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WebEx Instructions 
  

1. You will have received an email invitation from your host. A reminder will be sent before the meeting begins. 
If you can’t locate this, ask your host to resend and check the email you provided.  

 

2. On the email link, click Join (as shown below). The link can also be found on your outlook calendar if it is 
synced. 

 
3. If this is the first time you're joining a Webex meeting, Webex automatically downloads the app. Click the 

installer file to install the app. 

 
 



 
 

4. Wait for the app to install 

 
 

5. Enter you display name and email address. Press Next 

 
  



 
 

 
 

6. Choose how you wish to hear the presenation: “Use Computer for Audio“ is recommeded 

 
 
Use computer for audio (default)  ̶ Uses your computer with a headset or speakers. 

Call in   ̶ If you prefer to use your phone for audio, dial in when the meeting starts. A list of the global call-in 
numbers is available in your meeting invite. Choose this option if your Internet connection is slow. 

7. By default, your microphone and camera are turned off. The video and microphone buttons are both 
red. Please leave your microphone and video off during the meeting. 

 

8. Click Join Meeting 

 

 

 

 


