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Getting Started

Evolve IP are registered trademarks of Evolve IP, LLC.

Evolve IP is a trademark of Evolve IP, LLC. © 2006-2022 by Evolve IP, LLC. All rights
reserved.

Any technical documentation that is made available by Evolve IP, LLC is proprietary and
confidential and is considered the copyrighted work of Evolve IP, LLC.

This publication is for distribution under Evolve IP non-disclosure agreement only. No part
of this publication may be duplicated without the express written permission of Evolve IP,
LLC 630 Allentown Road, King of Prussia, PA 19406.

Evolve IP reserves the right to make changes without prior notice.

The electronic version (PDF) of this document may be downloaded and printed for
personal use or stored as a copy on a personal machine. The electronic version (PDF) of
this document may not be distributed. Information in this document is subject to change
without notice and does not represent a commitment on the part of the vendor. The
software described in this document is furnished under a license agreement and may be
used or copied only in accordance with the agreement. It is against the law to copy the
software on any medium except as specifically allowed in the agreement.

The use of general descriptive names, trade names, trademarks, etc., in this publication,
even if the former are not especially identified, is not to be taken as a sign that such
names, as understood by the Trademarks and Merchandise Marks Act, may accordingly
be used freely by anyone.

Windows is a registered trademark of Microsoft Corporation.

All other trademarks are property of their respective owners.
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Overview

When Control Hub loads, you can review your settings on the Overview page. You can
view your view the licenses across all your services. Administer licenses to users and see
notifications to stay updated with new functions to set up in Control Hub.

When you get started with your organization in Control Hub, we recommend adding
users to join Webex Meetings and the Webex App by entering their email addresses.
Encourage them to use the services you provide and submit feedback. At any point, you
can always add more users.

webex control Hub

| () Overview Overview
@ Getting Started Guide
£\ Alerts center Getting Started Guide Updates Onboarding
MONITORING 2 5 a/o Update your services to the new Pl 3 Total Users (&)
Analytic Pr— Webex experience. Learn More &CE There is na CSV upload within 180 days

nad tics
-~ Troubleshooting 2 of 8 tasks completed == Inactive 0%

. . == Mot Verified 0%
i Reports View the Getting Started Guide and the =
B P 9 = Update Webex Meetings to the new Webex o _

recommended tasks - Varifed 33%
MANAGEMENT — Active B67%

Devices
& Users Webex Sendces ALL ONLINE
I Potential New Users 0
a8 Workspaces
(-] (-] (-] ﬂ Review Enable Directory Sync
3 Devices C
Wk Calling Meetings
85 Apps
[ Account S o (] Mo devices added Quick Links
Organi < Hybrid Services  Control Hub Developer AP| Get your users collaborating by adding some devices coVID-19

4 Organization Settings Webex e =

L) (] Add Devices
. -Learr. More
SERVICES Room Devices Contact Center -

Admin Capabilities

(¥ Updates & Migrations

What's New

) Messaging Manage Subseriptions
b Hybrid Services 7 INCOMPLETE =
(1 Meeting so ! o webex + - Organization Tasks
%, Calling () () (-} The latest update is here! Audit Log
ST Nebe ing Netw iness
£3 Connected UC Calendar Calendar (Office Calendar Webex Calling Network Readiness Tool
= [Boogle) 365) {Exchange) Manage Auto-License Template
< Hybrid ) e e The March update is here! 42.3 includes breakout Adoption Resources Library

Device Cafing Message Video Mesh session support for webinars, speaker labeling

and closed captions feed updates, Slido =3 Resources
o enhancements, People Focus (beta), report for Fagture of the Month
~ Q&A, chat, and polling, Webex Meetings
Serviesabiny compliance policies for Bring Your Own Device Control Hub Essentials
(BYOD), and much more! Return to Office Essentials

[t Manual control of user activation emails

Feb 7, 2022

¢ Better control over file sharing

-
[ ¢€ip-0001018664
— Feb 2, 2022

It is recommended that you use the latest desktop version of Google Chrome, Microsoft
Edge, or Mozilla Firefox to access Control Hub.* Other browsers may produce
unexpected results.

N Control Hub doesn't support Internet Explorer.

E] Control Hub isn't designed for mobile devices.

* Control Hub supports Microsoft Edge Version 79.0.309.71 (Official build) (64-bit) and later.

www evolveip . net 1.B77.45%9 4347




EVOLVE IP WebEx Admin Control Hub

'K ANYWHERSE Administration Guide v3.22

All system requirements can be viewed here

In Webex Control Hub, you can
e Manage user accounts
e Control access and authorization
e Assign Webex services and licenses
e Setup Webex Devices
e View usage analytics
e Gain insights into user adoption
e Configure organization - wide settings

e Troubleshoot possible issues

Helpful links

Getting started

Video tutorials

Manage user accounts

Add Users to Your Organization

Now that you have set up your services, you're ready to add people from your company
directory. Go to Management > Users, and then click Manage Users.

D
A
webex control Hub Select Customer ~ 2l &) @
1 Overview Users
(=) Getting Started Guide
RO 5 s tieraes
£u Alerts center
uuuuuuuu
. Search by name or email = Filter 3 users
2 Analytics
- Troubleshooting First / Last name + Ernail Stams Adimin roles
2 Reperts £, Test Branch 1 bhaikalis2@marinerfinance com & Active Full admin
HANASEMENT £, | TestBranch 2 bhaikalis3@marinerfinance com & verified
I £ Users
25 Workspaces 2, TestBranch 3 mdsbsttencourt2@marinerfinance ® Active

[ Devices
8% Apps
[ Account

#5 Organization Settings

ssssssss

(= Updates & Migrations
() Messaging

[ Mesting

S Calling

£ Connscted UG

< Hybrid

[B5 eip-00010186864
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Choose one of the available methods to add users. Depending on the number of users
that you want to add, we recommend that you use:

e Manually Add or Modify Users if you have a small organization so you can add up to 25
users at a time.

e CSV Add or Modify Users if you have a medium-to-large sized organization of more than 25
people.

e Directory Synchronization if you have a large organization with existing Active Directory user
accounts. You can automatically synchronize your directory on a scheduled basis instead of
manually adding or removing accounts in Control Hub. You can also synchronize users
using SCIM API. See the user management documentation for supported synchronization
workflows.

Assign Services to Users

After adding users, you can assign various Webex services to them.

While you can edit the services for an individual user, it can be more efficient to edit
multiple user's services at once using our bulk CSV template.

To edit multiple users' services, go to Management > Users, click Manage Users,
select Export, and import users with a CSV file, and then click Export.

In the file that you download, simply add True for the services you want to assign to each
of your users.

A B C D E F G H 1 ] K

1 lriust Mame  LastMame  Disaley Nama User ID/Emal Dirsctory Numbe Direct Line Hybod Calandar Sarv Hybrid Call Sanace § Call Service Aware Call Service Conneet Hybrid Calendar Servics (E
1 |Aligon Cassily  Alison Cassid ciscosparkdn e FALSE FALSE FALSE FALSE
3 | drian Delgmice  Adrian Delar cleotparkds 5000 FALSE FALSE FALSE FALSE
4 \Brandon  Burka Braredon Burl ciscosparkdo ] FALSE FALSE FalSE FALSE
5 .Ilull:.:ru Gefirian Birbara Ge ciicasparkda 5001 FALSE FALSE FALSE FALSE
6 |Benod Lapointe  Benoit Lapol ciscosparkdo 5a1 FALSE FALSE FALSE FALSE
! |Catharing  Sing Castharmie Sin ciscaiparkdo 5101 FALSE FALSE FALSE FALSE
§ |glacomo  Edwards  Glacomo Edv clscosparkdo 5003 TRUE TRUE THUE THUE
9 |lmmes Wastan James Wasto ciscosparkdo S0 TRUE TRUE THUE TRUE
il Karen Adams Karan &, A clscosparkido 5004 THUE TRUE THLUE TRLIE
i1 Marc Brankini Mare Brown cicosparkdo 5423 TRUE TRUE TRUE TRUE
i? Maria Aoss! Maria fossi  clscosparkdo 5008 TRUE TRUE THUE TRUE
3 Siman Jones Simon Jones ciscasparkdo 5005 TRUE TRUE TRLE TRUE
4 |Sharry Mckanna  Sherry Mcker clecosparkdo 5915 TRUE TRUE THE TRUE
.

Import the completed file, click Add and remove services, and then click Submit.
Link Getting Started With Control Hub

Set Up Single Sign On (SSO) for Users

Webex uses basic authentication. You can choose to set up SSO so that people only
authenticate once.
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Go to Management > Organization Settings, scroll to Authentication, click Modify, and
then select Integrate a 3rd-party identity provider. Continue through to download, edit,
and reimport a metadata file that users must get signed by a certificate authority, and then
click Save.

webex Control Hub Select Customer v 50 @

() Overview Organization Settings

(=) Getling Started Guide

£ Alerts center
MONITORING

wll Analytics

-+~ Troubleshooting

2 Reports

MANAGEMENT

2, Users

A% Workspaces
£ Devices

3% Apps

[& Account

SERVICES
(Z# Updates & Migrations
(") Messaging

£ Meeting

%, Calling

&4 Connected UC

& Hybrid

[y eio-0001018664

#% Organization Settings

Authentication

BroadWorks Authentication

Modify your organization's S50 authentication

@

Remeamber Me Controls

When enabled, user could skip entering the email address and the "Discovery
Page" during the login. The login id will stay valid in the browser until reached
selected time.

»
Input remember me duration time

30 day(s)

Multi-Factor Authentication

When enabled, all users will have to use a mobile phone with a TOTP
commpliant authenticator. We recommend Duo Authenticator.
When disabled, all users need to use only password to authenticate.

Smart lockout

Smart lockout is an added layer of security. After several wrong attempts, users
have more time to refry their password. Users can still access their account.

® Active

Password policy

All new passwords must match the selected requirements.

See the SSO integration guides for more information.

Manage Your Sites

You can add a site to your organization and manage Webex services from Control Hub.

1.877.459.4347
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webeXx Control Hub Partner Hub
@ Overview Meeting eio—ocs‘01aaeawebex.coD
(= Getting Started Guide . o -
w 4 Site Name Subscription ID User Management -
£ Alerts center Ovarview
eip-0001018664 webex com BPB-PREM-ddal7988__ Control Hub

MONITORING

Site Information
il Analytics Site Name
-~ Troubleshooting - _

Subscription 1D BPB-PREM-dda17935

=) Reports
2 Rep User Management Contral Hub
MANAG EMENT Site Link Status
0O, Users Audio Type
& Workspaces
) Devices Version Information
55 Apps Current Channel Latest Channel
a8 5
[ Account Current Version latast
# Organization Settings Expire Date
SERVICES

Licenses and Users
(4 Updates & Migrations Users Bulk Manage
(") Messaging

|E==

% Calling Site Usage Reports View Reports
£ Connected UC
&5 Hybrid

|
[y eo-0001018664

If you already have sites to change services for, or to view your sites, go
to Services > Meeting > Sites to view a list of your Webex sites.

Add and Manage a Webex Site in Control Hub

You can configure and manage Webex sites in Control Hub. You can add and delete
Webex sites and redistribute licenses from old Webex sites to new ones.
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webex Control Hub Partner Hub

() Ovenview Configure Webex Meetings Site
() Getting Started Guide

, w Cisco Webex Meetings Sites > Configure eip-0001018664 webex com Email All Hosts
£ Alerts center

MONITORING

o) Analytics Common Settings Webex Meetings

+ Troubleshaating These settings apply across centers.

Site Options Record |ngs
[2 Reports Site Options Default Options
Audio Settings Mavigation Customization Recording Management
MAMAGEMENT Branding Scheduling Templates
Collaboration Meeting Rooms (CMR)
O Users Company Addresses

&% Workspaces Deskiop App Upgrade

Desktop Application

& Devices Disclaimers

28 Apps Mobile

& Account Navigation Customization
Schedulsr

% Organization Settings Security
Site Information

SERVICES Tracking Codes

User Privileges
(Z Updates & Migrations

(7) Messaging

£ Meeting

% Calling

£2 Connected UC

& Hybrid

e Add a Webex site in Control Hub
e Delete a Webex site in Control Hub

e Rename a Webex site in Control Hub

e Redistribute Webex licenses in Control Hub

e Determine your Webex site version in Control Hub

o Webex site management in Control Hub

e View reports

e Set default version for new Webex sites

Additional Information Here

Add Workspaces to Your Organization

You can add workspaces to your organization if you have shared devices that are not
assigned to specific users. After adding a device, Control Hub will generate an activation
code that you must enter your device to link it to Control Hub.
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SIP Address far Cisco Webex Calling Cisco Webex 5P Address

MANAGEMENT

Users
= Select a subdomain that identifies your company. The subdomain will be used to create Webex SIP Addresses. SIP addresses can be changed

&8 Workspaces Iater directly in Cisco Webex Control Hub

£ Devices
55 Apps
[& Account

| & Organization Settings

Enter Subdomain

Check Availability Cancel

For Workspaces to be correctly configured, you must set the SIP Address for your
organization. This setting can be found in Management > Organization Settings and
scrolling to SIP Address for Cisco Webex Calling. See Webex SIP Addresses in Webex

Control Hub for more information.

Configure Webex Services

If Message, Meeting, or Webex Calling is provisioned for your organization, you can
configure the settings for each service. Go to Services and select Settings for the service
you want to configure.

2

Overview

®

Getting Started Guide

2

Alerts center
MONITORING

ol Analytics
- Troubleshooting

[2) Reports

MANAGEMENT
S Users

&b Workspaces
£ Devices

88 Apps

[&3 Account

4 Organization Settings

SERWICES.

() Updates & Migrations
[0 Messaging

] Meeting

% Calling

£3 Connected UC

eip-0001018664

Hybrid

id Calendar
E!Exchange

Use @webex or @meetina
meeting location to insert join
details, show upcoming
meetings in the Webex app,
and provide One Button to
Push (OBTP) to join.

View Prerequisites

Hybrid Message

Connect Webex to UCM IM
and Presence Service, so
Cisco Webex users and Cisco
Jabber users can direct
message each other.

Manage your encryption keys
and other security services
on-premises.

Hybrid Calendar
] Office 365

Use @webex or @meetina
meeting location to insert join
details, show upcoming
meetings in the Webex app,
and provide One Button to
Fush (OBTP) to join.

View Prerequisites

Video Mesh

Extends cloud media to use
premises-based resources for
calls and mestings.

View Prerequisites

Webex Monitoring ... &

The Webex Monitoring Service
collects diagnostics data from
YOur on-premises video
devices and sends the
information to your Cisco
Webex Control Hub account
for troubleshooting purposes.

Hybrid Calendar
Google

Use @webex or @meetina
meeting location to insert join
details, show upcoming
meetings in the Webex app,
and provide One Button to
Push [OBTP) to join.

View Prerequisites

Serviceability Service
Enables TAC to collect on-
demand diagnostic data. This
speeds up case resolution,
reduces impact on your
technical staff, and increases
YOUr On-premises
infrastructure uptime.

View Prerequisites

Hybrid Calling for We
Hybrid Calling provides Unified
CM on-premises calling
capabilities to Webex cloud-
registered devices.

View Prerequisites

/ideo Integration
Eﬁ Microsoft Teams

Join Microsoft Teams
meetings from Webex
devices. Enable Hybrid
Calendar Service to join
meetings with One Button To
Push (OBTP).

View Prerequisites

www evolveip.net
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You can also configure specific Webex Meetings sites by going to the Meeting section
and selecting Sites. Choose the site to configure and then click Configure Site.

Set Up Hybrid Services

You can set up and enable Hybrid Services for your Webex sites. These services provide
integration points between the cloud and your existing environment, while enhancing and
streamlining your users' experiences. Use the Hybrid Services deployment guides to plan
for, deploy, and troubleshoot each service for your organization.

Manage Devices in Organization

You can add devices to your organization, and assign them to either individual users or
shared workspaces. To make it easier to organize and search for devices later, you

can group devices with tags. After adding a device, Control Hub generates an activation
code that you must enter your device to link it to Control Hub.

If you have many devices within your organization, you can also search for devices.

Use Analytics and Reports to Track Site and Service Usage

You can also use the Analytics and Reports sections on Control Hub to see how your users
use your Webex site and services. Go to Monitoring, select Analytics or Reports, and
select the service or reports that you want to receive data for.

webex Control Hub Select Customer

[A) Overview Templates Reportlist  Scheduled jobs Erferate report

(&) Getting Started Guide
O Alerts cel
& Aers e Common Reports

MONITORING

Meetings in Progress
ol Analytics Audit Log
Meeting Usage
Recording Usage

|' Storage Usage

MAMAGEMENT

-« Troubleshooting

8 Users

44 Workspaces
) Devices

a2 Apps

[E Account

3 Organization Settings

Within Reports, you can use classic reports to receive data on Webex
Meetings, Webex Events, Webex Training, and Webex Support. You can also use metric
analytics to see how your users interact with Webex Meetings.

www evolveip . net 1.B77.459 4347
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Troubleshooting in Control Hub

If any issues come up with a Webex service, you can go to the Troubleshooting section to
quickly see which meetings and users are experiencing problems. The faster you're able
to troubleshoot Webex Meetings, the faster you can get back on track.

(A) Overview
(2 Getting Started Guide

£ Alerts center

MONITORING

o Analytics

I - Troubleshooting

;] Reports

MANAGEMENT

8 Users

at Workspaces
] Devices

BE Apps

& Account

43 Organization Settings

EERVICES

(¥ Updates & Migrations
(O Messaging

£ Meeting

R Calling

£3 Connected UC

webex control Hub

Select Customer

Troubleshooting

I Q) Meetings & Calls 3 Live Meetings (=) Status

£ Admin Activities B Logs I

All Sites ~

Total Live Msstings @ Total Live Participants ©

0 0

Live Meetings Map ©

Mastings with Good Network (@

5o @

4 Export as JSON

Participants with Good Network &

O ; o]
Network Performance © Audio Video
= =F
® =
E 2
= ]
o 0
@ PacketLoss @ Latency

IP by Network Performance ©

You can check the statuses of various Webex services by going
to Monitoring > Troubleshooting and selecting Status.

Webex Services Status

The Overview page provides a quick view if Webex Services are online. Select the Eclipse
(...)onthe upper right-hand corner for more details.

Webex Services ALL OMLINE e |
Webex Calling Meetings
Hybrid Control Hub Developer API
Services
Room Contact
Devices Center

The Eclipse will open the Webex Status page.

www evolveip.net
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Latest Webex Status Information

Welcome to the Service Status page for Webex. Issues affecting Webex services are tracked below.

(ContactSuppor‘c) ( Product Info )

> Webex Meetings @ > Webex App é&
Webex Control Hub @ > Webex Cloud Registered Device Q]
> Webex Calling (Spark Call) @ > Webex Hybrid Services @
Developer API @ > Webex Contact Center Q
> UCM Cloud g%@ > Webex for BroadWorks 6&

Example of Webex Meetings expanded.

~ Webex Meetings @
Access Webex URL Operational
Start/join mestings Operational
Video Platform Operational
Join audio via VolP or share video Operational
Join audio via Telephany Operational
Schedule meetings Operational
Share content Operational

The Incident History tab lists 90 days of service issues. Itis in calendar format for easy
lookup.

www evolveip . net 1.B77.459 4347




@ EVOLVE IP WebEx Admin Control Hub

WORK ANYWHERE Administration Guide v3.22

Link to Webex Incident History page.

90 Days Incident History

Filters: l All Webex Services ~ l

January 2022 February 2022 March 2022

T M T w M T

Incident Details
Feb 25, 2022

® Webex Control Hub: Unable to load the Webex Control Hub portal page
Feb 18, 2022

® Webex Control Hub: Administrators are able to see meetings of Orgs they do not manage in Webex Control Hub

Feb 11, 2022

The Maintenance tab shows planned system upgrades.

Link to Webex Scheduled Service Upgrades and Scheduled Maintenances.

www evolveip . net 1.B77.459 4347
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Macn2022 < > | B 2
All enfries are posted in UTC. Schedules are subject to change.
Upgrads . Informaticnal . Maintenancs . XML API . Product Updats . Slow Channel Custom Schedule E =
Sunday Monday Tuesdany Weadnesday Thursday Friday Saturday
&7 28 1 2 3 4 5
(225 F |
Cluster F Extended.__
+ 14 more + 4 mars + 2 mara
6 T 8 9 13 11 12
+ 2 mare + 17 more + 5 mars > 1, IE, U, IB
13 @ 15 16 17 18 12
a2s
(e aws -
20 21 22 23 24 25 26
27 28 29 30 31 1 2
+ 2 mars

Go here for help articles on how to subscribe to releases and announcements and how to
use the search filter.

Add Your Company Logo

You can upload your organization logo to enhance your users' experience with Webex
applications by going to Management > Organization Settings and scrolling to

the Branding section. Upload your own logo by choosing Use your own logo and clicking
the blank field. See Configure Branding for Your Webex Site for more advanced branding
configurations.

1.877.459.4347
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webex Control Hub

Select Customer

A Overview
@ Getting Started Guide

£y Alerts center
MONITORING

el Analytics

-+~ Troubleshooting

Organization Settings

Brand your employees' experience
with Cisco applications by uploading
custom logos and/or imagery.

Applications ©

I Basic customization I Advanced customization

Applications
Custom Branding

Reports Brand your employee's experience with Cisco applications by
uploading your company logo below.

MANAGEMENT For advanced customization for the Webex service, go to
Cisco Webex Meetings Sites, choose a site, then click

L Users

Configure Site > Common Settings > Branding.

&2 Workspaces Use default Cisco logos

=3 Devices o Use your own logo
A (see example)

88 Apps

[z Account

<K EVOLVE IP

II & Organization Settings

SERVICES

For best results, logo should be transparent, with no
padding around the outside of the image. Image file size
must be less than 1 MB.

(& Updates & Migrations

. Custom color in the Webex app
(7 Messaging i .
Changes the navigation bar's color in the Webex app

] Meeting Hex color

e About Branding Services

e Configure the Branding for Your Site Header

e Configure the Branding for Tab Navigation on Your Site

e Configure the Branding for Left Navigation on Your Site

*Ensure that the logo image meets the following size and format requirements.
e Theimage file for your logo must be in one of the following formats: .gif, .jpg, or .png.
e The maximum size of the image file is 900 pixels wide, by 42 pixels high.
e Image file size must be less than 1 MB.

e For bestresults, logo should be transparent, with no padding around the outside of the
image.

Assign organization account roles in Control Hub

You can set up users in your organization with different administrator roles. Users can
become full administrators, or a combination of support administrators, user and device
administrators, device administrators, read-only administrators, or compliance officers.
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You can also see a list of all or specific administrators in Control Hub, including device
administrators and compliance officers.

@ Adrian Delamico

e Active - docsatscso+adelamico@gmail.com

Profile General Meetings Calling Messaging Hybrid Services Devices
¢ Profile
Administrator roles Organizational Organization administrator
Eull admin O
Re minisirator @
Functional Support administrator (7)

User and device administrator (7)
Device administrator (7)

Compliance officer (i)

Advanced troubleshooting access (1)

Services Webex site administrator roles Edit

We recommend that you share administrative responsibilities within your organization.
Even in small organizations, you should have more than one person holding the full
administrator role, to ensure availability.

As a full administrator, you can assign various administrative roles to people in your
organization. This means you can streamline responsibilities and share accountability for
managing the organization.

For example, a compliance officer is privileged to access user-generated content as
necessary for legal / compliance purposes. This is likely to be a different person than a
support administrator, who can see meeting analytics and troubleshooting information.

This article describes how to manage administrative roles and lists the privileges
associated with each role.

Assign Roles to Users

1. Signin to https://admin.webex.com, go to Users, and choose a user.
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a. (Ifyou are a partner, you would first open the customer organization where you want to
assign roles, and then access that organization's Users page).

2. Inthe user's Profile tab, find Administrator roles.
a. There's a comma separated list of the user's administrative roles (or "None").
3. Click on the list to open the role assignment control.

Additional Information Here

Find Specific Administrators in Control Hub

If you want to see who has a particular role, or roles:

1. Signin to https://admin.webex.com, and open the Users page.

2. Use the Filter control to select which roles you'd like to find.

Users
&2 Groups & Licenses
Q_ Search by name or email = Support admin 1 users \l/
First / Last name + Email Status Admin roles
Administrators = .
® Adrian Delamico e Active Device admin, Support admin
B Administrators
Full admin
Device admin

Read-only admin

Support admin

This action updates the user list, to show only those users who have the selected roles.

Export the List of Administrators as a CSV File

You can export a full or filtered list of administrators in your organization as a CSV file to
bulk manage them. The following table shows you the data that the CSV file exports.

Column Name Description

First / Last name The names (First<space>Last) of the exported administrators.
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Column Name Description
User ID/Email The unique IDs (email addresses) of the exported users.
Admin Role Comma separated lists of administrative roles held by the

exported users.

1. Signin to https://admin.webex.com, and open the Users page.

2. Filterthe user list by the roles you want to see.
3. Clickthe Export button at the top right.
The CSV file automatically downloads once it's ready.

If you are exporting a filtered list, wait until the CSV file is downloaded before you change
the filter. Otherwise, you get the updated filtered list in the current CSV file download.

Add a Desk Phone or Analog Telephone Adapter to a User

You can add these devices for users in Cisco Webex Control Hub.

To add a room or desk device to a workspace, see Add Shared Devices to a Place for
more information.

To add a room or desk device to a user, see Assign a Personal Webex Room or Desk
Device to a User, but keep in mind that personal room and desk devices can only be used
for Webex Teams calls and meetings. They can't be used to make (or receive) calls to
people outside your organization using a phone number or use extension-based calling
from the device.

Before you begin

You must add users to your organization in Cisco Webex Control Hub before you can add
a device to them. See Add Users Manually in Cisco Webex Control Hub.

e Ifyou're adding an Analog Telephone Adapter (ATA) with more than one port, each port s
treated as a separate device in Cisco Webex Control Hub.

e If youwantto add a Cisco desk phone, your organization requires a Cisco Webex
subscription that includes calling.

e Ifyou're adding an ATA, you must configure all network settings before activating the
device.
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After you activate the device, you can't access or change these network settings. Here are
a few examples of available network settings: VLAN, IP address’, and subnet mask.

1. From the customer view in https://admin.webex.com, go to Devices, and then select New
Device.

2. Select Existing User, and then select Next.

3. Starttyping the username in the drop-down list, choose the right user you want to add a device
to, and then select Next.

4. Selectthe device you wantto add, enter the MAC address if necessary, and choose Next.
5. Use the 16-digit code to activate the device.

Additional Information Here

Add Shared Devices and Services to a Workspace

When people are at work, they get together in lots of workspaces like huddle rooms,
lobbies, and conference rooms. You can set up shared Webex devices in these
workspaces, add services, and then watch the collaboration happen. Whatever device you
choose to add to that workspace, the device is assigned to the workspace, not a user. The
key advantage is shared usage.

Add a phone to a new workspace

When people are at work, they get together in lots of places like lunchrooms, lobbies, and
conference rooms. You can set up shared Cisco Webex devices in these Workspaces, add
services, and then watch the collaboration happen.

The key principle of a Workspaces device is that it is not assigned to a specific user, but
rather a physical location, allowing for shared usage.

The devices listed support Webex Calling. While most of these devices can be registered
using a MAC address, only the following subset can be registered using an activation
code:

e Cisco IP Phone 6800 Series Multiplatform Phones (Audio phones—6821, 6841, 6851)

e Cisco IP Phone 7800 Series Multiplatform Phones (Audio phones—7811, 7821, 7841, 7861)
e Cisco IP Phone 8800 Series Multiplatform Phones (Audio phones—8811, 8841, 8851, 8861)
e Cisco IP Phone 8800 Series Multiplatform Phones (Video phones—8845, 8865)

(
(
(
(

' An Internet Protocol address (IP address) is a numerical label assigned to each device connected to a
computer network that uses the Internet Protocol for communication. An IP address serves two principal
functions: host or network interface identification and location addressing.
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e Cisco IP Conference Phone 7832 and 8832

1. From the customer view in https://admin.webex.com, go to Management > Workspaces, and
then click Add Workspace.

2. Enter a name for the workspace (such as the name of the physical room), select room type and
add capacity. Then click Next.

e A workspace name can't be longer than 30 characters and it can't have %, #, <, >, /,\,and "
characters.

3. Choose Cisco IP Phone and then click Next.

4. Selectthe device type from the drop-down list, choose whether you want to register the phone
with an activation code (if the option appears) or a MAC address, and then click Next. Keep in
mind that if you choose to register the device using an activation code, the code is emailed to
the designated administrator for the location.

e For Webex Calling, you can only add one shared phone to a Workspace.

e For Cisco IP Conference Phone 7832, some softkeys may not be available. If you need a full
set of softkeys, we recommend that you assign this phone to a user instead.

5. Assign a Location and Phone Number (determined by the location that you choose), and then
click Save. You also have the option of assigning an extension.

Create a Workspace and Add Services for a Webex Room Device
1. From the customer view in https://admin.webex.com, go to Management > Workspaces, and
then click Add Workspace.

2. Enter a name for the workspace (such as the name of the physical room). You can select room
type and add capacity, but these aren't required. Then click Next.

3. Choose Cisco Webex Rooms device, and then click Next.

¢ You can only have one type of device in a single space. For example, you can add multiple
Webex Room Devices or a Webex Board, but not a combination of the two. The exception
is Companion Mode, where you can have one Webex Board and one Room Series device in
a Workspace.

4. Choose a call service to assign to devices in the workspace and click Next.

e Call on Webex (1:1 call, non-PSTN) (default)-For Webex App and SIP address calling.
Cisco Webex Calling—Add PSTN service to the device in the Workspace through the Webex
Calling service—depending on your deployment, the PSTN service may come from a local
gateway on the premises, through the PSTN the Service Provider bundled, or through a
cloud connected PSTN (CCP) provider. Assign a phone number and extension to the
device, and then click Next.
For more information about the PSTN options, see PSTN Connectivity in the data sheet.

e Hybrid Calling—To use call service (PSTN access or internal extension access) through your
on-premises call control. Unified CM provides the phone number or extension for the
devices in the place.

If you chose Hybrid Calling, enter the Unified CM mail ID for the account that you created

www evolveip . net 1.B77.452. 43247



https://admin.webex.com/
https://admin.webex.com/

EVOLVE IP WebEx Admin Control Hub

WIORE ANYW)

Administration Guide v3.22

earlier. Then download the Device Connector to synchronize the Unified CM configurations
to the cloud. Then click Next.

For more information, see the Deployment Guide for Hybrid Calling for Cisco Webex
Devices.

5. Goto Workspace Scheduling. Choose a scheduling option for the workspace and click Save.

e None-Select if you use the Workspace as a basic shared workspace. This is the default
setting.

e Calendar-Select if you want to receive meeting notifications from the room calendar.
e Hot desking—Select if want your users to sign in and book the device.

It's recommended that you do the following configuration changes for Hot desking. Turn
off Standby to show the booking status as half-awake. Set Ultrasound to 0 if you are
deploying the device to an open workspace.

6. Click Next, and then activate the device with the code provided.
Create a Workspace and Add Services for a Webex Share

Before you can use your Webex Share, you associate the device to a physical location.

1. From the customer view in https://admin.webex.com, go to Management > Workspaces, and
click Add Workspace.

2. Enter a name for the workspace (such as the name of the physical room), select room type and
add capacity. Then click Next.

3. Choose Cisco Webex Rooms device and click Next.

a. You can only have one type of device in a single space. For example, you can add up to
10 desk phones to a lobby or a single Webex Room Device, but not a combination of
the two.

4. Choose Call on Webex (1:1 call, non-PSTN) (default). Although a call service doesn't apply to
Webex Share, select the default to move to the next step.

5. Optional) Toggle on the calendar service so that people can use One Button to Push (OBTP) on
this device, and then click Next.

6. If youtoggled on the calendar service, enter or paste the email address of the calendar mailbox
for the room device. This is the email address that is used to schedule meetings.

a. For devices that will be scheduled in Google Calendar, enter the Google resource email
address from G Suites (Calendar > Resources).

b. For devices that will be scheduled in Microsoft Exchange or Office 365, enter the email
address of the room mailbox.

7. Click Next and generate your Activation code.

If you use certificates, then deploy the certificate to your Webex Share before activating it.

Additional Information Here
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Learn More

Set up call settings:

e Calling in Webex (Unified CM)-This service is a client-based integration between your
Unified CM environment and the cloud. See the deployment guide.

e Webex Calling—This service provides cloud-based calling. See the configuration guide for
more information.

Set up call features:

e See this article for supported calling feature for all Webex-based call services.
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