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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. 

 

  



 

3 

Introduction 
About this guide 

In scope:  This guide is intended for users familiar with the UC-One interface and are 
migrating to Webex.  This guide provides a review of commonly used features in UC-One 
and describes how to use the same feature in Webex 

Out of Scope:  How to install WebEx, how to configure WebEx (audio, camera, 
backgrounds, advance settings, etc.).  There are already established guides for these 
features which can be found at the following link:  https://help.webex.com/en-
US/article/n3xx7vcb/Get-Started-with-Webex-App 

IMPORTANT: UC-One users will need to manually enter their contacts and chat history 
into Webex. These are not automatically copied over into Webex.  

Overview of layout differences 

Both programs provide a convenient tool bar on the left side for the most common used 
features.  

UC-One icon order from top down 

1. Contacts 

2. Chat 

3. Call History 

4. Dialpad 

5. Directory 

The top menu bar in UC-One is removed in WebEx. Users access the same functionality 
using the icons on the left side tool bar in WebEx.  

Webex icon order from top down (with corresponding UC-One functions) 

1. Messaging (equivalent to Chat)  

a. From here you can message an individual or a team 

b. Guide: Click Here  

2. Teams (new)  

a. This feature is an area for collaboration between one (1) or more invited participants 

b. Create a Team Guide: Click Here  

c. Spaces and Teams Guide: Click Here  

3. Contacts (equivalent to Directory)  

a. Allows user to Add & Manage contact(s) 

b. Add Someone to Contact List Guide: Click Here  

https://help.webex.com/en-US/article/n3xx7vcb/Get-Started-with-Webex-App
https://help.webex.com/en-US/article/n3xx7vcb/Get-Started-with-Webex-App
https://help.webex.com/en-US/article/nuayvai/Webex-App-%7C-Messaging
https://help.webex.com/en-US/article/n3kbxbf/Webex-App-%7C-Create-a-team
https://help.webex.com/en-US/article/4eawbp/Webex-App-%7C-Spaces-and-Teams
https://help.webex.com/en-US/article/z3397j/Webex-App-%7C-Add-someone-to-your-Contacts-list
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c. Add Contact Guide: Click Here  

4. Calling (equivalent to Dialpad)  

a. Allows user to direct dial phone numbers and call Contacts via voice and video  

b. Calling Guide: Click Here  

5. Meetings (new)  

a. Displays upcoming meetings; lets users join meetings and create meetings 

b. Meetings Guide: Click Here  

6. Personal Insights (new)  

a. Metrics on Webex app usage 

b. Personal Insights Guide: Click Here 

UC-One  Icon Bar 

 

https://help.webex.com/en-US/article/i0q0ym/-Webex-Calling-App-%7C-Add-Contact
https://help.webex.com/en-US/article/n3xx7vcb/Get-Started-with-Webex-App#Cisco_Concept.dita_117a2dd6-a84e-4247-a9fc-84a8d5644ee7
https://help.webex.com/en-US/article/n3xx7vcb/Get-Started-with-Webex-App#Cisco_Concept.dita_13eec652-b9a0-424e-9bb3-4e90823a23da
https://help.webex.com/en-US/article/n72113k/Webex-App-%7C-Personal-Insights
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Webex Icon Bar 

 

Set Status 

To set status 

• Click Set a status at the top left of the screen.  

o New Webex options include selecting a status from the pre-populated options or 
creating your own status message. 

• Use Clear after to choose a time interval after which this status is cleared. 

• Select Save at the bottom of the Status window to save changes. 

Guide: Click Here  

Let people know you are busy 

• Click on your Profile & Settings icon, in the upper left corner and select Availability.  

• The Set do not disturb for menu will drop below.   

• Click on Availability and use the presets or set your own time preference. 

Guide: Click Here  

https://help.webex.com/en-US/article/nhfxsmr/Webex-App-%7C-Set-a-Custom-Status
https://help.webex.com/en-US/article/njzs6wl/Webex-App-%7C-Let-people-know-you're-busy
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Example for setting status 

 

Example of menu for blocking time 
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Create an instant meeting 

In the Webex App 

• Choose (#1) Messaging icon 

• Select a contact ,and  

• Press the Camera icon on the upper of the right window.    

• This opens a new window with video and Webex calls the selected recipient. 

You can also set up an audio-only call using the Phone icon next to the Camera icon. 

Guide: Click Here  

 

Join a scheduled Webex meeting 

There are multiple ways to join an already scheduled meeting in Webex. 

Method 1: Popup Reminder 

• Five minutes before the meeting Webex displays a popup message.  

• Press the green Start button  at the bottom of the popup to begin or join the meeting. 

 

 

https://help.webex.com/en-US/article/n3xx7vcb/Get-Started-with-Webex-App#Cisco_Concept.dita_13eec652-b9a0-424e-9bb3-4e90823a23da
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Note that the popup appears exactly 5 minutes before the meeting is set to start. If left on, 
it counts down the minutes.  

Method 2: Left-hand Navigation Icon 

• In the Webex App choose Icon 5, Meetings on the left side. 

• Select the green Join a meeting button which displays a popup window. 

• In the popup, enter the meeting information. 

 

Guide: Click Here 

Method 3: Button in Meeting Invite 

• In Outlook, go to the calendar app and choose the calendar event to open the meeting 
window.    

• Click the green Join meeting button to start the meeting. 

https://help.webex.com/en-US/article/nmegiuz/Webex-App-%7C-Join-a-meeting-from-your-meetings-list
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Guide: Click Here  

Schedule a Webex meeting 

Webex provides several methods to schedule a meeting.  It provides tight integration with 
MS Outlook/Office 365 to make scheduling easy and quick. 

Method 1: Left-hand Navigation Icon 

• In the Webex app, choose the Meetings icon (#5) from the left-hand menu bar.  

• This displays a screen in the right pane with three options.  

o (1) Start a meeting, 

o (2) Join a meeting  

o (3) Schedule a meeting 

https://help.webex.com/en-US/article/nh9e7ss/-Webex-Integration-to-Microsoft-Outlook-for-Windows-Introduction
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• Choose (3) Schedule a meeting.  This activates the scheduling dialog window.    

Guide: Click Here 

Method 2: Outlook Calendar 

• In Outlook, select the calendar.  

• On the menu bar select the icon labeled Schedule Meeting  

o Select Schedule Webex Meeting 

 

• This launches a new window for a calendar invite.   

https://help.webex.com/en-US/article/n3xx7vcb/Get-Started-with-Webex-App#Cisco_Concept.dita_13eec652-b9a0-424e-9bb3-4e90823a23da
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• Fill in the required Outlook fields. 

• Webex automatically populates the meeting invite links .  

This example shows the calendar event after the recipient receives it.  Note the “Join” meeting 
information has been added. 
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Guide: Click Here  

Method 3: Webex Messaging Icon 

• In the Webex app choose the Messaging icon.  

• A new dialog box appears to the right.   

o Choose a contact,. 

o Choose "Schedule" on the menu bar in right window and select “Schedule a 
Meeting".    

 

• A new dialog box appears asking if you want to schedule a meeting using Outlook. 

 

o Select “Open” to open Outlook. 

o Click "don't show this again" so it goes straight to Outlook to set up a meeting. 

https://help.webex.com/en-US/article/c15vr2/Schedule-a-Meeting-in-Microsoft-Outlook-for-Windows
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Guide: Click Here  

Using Webex Spaces (Formerly UC-One My Room)  

UC-One provided a feature called My Room that allowed for collaboration among teams. 
Webex provides the same functionality in Spaces.  

Improvements in Webex include File Sharing, Whiteboards, Links and Recordings. These 
new features can be found in the Spaces area under Content. 

 

Create a Space 

• To create a Space, use the "+" icon at the top of the screen.    

https://help.webex.com/en-US/article/c15vr2/Schedule-a-Meeting-in-Microsoft-Outlook-for-Windows#task_F27803B7595CE27F27D7FFDD93168E99


 

14 

 

• Webex displays a new drop menu. Choose the second option Create a space   

• You will be prompted to name the space (required) and given the option to add people by 
name or e-mail. 
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Example after Space is created 

 

You can always get to Spaces from the  Messaging icon on the left toolbar.  

Guide: Click Here 

Personal Insights Overview 

This is a new feature which was not available in UC-One.  It provides user metrics about 
meetings and work-related information. 

https://help.webex.com/en-US/article/hk71r4/Webex-App-%7C-%20Create-a-space
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Webex describes this feature as the following: 

"Personal insights leverages the power of the Webex App messaging and meeting platforms to 
deliver personalized insights and analysis that increase and promote personal well-being, build 
better quality connections, and a more inclusive work experience for all."  

Guide: Click Here 

Voicemail 

If you have Voicemail enabled there will be a Voicemail icon on the left tool bar below the 
phone icon; here the icon is in a red circle. When in this menu choose a Voicemail and 
select “Play voice message”. 

https://help.webex.com/en-US/article/n72113k/Webex-App-%7C-Personal-Insights
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Further information on these features can be found at the below links. 

How to listen to voice messages: Click Here 

How to configure voice mail: Click Here 

Helpful Links 

Webex 

Get started with the Webex Meetings web app 

Webex Meetings web app meeting functionality 

Webex Meetings and Webex Webinars accessibility features 

Meetings Web app supported operating systems and browsers 

UC-One 

UC-One Desktop User Guide 

UC-One Desktop Quick Reference Guide 

UC-One Collaborate Full Desktop User Guide 

UC-One Collaborate Installation Guide  

Additional Old UC-One Links:  

Office Location(s) 

https://help.webex.com/en-US/article/8u5983/Webex-App-%7C-Listen-to-your-voice-messages
https://help.webex.com/en-US/article/fdkhld/Configure-your-voicemail-settings-in-the-calling-user-portal
https://help.webex.com/article/9eed9t/Get-started-with-the-Webex-Meetings-web-app
https://help.webex.com/article/nt8cif7/Webex-Meetings-web-app-meeting-functionality
https://help.webex.com/article/84har3/Webex-Meetings-and-Webex-Events-accessibility-features
https://help.webex.com/article/9ehuwu/Meetings-Web-app-supported-operating-systems-and-browsers
https://support.evolveip.net/display/EIQ/UC-One+v22.9+End+User+Support+-+All+Platforms?preview=%2F77726338%2F77726348%2FUC-One+User+Guide+Desktop-R22.2.pdf
https://support.evolveip.net/download/attachments/65836545/FINAL_Quick-Reference-Guide_UCOne_v22.9.10.pdf?version=2&modificationDate=1636660515000&api=v2
https://support.evolveip.net/download/attachments/65836545/FINAL_UC-One%20User%20Guide%20Desktop-R22.9%20%281%29.pdf?version=2&modificationDate=1636660514000&api=v2
https://support.evolveip.net/download/attachments/65836545/FINAL_UC-One%20Install%20Guide%20Oct2020.pdf?version=2&modificationDate=1636660513000&api=v2
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Evolve IP - KOP: KOP | 630 Allendale Rd 

Description 

Please uninstall current UC-One and install the following: 

A , BCD Click Here 

A , BCD v22.9.21 Click Here 

F - With ACCESS CODE NP8Z11 Click Here 

Aitech – Click Here 

Client Locations 

Evolve IP - KOP: KOP | 630 Allendale Rd 

Status page update- UC One issue -Info Posted  

UC App for all platforms(INT-9130) 

 

 

 

 

https://support.evolveip.net/display/EIQ/UC-One+Collaborate+Application+Downloads
https://support.evolveip.net/display/EIQ/UC-One+Collaborate+Application+Downloads+v22.9.21
https://support.evolveip.net/display/EIQ/UC-One+Connect+Application+Downloads
https://xsp1.bwsip.com/btbc/
https://jira.evolveip.net/browse/INT-9130
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