Saving Chat Notes

Chat communications from a WebEx meeting or presentation can be saved using the Notes
feature in WebEx. Notes can then be saved to the host’s computer system in a Notepad file.

Follow these Steps

1. Before ending the meeting, the host opens the Notes Section:
a. Click the More options button (elipsys) on the Control Panel.

More options

b. Click the Notes icon.
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c. Notes opens at the bottom of the screen (below the Chat section).
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2. Transfer the text from Chat to Notes:
a. Right-click on the Chat box and click
Select All.

v Chat X

The anterior (front, stemocostal) surface of the heart
consists primarily of the right ventricle.

The inferior (diaphragmatic) surface is formed by the
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b. The entire chat box will be highlighted in blue. Right-click again and select
Copy.
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3. Transfer the text to the Notes section:
a. Inthe Notes section, right-click and select Paste.
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Paste

4. The copied text will appear in the notes. Click Save.

v Notes x
the lett ventricle.

from Jennifer Aiken (internal) to everyone:

it lies just above the diaphragm to the left in an anterior
position, at the fifth intercostal space.

from Jennifer Aiken (internal) to everyone:

The anterior (front, sternocostal) surface of the heart
consists primarily of the right ventricle.

from Jennifer Aiken (internal) to everyone:

The inferior (diaphragmatic) surface is formed by the

right and left ventricles (predominately left)
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5.The Save window opens on your screen. Select location and name for the file.
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6. The notes is now saved as a notepad file.
]| Webex Meeting Notes 6-2-20 - Notepad = a X

File Edit Format View Help

from Jennifer Aiken (internal) to everyone:
Good Afternoon Everyone.

from Jennifer Aiken (internal) to everyone:
We will start our presentation in a moment.
from Jennifer Aiken (internal) to everyone:

The heart lies in the middle of the thoracic cavity (mediatinum) behind the sternum and between the lungs.

from Jennifer Aiken (internal) to everyone:

It is surrounded by a prtective sac (pericardium) and its attached to the thorax by the great vessls (pulnonary arteries and vein, ac

from Jennifer Aiken (internal) to everyone:

The heart is cone-shaped and is approximately 5 inches (12cm) ong, 31/2 inches (9cm) wide, and 2 1/2 inches (6cm) thick.

from Jennifer Aiken (internal) to everyone:

The apex (bottom) of the heart is formed bu the tope of the left ventricle.

from Jennifer Aiken (internal) to everyone:

it lies just above the diaphragm to the left in an anterior position, at the fifth intercostal space.

from Jennifer Aiken (internal) to everyone:

The anterior (front, sternocostal) surface of the heart consists primarily of the right ventricle.

from Jennifer Aiken (internal) to everyone:

The inferior (diaphragmatic) surface is formed by the right and left ventricles (predominately left).
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