Fugent Recording Form & Instructions
First Name:			
Last Name:			
Email Address:		
Meeting Name:	
Meeting Host:	
Meeting Date:		
Meeting Time:		
Meeting Duration:		
Meeting Dial-in Number:	
Name on the Account you would like the recording to be uploaded to if other than yours:  











Recording Your Meeting to Server
Select the Record icon pictured below and select “Record”.
[image: ]
You will then get a screen pop up that asks if you want to record a teleconference.  Select, “Record other teleconference” 
Then select, “Next”
[image: ]


On the following screen pictured below, enter your teleconference number and User ID/Conference Code.  Be sure to add 2 seconds pause before entering the User ID code.  Also, if your system wants you to hit the pound key after entering the conference code put the # sign after the code.
[image: ]
[bookmark: _GoBack]
Now select, “Next” and wait for the server to dial into your meeting.
[image: ]

Once it starts, continue with your presentation.  You will hear a confirmation through the audio line with, “Your meeting is now being recorded”.  When you complete your recorded meeting, simply complete the meeting and close the WebEx meeting.  Within a day or two, your recorded meeting will be placed within your Fugent account in the, “Files” section.  
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Webex Recorder (Record on Server) Setup
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