
Email invitation.
You will receive an email invitation with the  
date and time of the meeting.

If you are joining by computer,  
click the JOIN MEETING button.

This will take you to a browser window  
(i.e. Chrome window). 
Click JOIN MEETING.

If you do not have a computer with a webcam 
and microphone, you can join as a audio only 
phone call. Dial the number provided in the 
email.

You will be prompted for the Meeting number, 
found in the email invitation.

Call in number  
for phone only  
audio access.

Meeting number  
(access code)  
& password
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Download and install Webex app. 
You will be prompted to download the Cisco 
Webex Meetings app.

Follow the onscreen prompts to install software. 
Your screen and prompts may look different 
depending on your device and operating 
system. (mac shown here)

You should only have to do this the first time. 
Once your app is installed, when you click on 
JOIN MEETING in the invitation, the app should 
open automatically.

Join in Browser only option: You may 
have the option to join the meeting without 
downloading the app by joining through your 
browser. If this option is available to you, there 
will be a link at the bottom of the browser 
screen, click JOIN in BROWSER.

Note, there are limited capabilities with this 
option. For example, grid view is unavailable.

click to  
install  
Webex 
App
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Once you have downloaded and run the 
installation, The Cisco Webex Meetings app 
should open automatically.

Enter your name and email address and click 
NEXT.

[enter your name here]

[enter your email address here]
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Audio and Video Preview.
Here you can turn on or off your AUDIO and 
VIDEO via the buttons at the bottom.
Once you think you look presentable,  
click JOIN MEETING.

You will be able to see yourself and others on 
the screen.

This screen shows initials of a participant who 
has turned their video OFF in the big window 
and yourself in the small window.
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Controls.
If you hover your mouse at the bottom of the app 
window, controls will appear at the bottom of the 
screen.

close up of controls:

AUDIO  
mute or unmute

VIDEO 
on or off

SHARE
content

CHAT LEAVE 
meeting

PARTICIPANTS MORE 
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AUDIO  
mute or unmute

VIDEO 
on or off

SHARE
content

CHAT LEAVE 
meeting

PARTICIPANTS MORE 

Controls detail:

AUDIO
Mute or unmute your microphone.
The button turns red when muted.

VIDEO
Turn on or off your video (webcam).
On = we can see you.
Off = will show your initials on sceen only.

SHARE
Allows you to share a document that is on 
your computer. A PowerPoint, PDF, photo etc.

PARTICIPANTS
Brings up a window that shows all participants

CHAT
Click this button to bring up the chat window 
where you can TYPE in a question or 
comment.

MORE
Several selections. One is Speaker and 
Microphone Settings. Use for troubleshooting 
video and audio issues.

LEAVE
Click this button to leave the meeting. 
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Best Practices
PREPARATION
If there is a window behind your chair, please close 
the blinds/curtains. Backlighting is not advisable.
Make sure other noises around you are OFF  
(TV, radio, dogs, spouse…)
Try to have your webcam at eye level, setting your 
laptop or phone on a stack of books is helpful.

DURING THE MEETING
When you are NOT speaking, MUTE your audio via 
toggle MUTE button in menu at the bottom of the 
screen.
CHAT window (menu at bottom of screen) allows 
you to TYPE comments or questions during the 
meeting. This minimizes interruptions and allows the 
moderator to read and answer your question at the 
appropriate time.

VIEWING OPTIONS.
Controls at the top of the screen allow for user to 
switch between  Grid View (shows thumbnail images 
of all participants) or Speaker View (shows only the 
current speaker in big video window).
There is also a PIN icon, where user can pin the 
speaker in the large window at all times. Helpful if 
you only want to see the main speaker and not other 
participants. These are UNAVAILABLE to anyone 
who joined via browser and not the App.

Play around with the controls. See which you prefer.
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FOR MODERATORS
Please ask all your students to MUTE their audio. This will minimize stray 
noise disruptions while you are speaking. 
If you are doing a lecture type class that does not include audience 
participation, you can have all students turn off their video as well. This can 
be very helpful for slower internet connections.
Remind students that they can use the CHAT window to TYPE in any 
questions or comments. You then can answer them at a convenient time 
during your lecture or reserve the last 15 minutes or so of class for Q and A.
Low-tech option:
If you have students who do NOT have a device capable of utilizing the web 
meeting software, there will be a CALL IN number provided in the email 
invitiaton. Student simply needs to call the phone number provided from any 
phone, including land line. After dialing the call-in number, student should 
follow the audio prompts, they will need to enter the meeting ID, found in 
the email invitation, followed by # symbol. They will hear audio only of the 
meeting and they also will be able to speak and be heard by everyone.

HOST AND PRESENTERS AND TECH HELPER
As a monerator, you will be designated a HOST at the start of your meeting. 
(OLLI staff will do this). A host has more control than an attendee.
It may be helpful for you to identify a student in your class who is willing 
to act as a technical helper to allow you to concentrate on your subject 
matter. In this case the tech helper would be assigned as HOST and 
you would be assigned as PRESENTER. A host has the ability to mute 
any participant.  For example, if one of your students has not muted 
their microphone and their dog is barking wildly, the host can mute them.  
Additionally, your tech helper can monitor the chat window for pertinent 
questions or perhaps someone is having a technical question, that student 
could type it into the chat window without disrupting the moderator.


