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Hands-on Lab Administration

If you want to... See...
learn about Hands-on Lab administration About Hands-on Lab administration (on page 1)
log in to or log out from Hands-on Lab Logging in and out (on page 2)

administration

manage a Hands-on Lab Managing labs (on page 3)

manage the computers in a Hands-on Lab Managing lab computers (on page 11)

generate usage reports Generating Hands-on Lab usage reports (on page
21)

About Hands-on Lab administration

WebEx Hands-on Lab Administration allows you to set up and maintain the
labs and computers for Hands-on Lab sessions. You can use lab
administration to:

= Create new labs

= Edit existing labs

= Delete labs

= View lab schedules

= Set up lab computers for Hands-on Lab sessions

= Move computers to other labs
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= Remove computers from a lab

= Connect to available lab computers

= Disconnect from lab computers that are in session
= View a computer's status

= Generate Hands-on Lab usage reports

Logging in and out

To log in to Hands-on Lab administration, you must be a user with lab
administration privileges. If you have any questions about user accounts,
contact your Training Center Web site administrator.

To log in to your Hands-on Lab administration Web site:

1 Go to your Hands-on Lab administration Web site.
The URL for your site is in the following format:
http://your_company.webex.com/your_company/labadmin.php

where your_company is the brand name for your Training Center Web
site.

The log in page appears.

Please Log in

Please provide your user name and password:

Lser name:;

Password:

2 Type your username in the Username box.
3 Type your password in the Password box.

4 Click Log In.



The Manage Labs page appears, showing information about any existing

labs.

To log out:
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1 On the navigation bar, click Log out.

web
Manage Labs

Reports

Help

2 Click OK in the dialog box that appears.

Note: You can access the lab administration page only if the WebEx Super
Administration site has enabled Hands-on Lab.

Managing labs

If you want to...

create a lab in which Hands-on Lab
computers reside

edit a lab name or description

delete a lab

view the Hands-on Lab schedule

See...

Creating new labs (on page 5)

Editing a lab (on page 6)

Deleting labs (on page 7)

Viewing lab schedules (on page 7)
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About the Manage Labs page

The Manage Labs page appears when you click Manage Labs on the
navigation bar.

Manage Labs
Total  Computers
Lab MHame Desciiption Ca ers 1o Session P Schedule
r Design mom Thi= room is used for the trsining sbout 30 10 ‘Wiew Schedule
Photoshop, Conei0raw, Bugtrator elc.
F D& brining rooer Thes rocemi i usid for the trareng aboit i5 3 Wiew Scheduls
Cfice2000, Email, Workflow
T Bandwaie framir Mo related descnption. 18 i} wiew Schedule
[DOm
[~ WekEx training Thies room is used for the training about 0 ) ‘iew Schedule
‘WabEx Mesting Center, WabEx
Training Centar
Maintenance Foom  Place computers that you want to be [ 1

inacceasible from fraining sessions hers

CrosteMewlasb | EdtLab |  Delsts st |

This page lists all the labs that are already created. You can create new labs,
edit or delete existing labs. You can also view the lab schedule for specific

labs.

Option. Description

Lab Name The name of the lab set by the lab administrator.

Description The description of the lab set by the lab administrator.

Total Computers Indicates how many computers exist in the lab.

Computers In Session Indicates how many computers are currently in session.

Lab Schedule When you click View Schedule, displays the lab schedule for that

specific lab.
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Creating new labs

To set up Hands-on Lab, you must first create a lab in which the Hands-on
Lab computers reside. When you create a new lab, the training session host
can select it for conducting a Hands-on Lab session. The new lab appears on
the Hands-on Lab page when the host clicks Hands-on Lab on the navigation
bar of your Training Center Web site.

To create a new lab:

1

Log in to your Hands-on Lab administration Web site. For details, see
Logging in and out (on page 2).

On the navigation bar, click Manage Labs.
The Manage Labs page appears.
Click Create New Lab.

The Create New Lab page appears.

Create New Lab

Lab MName
Lak Descnption

Add | | Cancel |

Type the new lab name in the Lab Name box.
Optional. Type the description of the lab in the Lab Description box.

The description appears on the Manage Labs page and the Lab Details
page. For details on editing the lab description, see Editing a lab (on page
6).

Click Add.
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The Manage Labs page appears listing the lab that you created.

Editing a lab

Once you create a new lab, you can edit its name or description.

To edit a lab:

1

6

On the navigation bar, click Manage Labs.

The Manage Labs page appears.

Select the check box beside the name of the lab that you want to edit.
Click Edit Lab.

The Edit Lab page appears.

Edit Lab

Lab Mame:  |ddc
Lab Desoaption’  [caseing Lals

| Update || Cancel

To change the name of the lab, type a new name in the Lab Name box.

To add or change the description of the lab, type it in the Lab Description
box.

Click Update.

The Manage Labs page appears listing the edited lab information.

Note: Training Manager automatically creates a lab called the Maintenance Room.
This lab is used for storing lab computers that need to be maintained or repaired.
You cannot delete or modify the Maintenance Room.
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Deleting labs

You can delete a lab at any time. To delete a lab, you must first delete each
computer individually from the lab. You cannot delete a lab that has any
computers in it. When you delete a lab, the host can no longer select it for
conducting a Hands-on Lab session. The lab name is removed from the
Hands-on Lab page.

To delete a lab:
1 On the navigation bar, click Manage Labs.
The Manage Labs page appears.
2 Select the check box beside the name of the lab that you want to delete.
3 Click Delete Lab.

A confirmation message appears asking you if you are sure that you want
to delete the selected lab.

Note: If there are computers in the lab that you want to delete, an error message
appears reminding you to remove the computers first. For details on removing
computers, see Removing computers from a lab (on page 17).

4 Click OK.
The Manage Labs page appears without the deleted lab.

Note: Training Manager automatically creates a lab called the Maintenance Room.
This room is used for storing lab computers that need to be maintained or repaired.
You cannot delete or modify the Maintenance Room.

Viewing lab schedules

The lab schedule enables you to view labs and computers that are reserved
for training sessions.
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To view a lab schedule:
1 On the navigation bar, click Manage Labs.
The Manage Labs page appears.
2 Do one of the following:
= Next to the lab that you want to view, click View Schedule.

= Click the name of the lab. The Lab Details page appears. On the Lab
Details page, click the calendar icon.

Hands-on Lab: ddc

testmg lab

3 total ¥ offline j
Computer Status Share Application Action

[JDeCarlal Cifline Deskiop

[ DeCaro? Offling Deskiop

[]Ribbon Offling Dreskiop

| Remove | | Move to... I | Setlp Computer | [ Go Back ]

The Hands-on Lab Schedule page appears.

Hands-On Lab Schedule

May 2005 4 Tueadmy, May 10, 2005 & H Tandday's ddate: 5V 210G

s i B W Th e g

s 2 Displey lah schadule: ddc Thme rone: Paciic 0T
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3 Point to a time slot to view details of the lab schedule.

4 When you are finished, click Close.






Hands-on Lab Computers

If you want to... See...
set up computers for use in Hands-on Lab Setting up lab computers with Hands-on Lab (on
page 12)

move a computer to a different Hands-on Lab | Moving computers (on page 16)
remove a computer from a Hands-on Lab Removing computers from a lab (on page 17)

control a computer from the Manage Labs Connecting to available computers (on page 18)

page
disconnect a computer from the Manage Disconnecting from Hands-on Lab computers (on
Labs page page 19)

check the status of a Hands-on Lab computer ' Viewing a computer's status (on page 15)

Managing lab computers

You can manage computers for a Hands-on Lab by doing the following:
= setting up each computer

= moving computers to or from a lab

= removing computers from a lab

= connecting to or disconnecting from a computer

= viewing a computer's status

11



Chapter 2: Hands-on Lab Computers

Setting up lab computers with Hands-on Lab

12

Ensure that you have already set up a lab before setting up computers for that
lab. For more information on setting up a lab, see Creating new labs (on page
5).

A computer can only belong to one lab. If you have already set up a computer
in one lab, and you select the same computer to be set up in a second lab,
the computer is moved from the first lab to the second lab.

You need to install the Access Anywhere Agent to set up and use the Hands-
on lab. For more information, see System requirements for local and remote
computers (on page 12).

System requirements for local and remote computers

WebEx Access Anywhere lets you remotely access a computer using another
computer, which is connected to the Internet. You must install the Access
Anywhere Agent on each computer that is in the Hands-on Lab, as well as on
any computer that will be accessing the lab.

Before setting up a computer for Access Anywhere, ensure that each remote
computer and local computer meet the following minimum system
requirements.

= Microsoft Windows 7, 2000, XP, or Vista
= Intel Pentium 166 MHz or faster processor
= 32 MB RAM (64 MB recommended)

= Microsoft Internet Explorer 6 or later, Firefox 3.0 or later, Safari 3 or later,
or Chrome 3 or later

= JavaScript and cookies enabled for the Web browser; ActiveX enabled for
Internet Explorer

= Internet connection: For the remote computer, a dedicated, broadband
Internet connection, such as a DSL, cable modem, ISDN, or T1
connection; for the local computer, at least a 56K connection

Important: To install the Access Anywhere Agent on a computer running Windows
2000 or XP, you must do one of the following:

= Sign in to your computer as an administrator before running the Access Anywhere
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Setup program.
Have an administrator log in to your computer for you.

Once you complete setup, you need not log in to the computer as an
administrator later to use Access Anywhere.

To set up a computer for Hands-on Lab:

1

4

On the navigation bar, click Manage Labs.

The Manage Labs page appears.

Click the name of the lab in which you plan to set up a computer.
The Lab Details page appears.

Click Set Up Computer.

a) If Access Anywhere Agent has already been installed on your
computer, a dialog box appears asking you to uninstall Access
Anywhere Agent before setting up the computer for Hands-on Lab.
Click OK.

WebEx Access Anywhere

This compuber ix slpady fet up with an Access Amywhers Agent, To successhully remstal the Agent, please first uninstall the

BAgenk on this computer.
=]

b) Uninstall the agent, restart your computer, and log in to your Training
Center Hands-on Lab administration Web site.

c) Repeat steps 1 through 3.

Follow the instructions in the Access Anywhere wizard that appears.

13
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' WebE x Access Anpwhee Setup Wizand

YWelcome ta the WebEx Access Anywhere Setup Wizard

Thes: wizand sodtbedp pou o st up fhes compebes far Sooess Anmeatiere

Chok Me 1o contiue.

Came=| I

5 Using the WebEx Access Anywhere Setup Wizard, provide information
and set options on the following panels:

Option

Account
Information

Options

Applications

Authentication

14

Description

Specify a nickname name for the computer, and then enter the password that
you use to log in to your Training Center Web site.

Set the options that you want to take effect once you access the computer
remotely. You can change any of these options when you are using Access
Anywhere. If you are unsure which options to select, accept the default
settings.

Select the specific applications that you want to access on the remote
computer. Alternatively, you can choose to access the entire desktop of the
remote computer.

Set the security options that you want to use when accessing the computer
remotely. You can choose one of these methods:

= Access code authentication, in which you enter an access code on a Web
page.

= Phone authentication, in which you receive a phone call at a phone
number that you specify, and then key in a pass code.
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6 Click Next.

7 On the Setup Complete panel, click Finish to install the agent on your
computer.

A list of computers that you can access appears. If no computers appear,
it means that no computers have been set up for that Hands-on Lab.

You can access any computer in the list for which the status is Available.
For details on the status of computers, see Viewing a computer's status
(on page 15).

Note: For more information about setting up Access Anywhere, see the Online Help for
Training Center.

Viewing a computer's status

The Lab Details page displays the list of computers set up for that specific lab.

To view the Lab Details page:

1 On the navigation bar, click Manage Labs.
The Manage Labs page appears.

2 Click the appropriate lab name.

The Lab Details page appears, showing the status of each computer in the

lab.

Status Description

Available The computer is available for connection. Clicking Connect allows you to control
the Hands-on Lab computer.

In Session The computer is currently being used in a Hands-on Lab session. To view

information about the session, click the In Session link. If you click Disconnect,
an alert message appears warning you that you are about to disconnect the
computer from the current session. If you click Yes, the computer disconnects
from the session and the status of the computer changes to Available.

15
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Status Description
Offline The computer is not connected and is not available.
Blocked The computer is blocked and is not available for connection.

Moving computers

You can move a computer to a different lab if the computer is not in session or
reserved. To maintain computers and keep them from being reserved, move
the computer to the Maintenance Room. The Maintenance Room is created
by default and is a storage area for computers that are being repaired,
updated, and so on.

When you move a computer, it appears in the new lab on the Hands-on Lab
page of your Training Center Web site, where it can then be accessed by the
training session host for conducting a Hands-on Lab session.

To move a computer from one lab to another:

1 On the navigation bar, click Manage Labs.
The Manage Lab page appears.

2 Click the name of the lab from which you want to move a computer.
The Lab Details page appears.

3 Select the check box beside the name of the computer that you want to
move.

4 Click Move to.

The Move Computers dialog box appears.

Move Computers

Move from lab:  San Lah
Move To: |r'v'1aintenan|:e Fll:u:umj

o Cancel

16



In the Move To drop-down list, select the lab to which you want to move
the computer.

Click OK.

The computer moves to the lab that you selected.
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Note: You can view the details of the training session that a computer belongs to. On the
Lab Details page, click In Session next to the name of the computer.

Removing computers from a lab

You can remove computers from a lab at any time. When you remove a
computer, it no longer appears in the Hands-on Lab page. In addition, the

training session host cannot access the computer for conducting a Hands-on
Lab session.

To remove computers:

1

On the navigation bar, click Manage Labs.

The Manage Labs page appears.

On the Manage Labs page, click the link to the lab containing the

computer that you want to remove.

7

m sl =

Manage Labs

Lab Name Description

Digsign roam Thiss roam 15 used for the {raining about
'P_".I Photoshop, ConelDvaw, llustralor stc

QU training oo

{andware fraining
(o]
WabFx frainmg

fdaintenance Bopm

Criesde Maw Lab

This roam is used for the fraining about
Office2000, Email, Workflow

Mo related descnpdion

Thiss ram i5 used for the {raming about
WebEx Meeting Canter, WabEx
Training Cerder

Place computers that you want 1o be
inaccassible from traming sessions
Fiere

EcitLah Dalete Lk |

Tatal

0

15

15

25

Computiers
Computers In Session

Lab Schadule

Wigw Schadyle
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The Lab Details page appears.

3 Select the check box beside the name of the computer or computers that
you want to remove.

Note: To view explanations for the computer's status, see Viewing a computer's
status (on page 15).

4 Click Remove.

A confirmation message appears asking you if you are sure that you want
to remove the selected computer.

Note: If you select a computer that has been reserved or that is in session, an alert
message appears informing you that you cannot remove the computer.

5 Click OK.

The computer or computers are removed from the lab.

Connecting to available computers

You can connect to and control available computers from the Manage Labs
page. When you connect to an available computer, you cannot use it for
conducting a Hands-on Lab session.

To connect to an available computer:
1 On the navigation bar, click Manage Labs.
The Manage Labs page appears.
2 Click the appropriate lab name.
The Lab Details page appears.
3 Click Connect beside the computer that you want to connect to.

You connect to, and control the Hands-on Lab computer.

18
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Note: An unavailable computer is indicated by an Offline status.

Disconnecting from Hands-on Lab computers

You can disconnect computers whose status is In Session, and end an
Access Anywhere session. Disconnecting a computer changes the computer's
status to Available. You can then use it for a Hands-on Lab session.

To disconnect a computer:
1 On the navigation bar, click Manage Labs.
The Manage Labs page appears.
2 Click the appropriate lab name.
The Lab Details page appears.
3 Click Disconnect beside the computer that you want to disconnect.

The computer disconnects from the session and the status of this
computer changes to Available.

Note: If you select a computer that is in session, an alert message appears informing
you that the computer is currently in a training session. To view the session
information, click In Session.

19






Hands-on Lab Usage
Reports

If you want to... See...

learn about Hands-on Lab usage reports About Hands-on Lab usage reports (on page 21)

generate usage reports Generating Hands-on Lab usage reports (on page
21)

About Hands-on Lab usage reports

You can generate and view Hands-on Lab usage reports for the past three
months, if this option is available for your Hands-on Lab site. The Reports link
only appears if the Hands-on Lab report option is turned on by the Super
Administrator.

Generating Hands-on Lab usage reports

To generate Hands-on Lab reports:

1 On the navigation bar, click Reports.

21
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web
Manage Labs

Raports

Help

Lioig out

The Hands-on Lab Usage Report page appears.

Hands-on Lab Usage Report

Wiew hands-on lab usage information
Note: Youw can genarale a report lor dates up 1o three manths prar to today

Select lake: | All Labs

From: | Apnl ¥ 9 w2005 e
To: | Meny W g 2005
Son resulls by:  Lab w _Cu_pa_}?epud |

2 Inthe Select lab drop-down list, select the lab for which you want to
generate the report.

3 Inthe From and To drop-down lists, select the start and end date for the
period for which you want to view the usage report.

4 Inthe Sort results by drop-down list, select how you want the search
results to be sorted.

5 Click Display Report.

The report appears in your Web browser.

22
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Haruls-on Lab Usagn Rirport

¥ o Can g0t semelin by chChang oo the coleme Faedes  Saech goade | l".l'lv""r'llr,"'l:llll'f' I E I|.|.'|Irld|.'l\.'|1 |
et Bewghs tor Al L abe Soe= BERFAR |0 500064

AR et i GWT 00 00, Paclc Daylg Tane [Sen Fanzios

Ladi & S fype  lessin neme e it B Easratiin,  Ceongartmr Ghand 18 Addemes

i T g nmos DALEOS & Draen Dl aal &S X2 g ACTRDE £ 3D pe

e IEETTL DaFEas e Drape Darads  SE0088 .50 pm

a8 Ineaw pres Rk Diava DaCwls  &TZAAES G0l g 4

The following information typically appears in a Hands-on Lab usage report.

You can sort the information by clicking the column headings.

Option Description

Lab The name of the lab where the computer resides.
User Name The WebEx User ID.

Full Name The full name of the user.

Computer Name

Status Change

Change At
Duration

Client IP Address

The name of the remote computer.

The status changes of the remote computer during the selected period
(Available, In Session, Blocked, Offline).

The time at which the status changed.
The duration that it remained in this status.

IP address of the client computer—that is, the computer connected to the
remote computer (only valid for In Session status).

23
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