
Attending a WebEx Session 

If you have not been on WebEx before, you may need to install WebEx in order to join the meeting. We 
recommend you go to www.webex.com and download the WebEx Client Application. 

Once you have finished the download (or if you’ve been on WebEx before), your first step is NOT to call 
in – it is to click on the “join” link for your meeting, then follow the steps below. 

 
You will see a series of screens as you enter the meeting. Follow these instructions to join and to 
get the audio. 
 
1. This is the screen you will see first – 

 
 
 
 
 
 
 
 

 
2. Next you’ll be brought into the meeting room, and will need to choose an audio method – you may see 

“call using computer” as the initial choice, or it may show one of the others (“call me” or “call in”) 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
3. Click on “More” to see all the audio options – we’ve 

numbered them in order of consideration: 
 
 
Choose “Call Using Computer” (after clicking ‘Test 
speaker/microphone’).  If you are unable to use your 
computer for audio, click on “Call Me” and it will give the 
option for the system to dial your phone number. 
 
If joining the audio connection as described above does 
not work, then choose the 3rd option and use the call in 
number and access code to join the meeting. 
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Helpful Hints 
 

When you are in the session…. 

You will see a list of the meeting participants on the right hand side—near your name you will see a 
microphone symbol and also, if you have a webcam available, a symbol of a camera.  The microphone 
symbol, if red, means your line is muted.  If it is grey, it is not muted.  You can toggle on and off mute by 
clicking on that symbol. Just remember, red is mute.  

 

 

 

Have a question? 

There are several ways to ask a question during your session.  In some sessions, the host or presenter 
will ask that you raise your hand to be called upon.  You will find the raise hand icon below the participant 
list. You will need to lower your hand once you have been called on.   

A more popular way of handling questions is through the chat box at the bottom right of your screen.  
Depending on the way the host has set the permissions, you can chat with Everyone, the Presenter, or 
even individual participants.  Just hit Send after typing in your message.  

 

We hope you enjoy your WebEx Meeting Center experience!  
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