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User guide for Webex meetings 

Prepare your PC 

1. Check the system requirements 

 Internet Explorer 6/7/8  

 JavaScript and cookies enabled 

 Requires Sun Java 5 or higher 

 Recommend ActiveX be enabled for Internet Explorer  

 Intel or AMD processor (1GHz or faster)  

 At least 512 MB RAM 

 Headset with microphone (same as for Skype) 

2. If this is your first Webex meeting, join a test meeting to set up your browser (see details 

below): 

http://www.webex.com/lp/jointest/ 

3. Contact the organizer in case of any problems 

Before the meeting 

1. Make sure you have your headset ready and configured. You can test it for example with 

Skype (Tools, Options, Audio Settings). 

2. Turn off your phone(s), close your office door or ask your colleagues not to disturb you 

during the meeting. 

3. Join the meeting a few minutes before the set time by following the link in the invitation 

email. The first time you join a meeting, the following message is displayed: 

 

4. This means that the Webex plug-in for Internet Explorer is being installed. Next you will 

see the login screen: 

http://www.webex.com/lp/jointest/
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5. Enter your name and email address. You can use your name or a nickname; entering the 

correct email address is important if you want to receive a follow-up message with notes 

and documents from the meeting. 

6. Click on Join. If the button is greyed out, the meeting has not yet started. Otherwise the 

following message is displayed: 

 

7. Wait until you see the meeting screen with a sharing window, a list of participants and a 

chat window, for example: 
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8. Click on Yes to participate in the audio via VoIP session and on Unmute to activate your 

microphone. 

 
 

 

9. Adjust your audio settings, if necessary: 

 

10. You can adjust the audio settings or leave the audio conference any time using the Audio 

menu in the Meeting Window. If this is your first meeting or if you experience problems 

with using your headset, leave the audio conference and run the Audio Setup Wizard (see 

details below). 

During the meeting 

The Webex meeting window consists of an area to share content and panels for interaction 

between presenter and attendees. When a meeting opens, you will see at least the 

participants and chat panels. 
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Participants 

 

 Each meeting has a participant marked (Host) and a presenter marked by the 

Webex balloon. A headset icon is displayed beside each attendee who has joined 

the audio conference. The presenter can mute an attendee, in which case the icon is 

followed by a red cross. You can also mute yourself, using the mute button beside 

your name, for example if your phone rings or there is another disturbance in your 

office. At the bottom of the Participants Panel is a button Raise Hand. If you click 

on the button, a hand will appear at the side of you name. Raise your hand if you 

have a question, wish to speak or in response to specific questions. 

Chat 

 

The chat window allows participants and presenter to exchange text messages. Select who 

you want to send the message to from the Send to: pull-down menu, type your text in the 

window below and click on Send. 

Leave the session 

You can exit any time by clicking on File, Leave Meeting in the Main Menu. If the host 

ends the session, you will see the following message: 
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PC setup 

1. Join the Webex test meeting using this link: 

http://www.webex.com/lp/jointest/ 

2. Fill in your name and email and click on Join. 

 

3. Follow the instructions below to install the ActiveX Control: 

 

4. A progress indicator shows the installation of the Webex browser plug-in: 

http://www.webex.com/lp/jointest/
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5. In the Preferences window, click on Yes to change your time zone, language and country: 
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6. If you do not see the following message, please contact the organizer for further 

instructions and help. 
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Audio setup 

In the Main Menu, select Audio, Computer Setup for Audio. If this function is not 

available, you first need to leave the audio conference. 

 

Click on Next 

 

Select your headset as the preferred recording and playback device. Next. 
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You can test and adjust the speaker volume. Next. 

 

You can test and adjust the microphone level. Next. 
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Select Headphones. Next. 

 

Leave the default settings. Next. 
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Click on Finish. 

 


