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Cisco WebEx video conferencing is a cost-effective alternative to face-to-face  meetings. You can use it to collaborate with 
customers, partners, and employees  worldwide. 
 
Features and Capabilities : 

 
• WebEx provides you with audio, web, and video conference capabilities 
• Collaborate with audio, video, and content, all in one meeting 
• Share and collaborate on documents, presentations, and whiteboards over the  web 
• Improve productivity and accelerate business processes 

• Build relationships and trust, just like in person, with a lifelike video experience 
• Facilitate project reviews and team meetings and keep deadlines on track 

Introduction to WebEx 
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If the host requires a registration ID for the event, be sure to keep the registration confirmation email. You will 

need to enter the ID when joining the event. 

 

Select the join link in your email invitation. 

 
 

Join a WebEx Event 

On the Event Information page, enter your Name, email address, and the event password. Select Join Now. 
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WebEx Events Homepage Overview (Attendee) 

The Webex Events user interface is simple. Most of the event options are in the center and participants and other panels are on the right. 

   

The WebEx Events user interface is simple. Most of the event options are in the center and participants and other panels are on the right. 
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You also have the option to join the audio conference using a phone. Simply follow the 

steps below to do so: 

 

 Click on the Audio and Video Connection option. 

 Click on Call Me, you can enter your telephone extension or your mobile  number 

 Click Call Me once you are done 

Join the audio conference using a phone  (Call me) 
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You also have the option to join the audio conference using a phone.  Simply follow the 

steps below to do so: 

 

 Click on the Audio and Video Connection option. 

 Click on I Will Call In, you will be shown the numbers to dial in 

 Enter the numbers on your phone and press dial to get connected to the audio  conference call 

Join the audio conference using a phone  (I will call in) 

Note: 

Once connected to audio,  
enter your Attendee ID to  
map the audio to your  

identity. 
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You can join the audio conference using your computer’s speaker and microphone.  Simply follow the steps 

below to do so: 

 

 Click on the Audio and Video Connection option. 

  Click on Call Using Computer, and the call will start. You will be connected to  it via your computer 

Join the audio conference using computer 
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 When you are on Mute, you can still hear the other meeting participants, but they cannot hear you. You should use mute if you want to 

remain in the meeting but do not wish to be heard. 

 To mute your audio, simply click on the Mute icon. The icon will be updated to red          to indicate that mute is on. 

 To remove yourself from mute, simply click on the Mute icon again 

Mute/unmute yourself 
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 When joining the WebEx meeting using a computer with camera, you have the option of switching on your 
video for other meeting participants to see you. 

 

 To start your video during the event, select Start my video,         and then select Start My Video. 

 

 To stop your video during the event, select Switch camera device or stop my video,        and then select 
Stop My Video. 

Switch on/ off your video 
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File sharing is ideal for presenting information that you do not need to edit during the  meeting, such as a 
video or slide presentation. After a meeting starts, you can select  a presentation or document to share. 
 

 Before you can share your screen with the meeting participants, you have to  become the presenter 

 At the right navigation bar on the participants tab, click on the Presenter icon          at the current 

presenter’s icon 

 Drag it to your name or icon and drop it 

 There will be a popup confirmation, click on Yes to confirm you want to be the  presenter on the pop-up 
that appears on your screen. You will then become the  presenter 

Share your screen 
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 From the menu bar, go to Share, then select My Screen 

 If you have more than one monitor connected to your computer, you can 

choose which desktop screen to share to your meeting participants 

 Your desktop screen will be shared 

OR 

 

 Select Share           and Screen 

(your desktop share view from other meeting participants) 

Share Everything on Your Computer Screen 
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 From the menu bar, go to Share, then select Share File(including video) 

 Your video will be shared with all the attendees 

Share video from your system 
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 From the menu bar, go to Share, then select Application 

 Hover over the option Application 

 You will be presented a list if running application, select the application whose  screen you would like to share 

OR 

 To share an application that is open, select Share          and select the application from the list of open applications. 

 

 To share an application that is not open, select Share         and Other Applications, then select                next to the  
application you want to share. 

 

 Your application screen will be shared 

 

(only PowerPoint is shared) 

Share only one of your application’s screen 
 

Applications you can share include web browsers, multimedia viewers and players, files or applications on a remote computer 

(using Access Anywhere), and any other application that appears in the list of applications. 
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Note: 
 

 If you are sharing your desktop screen and would like to switch to share an application screen, hover 

over the Sharing menu at the top of your screen and  select Share > Share Application > select 

application to share 

Switch to share an application screen 
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At the top of the screen, select Stop Sharing on the floating bar. 

 

     

If you don't see Stop Sharing, hover over the You're sharing message at the top of the screen to show the floating bar. The message looks similar to 

the following: 

 

 

Stop sharing desktop/application screen 
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In a WebEx meeting, if a presenter is sharing a desktop, web browser or application,  participants can request 
the presenter to allow them to control or annotate the  presenter’s screen. 
 

 Right-click on the presenter’s screen on your WebEx window and click on Ask  to Control 

 Confirm that you would like to request control by selecting the Request option  in the popup box 

 Once the presenter approves the request, you can click on “Take control” and  start controlling the 

presenter’s screen 

Request control of presenter’s screen 
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You can add notes in the WebEx meeting. These notes will be personal to you and  other participants are not 

able to view or access them. 

 
 In the Meeting window, click on the More options         icon 

 Enter your notes in the Notes panel that appears on the right navigation area 

 After the meeting, save the notes in a .txt format on a location of your choice 

Take personal notes in WebEx meeting 
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You can interact and chat with the meeting participants in the WebEx meeting. You  can select whether to 

chat with all, or individual participants. 

 
 In the Meeting window, click on the Chat icon 

 Enter your message in the Chat panel that appears at the right navigation area  and click Send 

 Your message will be sent to all participants in the meeting 

Chat with all meeting participant(s) 
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 To chat with an individual meeting participant, select the meeting participant  you want to chat with 

in the Chat panel 

 Enter your message and press Send 

 Your message will be sent to only that participant 

Chat with individual meeting participant 
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You can use the “Raise hand” feature if you are a participant and on mute, and would  like your host’s attention. 

 Simply click on the Raise hand icon beside your name 

 Once you have raised your hand, the icon will be updated to blue           host will see 

that you have raised your hand. 

 At this time, the host will know that you have asked for attention. 

(host will see that a participant had raised hand) 

Raise hand 
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Annotations on the whiteboard 

You can use whiteboards to write and brainstorm with your meeting participants. But  to let them annotate on 

your whiteboard, you have given them permission to annotate 

 Right-click on the person you wish to allow to annotate 

 Click on Allow to Annotate 
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Question & Answer session 

Turn Q and A On or Off 

To use Q & A during an event, ensure that the Q & A option is turned on. You can also turn it off at any 
time, if necessary. 

 

 In the Event window, do the following: 
Windows: Select Event Tab > Options > Communications 

 Check or uncheck Q & A, and then select OK 
 Click on the more tab and select the Q & A option 
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Ask a Question 

During an event, you can send your questions to all or specific panelists in a Q & A session. 
 
 Open the Q & A panel. 

 
 On the Q & A panel, type your question in the text box. 
(Optional) To edit your question, highlight the text you want to edit, and then right-click to use the editing commands in 
the menu. 
 
 If you want to ask a specific panelist / host, in the Ask drop-down list, select the recipient, and then select Send. 
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Answer a poll question 

To answer a poll question raised by the panelist open the polling panel 

Multiple choice: Select your answer and click Submit  

 

 

 

 

 

Short Answer: Type your answer in the text box below the question and click Submit 

 

 

 

 

**Note: Your answers might be recorded by the panelists. 
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To leave an event, click on Leave Event. 

Leave an event 
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