
• A •
Access Anywhere feature

access options, 69
account information, 69
application options, 69
authentication options, 70
downloading, 69
ending access sessions, 74
file transfer options, 73
icons, setting up, 71
phone number access, 70
reports, 224
view options, 73
zoom settings, 73

account information
Access Anywhere feature, 69
sales meetings, 151

accounts, users
adding, 237–239
discussed, 236
host only accounts, 237
privilege assignments, 239–241
site administration accounts, 237
view only accounts, 237

Active-X, GlobalWatch reports, 228
Actual Attendee reports, 224
addresses

contact additions, 245
invitations, 57

administration activities
contact management, 243–247
environment options, 232–233
logging in/out, 233–234
organizational information, viewing,

234–236
overview, 231
security activities, 247–249
template management, 241–243
user accounts, 236–240

Adobe Reader, downloading, 42

agendas
sales meetings, 157
scheduling meetings, 59–60
training services, 205–206

AICC (Aviation Industry CBT 
Committee), 255

Air Liquide technology, successful
business strategies, 276

All Services reports, 224
alphabetical listings, searching by, 43
animation, presentation guidelines, 86
annotation color tools, whiteboards, 116
APIs (application program interfaces), 21
applications

Access Anywhere feature, 69
accessing, 8
shared, hosting meetings, 105–108
shared, support for, 176–178

archived file reports, 230, 234
assistance

Assistance menu, Meeting Center
feature, 25

assisting capacities, support, 172–173
Attend a Meeting menu, Meeting Center

feature, 25
Attend Training feature, 44
attendance

chat options, 138
dial-in connections, 136
feedback, offering, 143
international customers, 14
joining meetings, 135–137
maximum head count, 13
meeting invitations, 56–58
One-Click Meetings, 29
preparation for, 131–133
registrations, 130–131
reports, 229
response rates, marketing events, 76–77
sorry-you-couldn’t-make-it messages, 82
thank-you-for-attending messages, 82
training services for, 99
whiteboard use, 138–141
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Attendee Details reports, 224
audio

integrated audio services, 13
technical glitches, avoiding, 92

authentication options, Access Anywhere
feature, 70

automatic logins, Meeting Center feature, 36
Aviation Industry CBT Committee 

(AICC), 255

• B •
background colors, whiteboards, 117
banners, as promotional tool, 84
blank screens, remote computers, 73
browser types, GlobalWatch reports, 228
budgets. See costs
bullet points, presentation guidelines, 86
business strategies, success techniques

Air Liquide technology, 276
collaboration techniques, 266
competition techniques, 266–267
demonstrations, 269
DSM security features, 273
Emory University options, 274
Epicor software, 273
Fidelity Information Services 

technology, 275
global reach, 266
hardware options, 267
IFMC (Iowa Foundation for Medical 

Care), 272
Mindspeed networking solutions, 275
premium packages, 268
presentation guidelines, 269
productivity, 267
seminar techniques, 269
shared capabilities, 265–266
small business packages, 268
SMARTtech Web-based technology,

274–275
software options, 267
StratX global marketing and strategy

development, 272
supportive options, 269
training, 267, 269

• C •
calendars

adding meetings to, 134–135
iCalendar-based programs, WebEx

integration, 28
call-back options, 13
call-in options, 13
campaigns, end of event techniques, 86
case studies, presentation guidelines, 87
categorized presentations, 164–165
chats

attendance, 138
managing, chat panels, 113
saving, 121–122
scheduling meetings, 61
support for, 181

check boxes, registration forms, 198
Clear tool, training services, 213
clients, defined, 26
closed captioning options, scheduling

meetings, 61
collaboration, successful business

techniques, 266
color tools, whiteboards, 116
comma-separated-values (CSV) files, 243
competition, successful business

techniques, 266–267
compression schemes, recording 

features, 125
computer problems, support for, 178–179
computers, remote

Access Anywhere feature, 68–71
blank screens, 73
connections, 72–73
disconnecting, 74
discussed, 68
keyboard and mouse, disabling, 73
minimum system requirements, 68
screen resolution, reducing, 74

connections
interrupted, frequently asked 

questions, 263
minimum system requirements, 68
OSI (Open System Interconnection), 20
remote computers, 72–73
security, 23
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Contact Us training option, 44
contacts

adding, 245
deleting, 247
editing, 245–246
exporting, 246–247
importing, 243–245

Contents tab, Help link, 43
copying and pasting, on whiteboards, 117
costs

Express subscription packages, 31
lower-cost options, 33
marketing events, 78–79
Meeting Center Pro subscription

packages, 31
Pay-Per-Use service, 30
reports, 230
shared capabilities, successful business

techniques, 266
course materials, training services

creating, 188–189
sharing, 214
uploading, 205–206

CRM (Customer Resource 
Management), 257

CSR (Customer Service Representative)
Activity Log Query reports, 224, 226

CSV (comma-separated-values) files, 243
customization

customized subscription packages, 33
language options, 38
locale settings, 38
My WebEx command center, 38
time zones, 38

• D •
date options

marketing events, 76
sales meetings, 155
scheduling meetings, 53

dedicated support, 257
delay times, GlobalWatch reports, 229
deleting contacts, 247
demonstrations

demonstration link, WebEx, 16
successful business techniques, 269

desktop
shared control, 261
shared information, hosting meetings, 111
support for, 174–175
WebEx integration, 28

dial-in connections, attendance, 136
digital subscriber line (DSL), 68
direct mailings, as promotional tool, 83
documentation

sharing, frequently asked questions,
259–260

sharing, hosting meetings, 103–105
support options, 42

downloading
Access Anywhere feature, 69
Adobe Reader, 42
Meeting Manager client, 40–41, 132
Training Manager feature, 186

drop-down lists, registration forms, 199
DSL (digital subscriber line), 68
DSM security features, 273
duration, scheduling meetings, 54
dynamic writing techniques, marketing

events, 90

• E •
E-commerce feature, training services,

208–209
editing contacts, 245–246
e-mail reminders

marketing events, 80–83
as promotional tool, 83
scheduling meetings, 54
training services, 203

Emory University options, successful
business strategies, 274

Emoticon drop-down lists, training
services, 212

ending
event techniques, 86
of meetings, managing meetings, 126–127
support sessions, 184

enrollment
marketing events, 79–80
reports, 224, 229
seminars, 45–46
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entry and exit tones, scheduling
meetings, 61

Epicor software, successful business
strategies, 273

eraser tools, whiteboards, 116
ERP (Enterprise Resource Planning), 257
Event Center feature

frequently asked questions, 277–281
overview, 9

Event Manager client, 27
events, report types. See also marketing

events, 224
Expel feature, unruly participation, 118–119
experts, sales meetings, 149
exporting contacts, 246–247
Express subscription package

additional minutes and seating, 32
costs, 31
Meeting Center Pro package versus, 31–32

Extensible Markup Language (XML), 255

• F •
FAQs (frequently asked questions)

connection interruptions, 263
desktop, shared control, 261
document sharing, 259–260
Event Center feature, 277–281
invitations, 262–263
joining meetings, 260–261
meeting start times, 263
presentation sharing, 259–260
recording features, file distribution,

261–262
Sales Center feature, 284–288
security information, 260
support, 293–297
teleconferences, 263

fee-based training, 209
feedback

feedback forms, scheduling meetings, 61
offering, 143

Fidelity Information Services technology,
successful business strategies, 275

file transfers
Access Anywhere feature, 73
scheduling meetings, 61
support for, 179–181
wrap-up techniques, 119–120

follow-up calls, end of event techniques, 86
font selection

presentation guidelines, 86
whiteboard use, 117

form designs, marketing events, 89–90
free trial links, WebEx, 16–18
frequently asked questions. See FAQs

• G •
global reach, successful business

techniques, 266
GlobalWatch reports, 228–231
Go Faster button, training services, 212
Go Slower button, training services, 212
grades, test creation, 192
Guide to Successful WebEx Meeting

support, 17

• H •
hands-on labs, training services, 196–197,

214–215
hardware options, successful business

techniques, 267
headsets, technical glitches, avoiding, 92
Help link, support options, 43
highlighter tools, whiteboards, 116
home page placement, as promotional

tool, 84
Host a Meeting menu, Meeting Center

feature, 25
host only accounts, 237
host reports, 223
hosting meetings. See also meetings;

scheduling meetings
application sharing, 105–108
attendance links, 100
desktop sharing, 111
documentation sharing, 103–105
E-commerce feature, 208–209
instant meetings, 98–100
personal meeting rooms, 101–102
presentation sharing, 103–105
registration approvals, 130–131
sales meetings, 148
Web content, sharing, 108–111
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hosting training services. See also training
services

agendas, 205–206
Clear tool, 213
discussed, 195
Emoticon drop-down list, 212
fee-based training, 209
Go Faster/Go Slower buttons, 212
hands-on labs, 196–197, 214–215
instant sessions, 209–211
interruptions, avoiding, 203
invitations, 200–201
pointer tools, 213
Raise Hand tool, 212
recording sessions, 217
registration forms, customizing, 197–200
reminders, 203
scheduling, 196
session option selection, 201–203
starting, 206–208
teleconferences, 196
whiteboard use, 212
yes and no buttons, 212

• I •
iCalendar-based programs, WebEx

integration, 28
IFMC (Iowa Foundation for Medical 

Care), 272
importing contacts, 243–245
impromptu meetings, 13
Index tab, Help link, 43
instant meetings, 10, 98–100
instant training sessions, 209–211
Integrated Services Digital Network (ISDN),

20, 68
integration rules, 257
international call-in numbers,

teleconferencing, 55
international customer attendance, 14
Internet connections, scheduling meetings,

54–55
Internet Protocol (IP), 137, 255
interruptions, avoiding in training 

services, 203
invitations

frequency asked questions, 262–263
meeting attendance, 56–58

sales meetings, 156
training services, 200–201

Iowa Foundation for Medical Care (IFMC),
272

IP (Internet Protocol), 137, 255
ISDN (Integrated Services Digital Network),

20, 68

• J •
Java, GlobalWatch reports, 228
joining meetings

frequently asked questions, 260–261
overview, 135–137

joining support sessions, 171

• K •
keyboards, remote computers, 73

• L •
language options, customizing, 38
LDAP (Lightweight Directory Access

Protocol), 255
length of meetings, scheduling meetings, 54
line and rectangle tools, whiteboards, 116
Live Demo link, WebEx, 16
Live Instructor Training tab, University

page, 46
Live Training Usage Summary reports, 226
locale settings, customizing, 38
logins

Log On as Different User button,
computer support, 178

logging in/out, administration activities,
233–234

Meeting Center feature, 35–36

• M •
Macintosh environments

environment meetings, 11
MediaTone network options, 20–21

managing meetings
chat features, 112
chats, saving, 121–122
discussed, 111
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managing meetings (continued)
end of meeting techniques, 126–127
note taking, 115
notes, saving, 121
polls, 113–114
star players, passing the ball, 117
unruly participation, Expel feature,

118–119
viewer burnout, 118
whiteboard use, 115–117
wrap-up techniques, 119–122

market-based strategies, 272
marketing events. See also presentations;

sales meetings
attendance, response rates, 76–77
budgeting for, 78–79
date and timing considerations, 76
discussed, 75
dynamic writing techniques, 90
end of event techniques, 86
enrollment options, 79–80
form designs, 89–90
one-to-one consultations, 87
polling, 88
practicing for, 91–92
promotional items, 79, 83–84
registration process, 79–80
reminders, 80–83
sales strategies, 77–78
special offers, 83
technical glitches, avoiding, 92–93
tell a friend links, 84
trial runs, 91–92

MediaTone platform
discussed, 11, 19
features, 21
network standards, 20–22
security features, 23
UCF (Universal Communications

Format), 22
Meeting Assist feature, 16
Meeting Center feature

Assistance menu, 25
Attend a Meeting menu, 25
Host a Meeting menu, 25, 52
logging in, 35–36
overview, 8, 24
Set Up menu, 25

Meeting Center Pro subscription package
additional minutes and seating, 32
costs, 31
Express package versus, 31–32

Meeting Manager client
downloading, 40–41, 132
features, 27–28

meetings. See also hosting meetings;
managing meetings; sales meetings;
scheduling meetings

adding to calendar, 134–135
impromptu, 13
instant, 10, 98–100
joining, 135–137, 260–261
Macintosh environments, 11
One-Click, 10, 29, 98

memory, minimum system requirements, 68
Microsoft Office, WebEx integration, 28
Microsoft Outlook, WebEx integration, 28
Mindspeed networking solutions,

successful business strategies, 275
minimum system requirements

remote computers, 68
WebEx, 13

mirror options, scheduling meetings, 62
monitoring sales meetings, 159–160
mouse, remote computers, 73
My Profile menu settings, 38–40
My Reports menu, 230
My WebEx command center

customization options, 36
discussed, 11
overview, 26
preferences, editing, 37–38

• N •
network standards, MediaTone platform,

20–22
newsletters, as promotional tool, 83
no and yes buttons, training services, 212
notes

note taking, managing meetings, 115
saving, 121
scheduling meetings, 61
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• O •
Office (Microsoft), WebEx integration, 28
One-Click Meetings

instant meetings, 98
overview, 10
settings, customizing, 29

one-to-one consultations, marketing
events, 87

operating systems, GlobalWatch
reports, 228

opportunities, sales meetings, 151
organizational information, viewing,

administration activities, 234–236
OSI (Open Systems Interconnection), 20
Outlook (Microsoft), WebEx integration, 28

• P •
passwords

Meeting Center feature, 35
One-Click Meetings, 29
scheduling meetings, 53
security options, 247–248

Pay-Per-Use service
costs, 30
discussed, 10
training sessions, 209

PCs, MediaTone network options, 21–22
personal meeting rooms, 38–40, 101–102
personal profile information, editing, 38–40
phone calls

follow-up calls, end of event
techniques, 86

solicitation, as promotional tool, 84
phone connections, scheduling meetings,

54–55
phone number access, Access Anywhere

feature, 70
playback

presentations, 165
recording features, 126

pointer tools
training services, 213
whiteboards, 116

polls
marketing events, 88
meeting management, 113–114

participating in, 139–140
running, 113–114

portals
account information, 151
setting up, 149–153

practicing, for marketing events, 91–92
preferences

My WebEx command center, 37–38
site preferences, security options, 248–249

premium packages, successful business
techniques, 268

presentations. See also marketing events;
sales meetings

categorized, 164–165
guidelines, 86–87
overview, 14
playing back, 165
Presentation STUDIO add-on, 163–165
sales meetings, 163–165
shared, 103–105, 259–260
successful business techniques, 269

presenters, sales meetings, 148
private meetings, security options, 247–248
privilege assignment

scheduling meetings, 62
user accounts, 239–241

processor speed, minimum system
requirements, 68

productivity, successful business
techniques, 267

profile information, editing, 38–40
promotional items, marketing events,

79, 83–84
prospects, sales meetings, 149
PSTN (Public Switched Telephone

Network), 20
public relations, as promotional tool, 84
publishing transcripts, 123–124

• Q •
questions, test creation, 192–194
Quick Start Guide support, 17

• R •
radio buttons, registration forms, 198
Raise Hand tool, training services, 212
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Reboot Computer button, computer
support, 179

recording features
compression schemes, 125
file distribution, 261–262
how to record, 124–125
playback, 126
sales meetings, 152
scheduling meetings, 61
support sessions, 182–183
technical glitches, avoiding, 92
training sessions, 217

rectangle and line tools, whiteboards, 116
recurrence intervals, scheduling 

meetings, 54
registration

forms, 198–199
free trial links, 16–18
host approvals, 130–131
marketing events, 79–80
scheduling meetings, 58–59

reminders
marketing events, 80–83
as promotional tool, 83
scheduling meetings, 54
training services, 203

remote computers
Access Anywhere feature, 68–71
blank screens, 73
connections, 72–73
disconnecting, 74
discussed, 68
keyboard and mouse, disabling, 73
minimum system requirements, 68
screen resolution, reducing, 74

reports
Access Anywhere feature, 224
Actual Attendee, 224
All Services, 224
archived files, 224, 230
attendance, 229
Attendee Details, 224
cost, 230
CSR (Customer Service Representative)

Activity Log Query, 224, 226
enrollment, 224, 229
event types, 224
GlobalWatch, 228–231
host, 223

Live Training Usage Summary, 226
My Reports menu, 230
ROI (return on investment), 229
running, 224–225
sales meetings, 161–162, 224
summaries, 226
types of, 222–223
underutilized communication, 229
Usage, 224

required information fields
sales meetings, 155
scheduling meetings, 52–53

response rates, attendance, marketing
events, 76–77

reviewing scheduling options, 63–64
rich media file sharing, scheduling

meetings, 61
right-click menu, WebEx integration, 29
ROI (return on investment) reports, 229
running reports, 224–225

• S •
Sales Center feature

frequently asked questions, 284–288
overview, 9

Sales Manager client, 27
sales meetings. See also marketing events;

presentations
agenda fields, 157
date and time, setting up, 155
discussed, 147
experts, 149
hosting, 148
invitations to, 156
monitoring, 159–160
opportunities, adding, 151
portals, setting up, 149–153
presentations in, 163–165
presenters, 148
prospects, 149
recording, 152
reports, 161–162, 224
required information fields, 155
scheduling, 154–158
starting, 157–159
team members, 149, 152
teleconference settings, 156
welcome messages, 151
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sales strategies, marketing events, 77–78
saving

chats, 121–122
notes, 121
Save All command, 122

scheduling meetings. See also hosting
meetings; meetings

agenda fields, 59–60
attendance invitations, 56–58
chat options, 61
closed captioning options, 61
date options, 53
discussed, 51
e-mail reminders, 54
entry and exit tones, 61
feedback forms, 61
file transfer options, 61
Internet Phone connections, 54–55
length of meeting, 54
mirror options, 62
notes options, 61
password fields, 53
privileges, assigning, 62
recording features, 61
recurrence intervals, 54
registration options, 58–59
required information fields, 52–53
reviewing scheduling options, 63–64
rich media file sharing, 61
sales meetings, 154–158
shortcuts, 52
starting meetings, 65
teleconference settings, 55
time options, 53
topic information, 53
training sessions, 196
video options, 61

scoring, test creation, 192
SCORM (Sharable Content Object

Reference Model), 255
screen resolution, reducing, remote

computers, 74
Search tab, Help link, 43
Secure Sockets Layer (SSL), 23, 255
security

authentication options, Access Anywhere
feature, 70

discussed, 254
frequently asked questions, 260

MediaTone platform, 23
passwords, 247–248
private meetings, 247–248
site preferences, 248–249
SSL (Secure Sockets Layer), 23, 255
successful business strategies, 273

self-paced training
Self-Paced Training tab, University

page, 46
successful business techniques, 269

seminars
successful business techniques, 269
as training tool, 45–46
Webinars (Web seminars), 87

Service Level Agreement (SLA), 257
Service Offerings feature, training

options, 45
Session Initiation Protocol (SIP), 255
sessions, support

ending, 184
joining, 171
recording, 182–183
starting, 168–169

sessions, training services, 201–203
Set Up menu, Meeting Center feature, 25
Sharable Content Object Reference Model

(SCORM), 255
sharing

applications, 105–108, 176–177
desktop information, 111, 261
documentation, frequently asked

questions, 259–260
documentation, hosting meetings,

103–105
presentations, 103–105
successful business techniques, 265–266
Web content, 108–111

shortcuts, scheduling meetings, 52
silent monitoring, sales meetings, 159–160
SIP (Session Initiation Protocol), 255
site administration accounts, 237
Site Administration feature

contact management, 243–247
environment options, 232–233
logging in/out, 233–234
organizational information, viewing,

234–236
overview, 231
security activities, 247–249
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Site Administration feature (continued)
template management, 241–243
user accounts, 236–240

SLA (Service Level Agreement), 257
slides, presentation guidelines, 87
small business packages, successful

business techniques, 268
SMARTtech Web-based technology

discussed, 168
successful business strategies, 274–275

software options, successful business
techniques, 267

Solution Specialists link, support
options, 18

sorry-you-couldn’t make-it messages, 82
special offers, marketing events, 83
SSL (Secure Sockets Layer), 23, 255
starting meetings

discussed, 65
frequently asked questions, 263
sales meetings, 157–159
support sessions, 168–169
training services, 206–208

StratX global marketing and strategy
development, 272

Strict Password Criteria option, security
options, 248

subscription packages, 31–33
successful business strategies

Air Liquide, 276
collaboration techniques, 266
competition techniques, 266–267
demonstrations, 269
DSM security features, 273
Emory University options, 274
Epicor software, 273
Fidelity Information Services, 275
global reach, 266
hardware options, 267
IFMC (Iowa Foundation for Medical 

Care), 272
Mindspeed networking solutions, 275
premium packages, 268
presentation guidelines, 269
productivity, 267
seminar techniques, 269
shared capabilities, 265–266
small business packages, 268

SMARTtech Web-based technology,
274–275

software options, 267
StratX global marketing and strategy

development, 272
supportive options, 269
training, 267, 269

summary reports, 226
support

application sharing, 176–178
assisting capacities, 172–173
chatting, 181
computer problems, 178–179
dedicated, 257
desktop control, 174–175
documentation, 42
file transfers, 179–181
frequently asked questions, 293–297
Guide to Successful WebEx Meetings, 17
Help link, 43
Meeting Assist feature, 16
Quick Start Guide, 17
seminars, 45–46
sessions, ending, 184
sessions, joining, 171
sessions, recording, 182–183
sessions, starting, 168–169
Solution Specialists link, 18
successful business techniques, 269
Support Center feature, 9, 167–169
Support link, 41
supporting protocols, 255
technical, 42, 47, 168–169
technicians, 171
training services, 44–47
University page, 46–47
User Guide, 17
video, 181–182

System Information tool, computer
support, 178

system requirements
remote computers, 68
WebEx, 13

• T •
team members, sales meetings, 149, 152
technical glitches, avoiding, 92–93
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technical support
overview, 42, 168–169
support technicians, 171
Technical Support/IT Program, University

page, 47
teleconferencing

frequently asked questions, 263
international call-in numbers, 55
sales meetings, 156
scheduling meetings, 55
toll-free global, 13
training services, 196
user account privileges, 239

template management, administration
activities, 241–243

test creation, training services, 190–194
text boxes, registration forms, 198
text tools, whiteboards, 116
thank-you-for-attending messages, 82
time options

marketing events, 76
presentation guidelines, 87
sales meetings, 155
scheduling meetings, 53

time zones, customizing, 38
timestamps, GlobalWatch reports, 228
toll-free global teleconferencing, 13
T.120 standard, MediaTone platform, 20
topic information, scheduling meetings, 53
Training Center feature, 9
Training Manager client, 27
training services. See also hosting training

services
agendas, 205–206
Attend Training feature, 44
attendees, 99
Clear tool, 213
Contact Us feature, 44
course materials, creating, 188–189
course materials, sharing, 214
course materials, uploading, 205–206
E-commerce feature, 208–209
Emoticon drop-down list, 212
fee-based, 209
Go Faster/Go Slower buttons, 212
hands-on labs, 196–197, 214–215
instant sessions, 209–211

interruptions, avoiding, 203
Live Training Usage Summary 

reports, 226
pay-per-use training, 209
pointer tools, 213
Raise Hand tool, 212
recorded sessions, 217
registration forms, customizing, 197–200
reminders, 203
self-paced, 46, 269
seminars, 45–46
Service Offerings feature, 45
session option selection, 201–203
starting, 206–208
successful business techniques, 267, 269
teleconferencing, 196
test creation, 190–194
University page, 46–47
whiteboard use, 212
yes and no buttons, 212

transcripts, publishing, 123–124
transitions, presentation guidelines, 86
trial runs

marketing events, 91–92
overview, 16–18

trouble tickets, GlobalWatch reports, 229
troubleshooting. See support
two-way conversations, 137

• U •
UCF (Universal Communications Format),

22, 60
underutilized communications reports, 229
University page, training options, 46–47
unruly participation, Expel feature,

118–119
Usage reports, 224
user accounts

adding, 237–239
discussed, 236
host only, 237
privilege assignment, 239–241
site administration, 237
view only, 237

User Guide support, 17
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• V •
video options

scheduling meetings, 61
support for, 181–182

view only accounts, 237
view options, Access Anywhere feature, 73
viewer burnout, managing meetings, 118
viral marketing tools, reminders, 82
voice conference options, One-Click

Meetings, 29
VoIP (Voice over Internet Protocol),

55, 136–137, 255
VPNs (Virtual Private Networks), 274

• W •
Web Browser, WebEx integration, 28
Web content, sharing, hosting meetings,

108–111
Webinars (Web seminar), 87
welcome messages, sales meetings, 151
Welcome Page features, 23–24
whiteboards

annotation color tools, 116
background colors, 117
copying and pasting onto, 117

discussed, 21
eraser tool, 116
font styles, 117
highlighter tools, 116
line and rectangle tools, 116
meeting management techniques,

115–117
pointer tools, 116
text tools, 116
as training tool, 212

wrap-up techniques
end of meeting, 126–127
managing meetings, 119–122
transcripts, publishing, 123–124

• X •
XML (Extensible Markup Language), 255

• Y •
yes and no buttons, training services, 212

• Z •
zoom settings, Access Anywhere feature, 73
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