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For Attendees



Before a meetingBefore a meeting



Before a meeting

• You will receive the Webinar invitation letter 

and login information

• Log in Webex platform when the training 

session startssession starts

• Be sure to use Internet Explorer browser and 

get your microphone and speakers connected 

to your computer



Invitation E-Mail

• In your mailbox: 



Join a meeting on WebExJoin a meeting on WebEx



Start the Webinar

• Click the link in the invitation e-mail

• Key-in  ‘Your name’ and ‘Email address’ 

1.

2.



Install ActiveX

• For a first-time Webex user, please install 

“WebEx Client” ActiveX control



Enable Audio

1. Click ‘Use Computer 

Headset’

2. Click ‘Call using Computer’
1.

2.



WebEx Audio Setup Wizard

• For a first-time webinar user, please follow           

this setup wizard to optimize audio quality



• Move the bar to adjust the 

volumes of the speaker & 

microphone

Volume Adjustment

• Once you enable audio, 

you’ll see ‘Speak now’ at 

the bottom right corner of 

the webinar window

Adjust  volume



Another way to enable Audio

Go to ‘Audio’ > ‘Join Audio Conference’ to 

enable audio 

Go to ‘Audio’ > ‘Volume’ to adjust volume



Chat with group or individual 

1. Click to expand the 

‘Chat’ panel

2. Text you message 

and choose whom you and choose whom you 

want to send to

3. ‘Send’ your message
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Show your video!

1. Click to expand 

the ‘Video’ panel

2. Click ‘Send Video’ 

to show your image

2

3to show your image

3. To stop sending 

video, click ‘Stop 

Video’ 1
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Let’s start our Webinar!!


