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1. Getting Started

A. Download Webex

Download Webex mobile app from the App Store (iOS) or Google Play (Android).

Mobile Download

# Download on the

App Store

GETITON

Google Play

>

System Requirements for Webex Services

Devices

System
Requirements

Remarks

Reference

or Windows.

iPhone and iPad

Support the two latest major releases of
iOS and iPadOS

Android Smartphones

- Support the five latest major releases of
Google’s Android OS only

- Not support any other versions of Android,
like Android Go or Xiaomi HyperOS.

- Webex App 45.9, scheduled for release in
September 2025, will be the last version
supporting iOS 16 and iPadOS 16. Starting
with Webex App 45.10 (October 2025
release), these operating systems wont't
be supported.

- Starting October 7, 2025, Webex App
45.10 and later versions will support the
following operating systems:

i0S 17 and iPadOS 17 (and newer
versions)

- Webex App will not be supported on Android
10 from April 2025 since Google announced
end of life for security support for Android 10 in
March 2023. Webex App 45.4 will be the last
version supporting Android 10.

- Starting April 2026, Webex App will not be
supported on Android 11. Webex version 46.4
will be the last version supporting Android 11.

- Minimum memory requirement: 4 GB of RAM
- Minimum memory recommended: 6 GB of
RAM

For latest requirement of Webex service, please refer to below link:
https://help.webex.com/en-us/article/fz1e4b/System-requirements-for-Webex-services

Download Webex from https://www.webex.com/downloads.html for macOS

~
! Webszs Products ~ Devices v Solutions v Resources v Plans & Pricing Download Join a Meeting Signin @~ (SIS

One

platform,

with all the

ways

to connect.

Download Webex

For macOS (Apple silicon chips) &

For macOS (Intel chip)



https://www.webex.com/downloads.html
https://help.webex.com/en-us/article/fz1e4b/System-requirements-for-Webex-services

B. Account Setup

Log In Account:
1. Afterinstalling Webex, click “Sign in” to log in to your account.
2. Input the email address “[Direct no.]J@pccwone.com” and click “Next” to proceed.
3. Input your password and click “Submit”.
Note: Login information is available in the welcome letter.

bwks-uap.webex.com

W

1257 S @pccwone.com

HMABD

» esssosee

Sign up

Signin k

webex v, cisco webex b cisco




Permissions Management:
After logging into your account, accept the permissions to enjoy the full services of the
Webex softphone application. Click “Allow” to accept if you agreed.

2. A pop-up related to emergency calling notification is shown. Read it and click “OK” to

1.

proceed if you agreed.

“"Webex"” Would Like to
Access the Microphone

This app needs access to your
microphone to make calls and record
audio. This app also uses your
microphone to automatically connect
to video devices.

Don't Allow Allow

Microphone permission

Allow “Webex" to find
devices on local networks?

This app needs access to local
network to ensure call quality for calls
on this network.

Information from networks can be used
to determine your location and create a
profile of you.

Don't Allow Allow

Local networks permission

“Webex" Would Like to Send
You Notifications

Notifications may include alerts,
sounds and icon badges. These can be
configured in Settings.

Don't Allow Allow

Notifications permission

“Webex” Would Like Full
Access to Your Calendar

This app needs access to your
calendar to find relevant people and
meetings.

SUNDAY, 20 JUL
all-day

13 events in the next year

Calendar events may include additional
data, such as locations, email
addresses or notes.

Allow Full Access

Don't Allow

Allow calendar access

Calendar permission

I
0

“Webex" Would Like to
Access Your Contacts

This lets you easily find mobile
contacts and make a call in this app.

Don’t Allow Continue

Contacts permission

Emergency calling
notification
IMPORTANT EMERGENCY DIAL

sountry

Emergency calling
notification



2. General Setting

A. Profile and Preferences

Click the first button in the upper-left corner for more general settings.

OPW Profile and preferences

Messaging

OoC

One communications

All Direct Spaces Public Te:

Availability

Set a status

Profile
Settings
About

What's new

Help

Report an Issue

Availability:

1. Navigate to “Profile and preferences” > “Settings”.

2. Select “Calling”. Click “Advanced Call Settings”.

3. Turn on “Do Not Disturb” mode under “Incoming Calls”.

Settings Calling X Advanced Call Settings

% Incoming Calls A

Do Not Disturb k

Anonymous Call Rejection

General Phone Service Connected >

Notifications Call forward

Audio

Privacy > Automatically hide controls . Call Forwarding

Turn on this option t

Siri shortcuts sutomatica e Call Waiting

Calendar utgoing Calls

= Voicemail
Messaging

Meetings

Export Calling Environment Data
Calling * > P 9

Devices >




Status:

1. Goto “Profile and preferences” > “Set a status”.
2. Choose from predefined statuses.

3. Set an expiration time for automatic status reset.

Profile and preferences Set a Status X Profile and preferences

oc FE— oc

One communications One communications
¢ n Exar

D¢ disturb

Availability > Availability
Set a status k Set a status
Working from home (@

Profile N i i 2
Travelling for business ;¢ Profile

Settings Settings
& Qut for lunch @} 9

About 7 ; About
Be right back &

What's new D What's new

Help > Help

Report an Issue > Report an Issue

Settings: You can customize most of your notification preferences, meeting defaults, audio
setting, and privacy/security settings in the Settings menu.

Profile and preferences
Settings

O C General

Notifications

One communications P

Privacy

Siri shortcuts

Availability
Calendar

SEERETH

Profile ) Messaging

Calling
About

Devi
What's new

Help

Report an Issue




Landing Screen: Select your default view upon launching Webex.

Settings General Landing screen

Gen

Messaging

Notifications ? Calling

Audio Open web links in default browser

Meetings

Privacy
Search
Siri shortcuts

Calendar

Messaging
Meetings
Calling

Devices

Settings Notifications Calling

General 2 General
Messaging > Ringtone Default
Audio > Calling !
Privacy > Meetings
Siri shortcuts

Calendar Troubleshooting

Messaging
Meetings
Calling

Devices

Calling: Set up call preferences. For more details, refer to “Part 3: Calling Functions”.

Settings Calling

General > Phone service onnected >

Notifications ) Call forward

Audio

Privacy Automatically hide controls .
Siri shortcuts

Calendar

Messaging

Meetings

EEr—

Devices




Al-Powered Noise Removal: To enhance call and meeting audio quality by intelligently reducing
background noise, ensuring crystal-clear conversations anytime, anywhere.

Settings Smart audio

General
Answer calls with speaker on

Notifications

Privacy A_ )
0+ Optimise for my voice

Siri shortcuts
¢ Music mode
Calendar

Messaging
Meetings
Calling

Devices

Face Recognition: Enable two-factor authentication (2FA) for enhanced account protection.

Settings

Show availability and status .
General

Notifications
Audio

Privacy
::]

Siri shortcuts

Calendar >
Use Face ID entication

s Lock Screen
Messaging

Meetings

Calling

Devices




Connect to a Webex Device and Microsoft Teams

Connect to a Webex Device:

1. Click the second button in the upper-left corner to access device settings.

2. Search and select your preferred device or connect to a Webex device by using a 9-character
code. (For device options, please visit at https://www.webex.com/us/en/devices.html)

oc|(= Connect to a device Connect to a device
Messaging

Enter the 9-character code shown on
the Webex device.

Cancel

10


https://www.webex.com/us/en/devices.html

Install on Microsoft Teams:

1. Search and install Cisco Call from Microsoft Teams “Apps” market. Click “Add”.
2. After installing Cisco Call, click “Sign in” to log in to your account.

Note: Login information is available in the welcome letter.

Cisco Call

%w Cisco % % ¢ 2.9 (6592) 2K+ installs in the past month

C- B

Overview Reviews Permissions Discover more apps

New look of Cisco Call

2 ¢ Cscocal o c

2 Donotformandcals | 4 Cot settngs

PR — —
- @ M . oty
e . 3 4 @ oo = o
' © messsonn b o Y
A e s

7 8 9

¥ CiscoCall call Activity

@O ID

ER

fo

Sign in with your Microsoft Teams account to start using Cisco
@ Calling

| CEECTEED |

By continuing, you authorize Cisco Call to access your MS Teams and Cisco Calling data
To learn more about Cisco Calling, click here
webex vy cisco

11
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3. Calling Functions

A. Placing Call

You can call anyone with a Webex account from the “Contacts” or directly call a phone
number. And click the Audio @ icon to place call.

or (@

Calling

Recents

Recent calls

Device: My phone

B. Answering Call

When receiving a call, choose “Accept” or “Decline”. If the person calling you has a Webex
account, you can also message the person if you're unable to take the call immediately.

288371

ex Audio

Remind Me Message

X v

Decline Accept

12



C. Hold Call

If you're on a phone call and you get interrupted, you can put the call on hold and resume it
when you're ready.

You're muted

»

Unmute Speaker

| off hold

[> Resume
[:j

—> Transfer

%

Transfer More

X

D. Transfer Call

When you are on a call, you can transfer that call to another number.

Transfer call

from

Transfer to

Q_ Search name, number or er

VV Voice Messaging Group Voice Portal

OC One communications

oC

You're muted
Transfer to
One communications

& +852

<

Unmute Speaker

Transfer

X

13



E. Forward Call

If you're going to be away from the office but don't want to miss an important phone call,
you can forward your calls to another phone number.

Settings Calling Call forward

[eLEE > Phone service Connected > Do not forward calls

Notifications Call forward . > Voicemail

Audio > id numt
Automatically hide controls

Privacy

Siri shortcuts

Calendar

Messaging

Meetings

Calling k

Devices

14



Conference Call (Merge Call)

When the second call connects, it can be merged with the first call. Alternatively, incoming
calls will automatically place the current call on hold.

Add a person
me, number or email
Recents
Q Smart Audio - Microphone VV Voice Messaging Group Voice Portal
CALLING OPTIO Click here onal participants
E Conference k
SETTINGS
laz  Show call statistics

® Help

Hide My Email
P
Speaker Keypad

gl i

b n m

Transfer

return

X

Add a person

« Webex Audio connecting... 6

mart Line

<)

Speaker

Merge Calls

15



G. Advanced Call Setting

Configure advanced call settings to manage “Do Not Disturb”, “Anonymous Call Rejection”,
“Call Forwarding”, “Call Waiting”, “Block My Caller ID”, and “Voicemail” according to user
preferences, allowing for efficient handling of incoming calls and enhanced privacy.

Settings Calling

eneral <
& Phone service Connected >

Notifications
Call forward
Audio

Privacy

Automatically hide controls .

Siri shortcuts

Calendar

Messaging

Meetings

Calling

Devices

X Advanced call settings X Advanced call settings X Advanced call settings

- ) ) « .
¥ Incoming Calls ¥ Incoming Calls v % Incoming Calls

Y i I
Do Not Disturb % Outgoing Calls S Outgoing Calls

() Voicemail
Al us Call Rejection Block My Caller ID

Voicemail Service

Call Forwarding Voicemail

Send Calls to Voicemail

Settings
Call Waitin
< Set Settings

2 Outgoing Calls

Selected Settings: When busy, When no answer

=) Voicemail
(=] Number of

rings

When a Message Arrives

Use unified messaging

Message waiting indicator
Forward to email address
Email Notification
Email Carbon Copy

Press '0' to transfer

16



H. Add New Contacts

You can add people to your contacts list, making it easier to connect with the people you

message and call most often.

G

Calling

Recents Contacts Voicemail
Top contacts
Local contacts

> Other contacts

Add Contact

Q Add people by name or email

[© customizeanew contzct ]

or @ 2

Calling [rocomct ) & ]

Create a Group &

Recents Contacts

Pull Call (&4
Top contacts
Call Voicemail

> Local contacts

Other contacts

New Contact

First name

Last name

Display name (Required)

Group

Other contacts

Email

Personal Room

Company

Title



I.  Voicemail Management

Callers can leave a voice message, which you can listen, delete, or mark as read/unread. If
you wish to return the call, click the “Audio” button to call the caller back.

o (®

Calling

Recents Contacts Voicemail

Voicemail information Voicemail information

+852

+852)

Listen to the voicemail

00:00 00:01

Delete the voicemail

(S ‘l R

Audio Delete Mark as
unread

18



4. Softphone and Hardphone Integration

A. SNOM D735 Phoneset Functions

Retrieve:
Reconnects a held call.

Do Not Disturb:
Silences incoming calls. Directory:

Opens the contact list.

Transfer:
Sends the call to another number.

Volume:
Adjusts the call or ringtone
volume up or down.

Hold:
Pauses the current call.

Headset:
Connects or switches to a
Bluetooth/wired headset.

Features Instructions

Lift the handset + (Phone no.) + [ v']

Dialing out Note: Need to dial [ 9 ] before the phone no.

Intercom dialing Lift the handset + (Extension no.) + [ v ]

Intercom dialing (using [ Busy lamp for that ext. ]

"busy lamp")
Last number redial [Redial]
To dial: Lift the handset + [ * ]+ [ * ] + ([0][0] — [9][9]) + []
Speed dialing
* Customer needs to define speed dial in user portal first
Volume adjustment Ringtone: to decrease or increase
Voice: Lift the handset + to decrease or to increase
To hold: (Call connected) + [Holdy (2
Holding call

To retrieve: (Call held) + [Retrieve] / (8

To set: [*] [0] [5] + (Phone/Extension no.) + [v"]

All call forwarding
To cancel: [#] [0] [5] + [ ]

Busy call To set: [*] [2] [5] + (Phone/Extension no.) + [v"]
forwarding To cancel: [#] [2] [5] + [ ]
No answer call To set: [*] [3] [5] + (Phone/Extension no.) + [v"]
forwarding To cancel: [#] [3] [5] + [ ]

Call transfer - Blind

transfer (Call connected) + [XFER])/(D + (Extension no.)

19



Call transfer -
Consultation transfer

(Call connected) + [Hold)/CZ*D + (Extension no.) + [v] +
Wait for answer + [XFER)/C=D

Conferencing call

(Call connected) + [Hold/3D + (Phone no.) + [v] + answer + [Conference On)/ &>

Group pick-up

Lift the handset + [*][1]1[1]+ [V ]

By feature access code, applicable to ALL extensions: Llift the handset+ [*][2][1] +
(Ringing extension no.) + [v" ]

Call pick-up
By "busy" lamp field, applicable to preset extensions: Lift the handset + [ Busy lamp for
that ext. ]
) [SAB)/ + Choose [Enterprise Directory]/ [Group Directory]/ [Group Common
Directory Phone List]/ [Personal Phone List]
Missed Calls [Right Arrow]
Call List [Call History] + Choose [Missed] / [Received]/ [Dialed]

Listen to voicemail

+ (Lift handset) or (Lift handset) + [] [9] [0]

Listen to voicemail
(outside office)

From other phone: (Dial 2204 1111/ 2562 0111 / 2205 1111) + (Your phone no.) +
[v] + (Your voicemail password) + [#]

Tolock: [*][0][4]+[v] + (System will prompt to enter password)+(Password)+[ # ]

IDD & chargeable call
password To unlock: [#][0][4]+ [v] +(System will prompt to enter password)+(Password)+[ # ]
Menu To view information menu: [Seﬂings],’@! [Up Arrow]

B. Call Transfer / Call Pull

When the same account is logged in on multiple devices (such as EC Softphone and the
D735 hardphone), you can use the *88 feature to transfer calls between devices anytime
without disconnecting.

1. Login to both EC Softphone and hardphone (D735) with the same account.
2. To transfer an active call from a softphone to a hardphone, dial *88 on the hardphone.

3. The call will switch instantly to the hardphone.

20




5. Other Functions

A. Messaging

Start Texting: Quickly send and receive texts, photos, and files in real time for seamless
communication.

=

Messagin Create a space

Messaging

B Direct | Send a direct message
All ) Direct  Spaces  Public  Teams .

Crea
+ Recommended ¢ <

O  One's space

B. Meeting
Start Meeting: Launch a new meeting instantly or schedule one in advance.

or (@ ’] ot (® 2 One communications's meeting
Meetings Meetings |startameeting =
: k = Use Internet for audio
Calendar Meeting Recap Whiteboards Calendar Meetin  Join a meeting G

Schedule a meeting ®
Connect your calendar Connect you.
S i manage all your meetings

Connect Connect

Click here for aud

Start meeting

21



Share Content or Camera: Display a secondary video feed for demonstrations. You can share your
entire screen, camera, or specific photo or file that you choose.

¢ ¢ % &0 ¢ A O

Share content or camera

Optimisation

@ Optimise for text and images
%) Change audio connection
@ Stop incoming videos

2 ‘ Optimise for video
Q Smart Audio - Microphone

Share device audio
# Change virtual background

,~ Option 1

MEETING OPTIONS »~ Option 2

@ Share content or camera @ Camera

@ Lock meeting »~ Option 3
B Photo

8 Slido (polling and QA)

& File

88 Breakout session

™\ Option 4
C% Whiteboards

& Invite and remind

Whiteboards: Display a digital whiteboard or collaborate the whiteboard in real time with others.

Whiteboards [:l 2025-06-17.17.17.44

¢ 6 % o0 ¢ A O

) Open on a Webex device

& Rename

4 Change audio connection 4 Export to PDF

2025-07-03_16.41.58 2025-06-17.17.17.44
(O Stop incoming videos Edited 16 hours ag: Edited 16 days a
Smart Audio - Microphone
Z Change virtual background
Move meeting to a video device [
)F
Share content or camera
Lock meeting

Slido (polling and QA)

S Breakout session

C% Whiteboards k

& Invite and remind

G o O % @ T 0O O

22



Breakout Rooms: Create smaller discussion groups within your main meeting.

Create breakout session

¢ ¢ % 0 ¢ A O
Session number

% Change audio connection

(3 Stop incoming videos X " .
Assign participants automatically

Q  Smart Audio - Microphone 5 vy
Assign participants manually

P4 irtual back - _
72 Change vttt backgrotind Let participants choose any session
3 Move meeting to a video device

NS Assign co-host automatically
(@ Share content or cam Include participants in lobby

@ Lock meeting

8 Slido (polling and QA)

9 Whiteboards

& Invite and remind

Create

oc (® One communications's meetin,

Meetings Meeting content

One communications's meeting
Mastingracepl) Wi . OC One communications
Thursday, 3 Jul 2025
[ People
| (One communications's meeting

PARTICIPANTS Exam pfe

23



Search

Search functions: Use the search bar to quickly find messages, contacts, meetings, or files.

oe (®

Search

What can we help you find?

24



6. FAQ

A. Setup & Installation

1.

How to download Webex?

a)

Visit www.webex.com/download.

b) Select your device (Windows, Mac, iOS, Android).

c)

Run the installer and follow prompts.

Note: Mobile users can download via App Store or Google Play.

How to use Webex on PC or Mac?

a)

Launch the installed Webex app from https://www.webex.com/downloads.html for

macOS (i0S) or Windows (Android).

b) Sign in with your email (“[Direct no.]J@pccwone.com”).

How to set the Landing Screen?

a)
b)
c)

Open Webex App > Click your Profile and preferences > Settings.
Go to General > Landing Screen.

Choose your preferred view (e.g., Messaging, Calling, Meetings, Search).

Can EC Softphone be used in Mainland China?

EC softphone supports Hong Kong/International mobile phones with SIM cards
(except Mainland China SIM cards), as long as there is data, you can use it anywhere.
If you use a Mainland China mobile phone or SIM card, the softphone may not work

properly.

B. Account & Profile

5.

6.

How to change the Login Password?

a)

b)

Admins can reset passwords via the HKT Web Portal https://web.pccwone.com/Login/

Navigate to Users > Search for the specific user > Edit > Passwords > Reset Password.

Reference: [HKT Web Portal Admin Guide (PDF)] ( https://www.hkt-
enterprise.com/resources/Cases/HKT%20Web%20portal%20user%20guide%20(Eng).pdf)

How to change the User Display Name?

a)

b)

Admins can update names via the HKT Web Portal https://web.pccwone.com/Login/

Navigate to Users > Search for the user > Edit > Profile > Modify:
= Last Name & First Name

= Calling Line ID Last Name & Calling Line ID First Name

Reference: [HKT Web Portal Admin Guide (PDF)] (https://www.hkt-

enterprise.com/resources/Cases/HKT%20Web%20portal%20user%20guide%20(Eng).pdf)

25
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C. Calling Features

7. How to enable simultaneous rings on multiple devices?

EC Softphone supports simultaneous ringing on multiple devices by default. When the
same account is logged in on multiple devices (e.g., mobile, PC, or Mac), incoming calls will

ring on all active devices simultaneously.

How to set up "Do Not Disturb" mode?
a) Open Webex App > Click your Profile and preferences > Availability.
b) Select Calling > Click Advanced Call Settings > Click Incoming Calls.

c) Turn on Do Not Disturb mode.

How to move a call from Mobile Version to Computer Version of Webex?

a) Open Computer Version of Webex > Settings > Calling > Move Call Options > Select
one Move call option.

b) During a call on your mobile Webex App, your call appears in Computer Version of
Webex at the top of the Messaging/Calling tab with / green timer button.

c) Click / green timer button > Click "Move call here".

Reference: [Move a call from one device to another] (https://help.webex.com/en-
us/article/g9f3yo/Webex-App-%7C-Move-a-call-from-one-device-to-another#id 136267)

D. Meetings & Collaboration

10.

11.

How to join using computer/device audio? Can a Bluetooth headset be used?
a) Ina meeting, click Audio Options > Join with Computer/Device Audio.
b) To switch to Bluetooth:

= Pair your headset with your device before joining.

= Select the Bluetooth device from the audio menu.

How to invite others to join a call/meeting?
a) During a meeting, click Invite (person icon).
b) Choose a method:
=  Email: Send directly via Webex.
= Copy Link: Share manually (e.g., chat, SMS).

= Dial-out: Enter a phone number to call a participant.

12. How to share the screen?

a) In a meeting, click Share (arrow icon).

b) Select a screen/window/application » click Share.

26
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7. Technical Support

This guide covers the basics of Webex in simple terms. For more details, visit Webex Help Center:

https://help.webex.com. For any queries, you can contact our customer service hotline at

* Enterprise Centrex Express : 1833 133
* Enterprise Centrex 1 2283 6820
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