
Using WebEx
Installation and Operation
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Email Invite

• When you’re invited to a WebEx 
Meeting, you will receive an 
email from 
messenger@webex.com.

• This email contains a button to 
join the meeting, meeting access 
code, meeting password, and 
toll-free number to join by 
phone. 
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Email Details
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Meeting date and 
time. Accept to add 
meeting to calendar.

Meeting Number and 
Password to join 
meeting.

Press this button to 
join your meeting.

Toll-free number to 
join meeting by 
phone.



Starting Your Meeting

4

As your meeting is starting, WebEx may ask if you want to 
download the application to your computer. If you prefer 
to use WebEx from your web browser, click “Join from your 
browser” instead. 



Before You Join The Meeting
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Mute / 
Unmute 
Button 
for your 
Mic.

Start / 
Stop 
Video 
Button 
for 
Camera

Click 
“Join 
Meeting” 
Button to 
enter 
meeting 
room

Click here 
to test 
Speaker 
and Mic 
before 
you ”Join 
Meeting”



Testing Speaker and Microphone

• When you click the button to 
“Test Speaker and Microphone”, 
this screen will appear.

• Here you can select which 
devices you want to use and test 
them. 
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In Your Meeting
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After you join your meeting, this is what your screen will look like. 
*Some features may be unavailable if you’re not a host or presenter*



Meeting Participants
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To view the list of 
participants in your 
meeting, click the 
“Participants” 
button here.



Meeting Chat
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To view or 
start a chat 
conversation, 
click the 
”chat” button.

To chat with 
a specific 
person, click 
the drop-
down field 
next to 
“Send to:”.



Meeting Chat
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From here 
you can 
select 
who you 
want to 
start a 
chat with.



Takes Notes During Your Meeting
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Click this button to 
access “Notes”. This 
will open a side-pane 
and allow you to take 
notes during the 
meeting.



Window Views
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Click here select your view. 
”Grid View” allows you to 
see all participants on the 
call. “Active Speaker Video 
View” only shows the 
participant who is 
currently speaking.



Audio Options
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Click the arrow next 
to ”Mute” to open 
audio options during 
your meeting.



Video Options
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Click the arrow 
next to “Start 
Video” to open 
video options 
during your 
meeting.



Share Your Screen
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Click the ”Share” 
button to share 
your screen or a 
specific 
application with 
participants.



General Options
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Click the button 
displaying 3 dots 
to bring up 
general options 
during your 
meeting.



End Meeting
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Click the ”red” 
button with 
the “x” to 
leave the 
meeting.

This prompt 
appears after 
clicking the “red” 
button. Click 
“Leave Meeting” 
to leave the 
meeting.
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