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Cisco WebEx Web Conferencing
Productivity Tools for Instant Messengers

Installing and Setting Up WebEx Productivity Tools

With Cisco WebExTM Web Conferencing, provided by InterCall, you can install WebEx®
Productivity Tools to start or join meetings instantly using WebEx One-Click, Microsoft®
Office, web browsers, Microsoft Outlook®, IBM® Lotus Notes®, and instant messengers;
or to schedule meetings using Microsoft Outlook or IBM Lotus Notes, without going to
your WebEx service site.

After you install WebEx Productivity Tools, you can log in and set options for your WebEx
account, set meeting options for instant meetings and scheduled meetings, set
preferences for the WebEx One-Click panel, and select which WebEx Productivity Tools
you will use.

INSTALLING WEBEX PRODUCTIVITY TOOLS

If your site administrator has turned on WebEx Productivity Tools options for your WebEx
service site, all WebEx Productivity Tools are installed automatically on your site. In
addition, whenever newer versions are available, WebEx Productivity Tools are updated
automatically.

The installation process installs all available WebEx Productivity Tools; however, at any
time, you can change your preferences about which applications to use with WebEx
Productivity Tools, and you can also change other WebEx account and meeting



preferences by setting options in the WebEx Settings dialog box. For details, see Setting
up WebEx Productivity Tools on page 4.

If necessary, you can also download and install WebEx Productivity Tools manually.
Before installing WebEx Productivity Tools, ensure that your computer meets the
following minimum system requirements:

Windows 2000 SP4, XP SP2, 2003 R2, or Vista
Intel® x86 (Pentium 400MHZ +) or compatible processor
Microsoft Internet Explorer® 6.0 SP1, 7.0, Mozilla® 1.7, Mozilla® Firefox® 2.0 or
Netscape® 8.1.JavaScript and cookies enabled in the browser

Note: The WebEx integration for IBM Lotus Notes is included in the WebEx Productivity Tools
installation or download only if your site administrator has turned on the Lotus Notes option for
the site.

To install WebEx Productivity Tools from the Productivity Tools Setup page:

1 Log in to your WebEx service web site.
2 Click My WebEx > Productivity Tools Setup (on the left navigation bar). The

Productivity Tools Setup page appears.
3 Under On Your Desktop, click Download Productivity Tools. The File Download

dialog box appears.
4 Save the installation program to your computer. The name of the installation file

has an .ms i extension.
5 Run the installation file and follow the instructions.

Once you complete installation, log in using your WebEx account information and then
verify your settings in the WebEx Settings dialog box. For more information, see Setting
up WebEx Productivity Tools on page 4.

To install WebEx Productivity Tools from the Downloads page:

1 Log in to your WebEx service web site.
2 In the left navigation bar, under Support, click Downloads.
3 In the Downloads page, next to the WebEx Productivity Tools heading, click

Download Now. The File Download dialog box appears.
4 Save the installation program to your computer. The name of the installation file

has an .ms i extension.
5 Run the installation file and follow the instructions. Once you complete

installation, you can log in with your WebEx account information and then verify
your settings in the WebEx Settings dialog box. For more information, see Setting
up WebEx Productivity Tools on page 4.

OPENING THE WEBEX SETTINGS DIALOG BOX

To open the WebEx Settings dialog box from the Start menu:
Click Start > Programs > WebEx > Productivity Tools > WebEx Settings. The WebEx
Settings dialog box appears.

To open the WebEx Settings dialog box from the One-Click Panel:
1 If the One-Click Panel is not already open, do one of the following:



Double-click the WebEx One-Click icon on your desktop.

Go to Start > Programs > WebEx > Productivity Tools > WebEx > One-Click.

2 In the One-Click Panel, click Edit WebEx Settings. The WebEx Settings dialog
box appears.

To open the WebEx Settings dialog box from the One-Click taskbar icon:
1 Right-click the One-Click taskbar icon.
2 Choose WebEx Settings from the menu. The WebEx Settings dialog box

appears.

To open the WebEx Settings dialog box from Microsoft Outlook or IBM Lotus
Notes:
In the WebEx menu, click Account Settings. The WebEx Settings dialog box appears.

To open the WebEx Settings dialog box from Microsoft Office:
In Microsoft Word, Microsoft Excel®, or Microsoft PowerPoint, click WebEx Settings.

The WebEx Settings dialog box appears.

To open the WebEx Settings dialog box from instant messengers:
Click WebEx > WebEx Settings. The WebEx Settings dialog box appears.



SETTING UP WEBEX PRODUCTIVITY TOOLS

To set WebEx Productivity Tool options:
1 Open the WebEx Settings dialog box. For more details, see Opening the WebEx

Settings dialog box on page 3.

2 In the Account tab, log in to your account by specifying the URL for your WebEx
service site and entering your user name and password. For more details, see
Account tab on page 8.

3 Click Apply.

4 Click the Instant Meetings tab.


