAGEMENT

& Users

I & Devices

85 Apps

# Organization Settings

SERVICES

C Updates & Migrations
D Messaging

B Meeting

% Calling

D Vidcast

8 Connected UC

O Hybrid

= webex Control Hub

Devices
& Devices [ Templates & XOD Devices X Settings 1lf Software = Resources
[ Q Fi es by status, tyy b 6 devices
Filter by  Online (4) Expired (0) Offline (1) Issues (0) Offline (Deep Slee... Activating (1)
Select one or more devices for bulk actions
] Type Product Status
Phones . Cisco 9861 ® Activating
| Phones ! Cisco 8861 ® Online
] Phones ! Cisco 8851 ® Online
Phones h Yealink T43U ® Online
Phones ‘ Yealink T43U ® Online
f
Accessories Q Cisco 530 ® Offline
s

Platform Belongs to

<<<<<

Add device
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=W Spark~

A hello tomorrow
|

NeERaallal

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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