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WebEXx



http://www.dcnet.webex.com/

WebEXx

webex

* WebEx has many different
features, but we will only be
covering two sections for A Home
simplicity: (] Meetings

(©) Recordings

* Meetings : This sections 1s used i Preferences
to create and see all meetings or [HREEE
events created by your account. @ Support

< Downloads

* Recordings : This section 1s () Feedback
used to find all meetings or
events that have been recorded.

Q Join a meeting or search for a meeting, recording, or transcript

Board of Ethics and Government
BA Accountability's Personal Room

0
https://dcnet.webex.com/meet/bega.boardroom

) More ways to join

Start a meeting v Schedule a meeting v



WebEx Meetings

Within the “Meetings” section, you will see the following 1mage below.

If you are tasked with creating the meetings for your company, you can do so by using
the button “Schedule a meeting”, which you can see circled below.

When clicking the button, you will have the option of creating either a meeting or an
event. *There 1s only one major difference between the two.*

English Board ~

,.L oin a meeting or search for a meeting, recording, or transcri
M W b M . Schedule a meeting
vy Webex Meetings

Upcoming Completed
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WebEx Recordings




WebEx Recordings

* This 1s an example of what a recording would look like in the Recordings section. The
button for downloading it, as I mentioned in the previous slide, is to the right of
“Format™. I have circled 1t for better clarity.

My Recorded Meetings

All v Add

Name Security Date Created ~ Duration Size Format

OozR[202) 2:23:09 521.2 MB MP4 g @
01:57 PM e : ke




Photos

* Photos is an application that comes standard with any Windows OS
version 8 and higher.

» Photos is mainly used to save any photos or videos you find/take and
store them in one spot for easy access.

« We will only be covering the video creation portion of Photos in this
presentation. *This step is only necessary if the video needs editing.*

* When opening the Photos application, you will see a button with three
black dots. This button is used to take you to the video creation portion
of Photos and is generally found in the top right corner of the
application.



Photos

* The button I mentioned in the previous slide is circled below. When clicking the button,

it will drop a box with more options. We are only using the first option, which 1s “New
Video.”

Photos &) OneDrive = O 3
Collection  Albums  More v Search people, places, or things... pe ‘= Select [ Import A ‘

[ Newvideo New video project

a Start a blank project
Refresh e
Automatic video
B A "/ Slideshow =¥ View and edit a video made for you

L
241 Send feedback Import backup
£

Import a video project backup file

Recent June 3, 2021 Board Meeting Sign in

IZ:_'_-_:II Mew in your collection n—ﬂ View and share your video UJ,_

Settings

‘I Hide



Photos

* Once you click on “New Video
Project,” Photos will open a new
section for you and ask for a
video name. oy

* You can change i1t now or skip
and add the name later with the
pencil icon 1n the top left corner.

Name your video

:00.00




Photos

Video Editor MNew video

* In order to add content, you will need to
press the “+Add” sign. Find the location in
which you stored your meeting recording
and add it to the project.

Project library

* * [t’s important to note that any content you
wish to use in the video must be added here.
E.g., you can add other pictures, more text,
etc.




Photos

Project library

-+ Add “'
‘:Lm ) * *ﬂ Boac;d of Ethics and
* Once you have all the content you will be using in the o — -

Meeting

video, you must drag the content into the spaces
provided below.

* The order in which you add it below, 1s the order that it
will appear in the video.




Photos

* Once you have finished editing the video,
you will need to click “Finish Video” button
near the top right of the application.

Board of Ethics and
Government
Accountability

* Doing so will open a small window asking Finish your video
about video quality. The higher the quality, Video qualit
High 1080p (recommended)
the better.

* At this point, you must hit export. Exporting Cancel
it will create a new video, so be sure you |
save 1t with a different name.




YouTube

access “YouTube Studios,”
r video.



YouTube

CUSTOMIZE CHANNEL MA




YouTube

Upload videos B x

L)

Drag and drop video files to upload

Your videos will be private until you publish them.

By submitting your videos to YouTube, you acknowledge that you agree to YouTube's Terms of Service and Community Guidelines.

Please be sure not to violate others’ copyright or privacy rights. Learn more




YouTube

Name Here

Details Video elements

O o

Saved as private n X

Checks Visibility

IS

Title (required) @
Name Here

Description @

Tell viewers about your video

Thumbnail

Select or upload a picture that shows what's in your video. A good thumbnail stands out and
draws viewers' attention. Learn more

o THEE ==
-t

2 [ @ Processing HD version

BOARD OF ETHICS AND
GOVERNMENT
ACCOUNTABILITY

> 0

Video link I—
https://youtu.be/114ggSGmrl0 O

Filename

BEGA September 3, 2020 Board Meetin...

NEXT




YouTube

LA A

Name Here Saved as private n x

Details Video elements Checks Visibility

visibility

Choose when to publish and who can see your video

(® Save or publish

Make your video public, unlisted, or private

O Private BOARD OF ETHICS AND
. GOVERNMENT
Only you and people you choose can watch your video ACEOUNTAREX ¥

> ©

Name Here

Video link I—
https://youtu.be/1t4ggSGmrl0 O

Select a date to make your video public

+ 0B o Checks complete. No issues found.



Open-dc.gov -

1 will want to take the video link and

e website, you should do so first.

ave an account with the website and be the point of



Open-dc.gov

* Once you have an account. You
will want to sign-in. To do so, == OPENDC
open your internet browser and HOME  OFFICE OF OPENGOVERNMENT = OPENMEETINGSACT = BOARDS & COMMISSIONS+ FORMSANDSERVICES ~ FREEDOM OF INFORMATION ACT
enter the following Site: DOCUMENTS =~ NEWS  UPCOMING MEETINGS  BOARD OF ETHICS AND GOVERNMENT ACCOUNTABILITY (BEGA) ~ DIREGTOR OF OPEN GOVERNMENT

NOTICE OF FINAL RULEMAKING BEGA.DC.GOV DOCUMENTS

* www.open-dc.gov/user

Home / User account

User account

o From here enter your uS emame Login Request new password

and password, then hit log in %

yoeniD

Forgot password?




Open-dc.gov

* For the sake of time, | will not be explaining how to create meetings in this
presentation. If you would like a step-by-step guide for this this process, please
email me and | will gladly send you a document explaining it.

* |[deally, this meeting will have been created before uploading the video to the site so
members of the public will be able to access and view the meeting live.

* The link to the video should be displayed within the meeting on the site only after
the meeting has ended. This way if anyone missed it, they could view it from the link
you will be adding from YouTube.



Open-dc.gov

Board of Ethics and Government Accountability (BEGA)

* When clicking on your agency from the
list of boards and organizations, you will
be taken to a page like what 1s displayed |-
in the picture. o i

Point of contact: Niquelle Allen Telephone: 2025570087 Email: niquelle allen@dc gov

Edit options RV Edit Manage display Track

Clone content

Members:

* Any meetings you have created prior will [as
be on this calendar. October 2021

e In order to add the YouTube video link,
you will want to click on the meeting it is | " —
for. An example of one is circled in the
image.




Open-dc.gov

» After clicking on the meeting, you will be brought to the post and should
see this navigation bar above.

* From here, you will need to edit the post in order to add the YouTube link.

e (Click on the “Edit” tab from this Home | BEGA's October Board Meeting

bar and you will be taken to a page , .
showing you all the info for the BEGA's October Board Meetlng

meeting post.

Falituptions— gy @ Managedisplay ~ Webform  Resuifs  Track

Clone content




Open-dc.gov

» All information for the post is added

Description
£ 4 13 2 z b3 .
within the “Description” Box. o B AEE S22 25 EHE —
Biusixen)zz=: sk m =
* This also means you will have to post T . . e _
the hnk for your YOI}TU.bG Vldeo here 11 The Board's monthly meeting will be held electronically at 12:-88pm. The Board may exercise its discretion and reschedule a regular meeting o
the fOI‘In Of d hyperhnk. the public. The Board's monthly meetings will he-reTd remotely until further nofice.

Members of the public arg weftdme to observe the meeting and ma it written comments for the Board's consideration to bega@dc.gov. (

L4 In Order tO add the hypel'hnk, y0u Wlll This meeting has already occured. You may view the recor
want to write a sentence link the one 1n DRAFTAGENDA
the picture, highlight it, then click on the
hyperlink button’ which I have Il. Ascertainment of Quorum
highlighted in the picture.

body p strong a

|. Call to Order

Switch to plain text editor



Open-dc.gov

» After clicking the hyperlink button, you will

see this box. Make sure that the link type is
set to URL.

Link Info | Target | Advanced

* On the third line listed as URL, you will

want to add the video link from YouTube
here.

W

URL
o | youtu be/or2EIEKHCsA|

* Once you have added the video link, click
on the OK button. The hyperlink will save

and will take you back to the post
information.

Cancel




Open-dc.gov

« With the hyperlink added to the post
information, you will want to save the itz emre
changes made. “

Menu settings

i (] Provide a menu link
Not in menu J :

URL path settings

» To do so, scroll all the way down and hit the Als: meeting)september-board-
Save button in the bottom left corner. fevicion imformation

No revision

Comment settings
Closed

 Now when anyone clicks on the hyperlink, it

Authoring information

will take them directly to the video you have P keneRis 2ozt 0
just uploaded to YouTube. Publishing options




Thank You!
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