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Joining a WebEx Meeting (invitation explained) 
Note: Cisco recommends using Google Chrome as your browser for the best WebEx experience. 

1. Login to your email. 

2. Navigate to your Email Inbox or Calendar and open the WebEx Invitation email.  

PC users: If you accept the invitation it will go to your Sent folder and will also be on your calendar at the date/time specified.  

Mac users: If you accept the invitation it will go into your Junk folder and will also be on your calendar at the date/time specified.  

3. This invitation will allow you to join from a computer, laptop, smartphone, phone line or video conference system. Choose your 
method: 

Important: Invitations may look different than the examples shown below. Follow the instructions provided on your invitation.  

Join by Computer/Laptop: Select Join meeting (green icon)  

Join by phone: Dial the Join by phone number provided and enter the access code when prompted.  

Join by Video system: Using the room’s touch panel select Video conference, then type in the Join by video system address by us-
ing the number/letter keypads. Then select Call. 

Example email invitation #1: 

Join by Computer/
Laptop 

Join by Phone 
(dial in) 

Join by video 
system 

Meeting # (access code) 
Meeting password 

Join by mobile device (auto dial 
in with number and passcode) 

Example email invitation #2: 

Join by video 
system 

Join by Computer/
Laptop 

Join by Phone 
(dial in) 

UCONN Health IT's Personal Room 
https://uchc.webex.com/meet/UCONN | 800921123 
 
Join by video system 
Dial UCONN.uchc@webex.com 
You can also dial 123.456.2.68 and enter your meeting number. 
 
Join by phone 
+1-415-655-0003 US Toll 
Access code: 800 921 123 
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3. If this is the first time you’re joining a webex meeting, you will be prompted to download and install Webex Meetings app (the 
app will download automatically). We recommend doing so at this time for the full Webex experience. 

Joining a Webex Meeting on a Computer/Laptop 
1. Navigate to the Webex invitation you received. If you did not accept the invitation, it will be in your inbox. 

PC users: If you accepted the invitation it will go to your Sent folder and will also be on your calendar at the date/time specified.  

Mac users: If you accepted the invitation it will go into your Junk folder and will also be on your calendar at the date/time specified.  

Open the calendar meeting and you will see the invitation. 

2. Select the Join Meeting (green button) 

Optional: If you do not want to download and install the application do the following:  

A. Cancel the download in order to continue to the Web App. 

B. Wait up to 10 seconds after you cancel the download, or until the "Having trouble downloading the app" message 
appears. Click on Join from your browser. See image below. 

4. A meeting preview screen will launch. Select your audio connection type. Preview screen below: 

Use computer audio: Will use built in or external audio source from 
your computer or laptop. 

Call in: Will provide call in information to dial in by a phone line. Au-
dio will not connect until you manually call in from a phone.         
(Note: After joining the meeting, call in information will be displayed)  

Don’t connect to audio: Will disconnect audio. You cannot hear or 
speak. 

Important: Webex invitations may be customized. Make sure to follow the instructions on the invitation. Generally there is a 

blue hyperlink to click to join the meeting from a computer. 
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5. Select your microphone, speaker, and camera. When using a webcam or laptop, Webex will automatically choose the default 
settings for your mic, speaker, and camera (not in all cases).  

Note: Webex will remember the settings you chose for your previous meeting. 

Optional: Before entering a meeting, you may choose to have your microphone on or muted and your video (camera) on or 
stopped. Select Mute to mute your mic. Select Stop video to stop your video (camera). You can turn your microphone and camera 
on and off at any time during the meeting. 

Note: You can leave your mic muted and press and hold the “spacebar” to talk. Let go of the space bar to remain muted.  

Optional: Before entering a meeting, you may choose to test your microphone and camera to ensure they are working properly.  

Speaker: Select Test and you should 

hear a sound playing. If you do not hear 

sound, make sure your device volume is 

turned up and not off or muted. If you 

need to, try selecting a different speaker 

option in the settings (if available).  

Microphone: Select Test and it will start 

recording a test for a few seconds. Start 

talking as you would normally be talking 

in your meeting. The system will playback 

the recording so you can hear yourself. If 

you do not hear yourself make sure your 

mic is on and not muted. If you need to, 

try selecting a different microphone    

option in the settings (if available).  

6. Select Join Meeting when you are ready.  

Settings Example: 

Mic: On 
Cam: On 

Mic: Off 
Cam: Off 
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Audio/Video Settings 

Choose your Audio and Video Settings Before you Join a Webex Meeting or Event 

Choose how you want to connect to the audio, mute or unmute your microphone, and turn on or turn off your video before you 

join a meeting or event.  Click here for a video guide. 

1. Once you have clicked a link to a join a webex meeting a preview screen will appear. In this screen you may choose your audio 

and video settings before you enter the meeting. 

2. If you are choosing to Use Computer Audio , select the audio options arrow to change your audio settings (microphone and 

speakers)  

2. Select your audio connection type.  

Use computer audio: Will use built in or external audio source from your computer or laptop.  

Call in: Will provide call in information to dial in by a phone line. Audio will not connect until you manually call in from a phone .         
Note: After joining the meeting, the call in information will be displayed in a popup window. Follow the instructions provided. 

Don’t connect to audio: Will disconnect audio. You cannot hear or speak. 

3. Select your camera.  

Select your Speaker: 
Use system setting: Uses whatever the system 
default settings are set to. 
Speaker: Uses built in or external speakers. 
Headphones: Uses headphones that are 
plugged into the computer. 

Select your Microphone: 
Use system setting: Uses whatever the system 
default settings are set to. 
Internal Microphone: Uses built in microphone 
(generally on laptops). 
External Microphone: Uses a microphone that is 
plugged into the computer. 

https://help.webex.com/en-us/nt2ig0y/Choose-Your-Audio-and-Video-Settings-Before-You-Join-a-Webex-Meeting-or-Event-Slow-Channel
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4. Test your audio settings to ensure your microphone and speakers are working before you enter the meeting. 

 A. Select Test speaker and microphone on the preview screen 

 B. Select Test next to the speaker settings and a chime will play.  

 If you do not hear the test sound make sure your speakers are on and your computer sound isn’t muted. Try changing 
 the speaker setting to another device such as headphones. There may be more than one option for selecting speakers. 

 C. Select Test next to the microphone settings. Start speaking into your microphone and webex will record your voice 
 and then play it back to you after five seconds.  

 If you do not hear your voice played back ensure that your microphone is not muted, fully plugged in, and your speakers 
 are working (so you can hear your voice played back). There may be more than one option for selecting your microphone. 

Select Test to test your speakers or 

headset. A short audio clip will 

play (repeating chime).  

Select Test and start speaking into your 

microphone. Webex will record your 

voice for five seconds then the record-

ing will be played back to you. 

5. Optional: Before entering a meeting, you may choose to have your microphone on or muted and your video (camera) on or 
stopped. Select Mute to mute your mic. Select Stop video to stop your video (camera). You can turn  your microphone and camera 
back on during the meeting. You can mute/unmute your mic and start/stop video whenever you want during the meeting. 

Note: You can leave your mic muted and press and hold the “spacebar” to talk. Let go of the space bar to remain muted.  

Mic: On 
Cam: On 

Mic: Off 
Cam: Off 
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Change your Audio Settings During a Webex Meeting or Event 

1. Select Audio & Video at the top of the meeting window and then select Speaker and Microphone Settings... 

2. Select the speaker options to select a different speaker. 

Change your microphone or speaker setting 

3. Select the microphone options to select a different microphone. 

4.  Try testing your microphone and speaker option to ensure they are working. If your speakers or microphone aren't working, try 

testing each microphone and speaker option available in each menu. You may have several different options to try.  

Select Test to test your speakers or 

headset. A short audio clip will 

play (repeating chime).  

Select Test and start speaking into your 

microphone. Webex will record your 

voice for five seconds then the record-

ing will be played back to you. 

5. When you are ready, close the Speaker and Microphone options box. You will be in the meeting with the speaker and micro-

phone settings you just selected. 
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You can share your entire screen with others, or choose which files and applications you want to share so you can keep everything 

else private.  

When you share your screen, everyone sees what you can see on your screen. If you have a Word document or a PowerPoint slide, 

or even a website or chat window open, they’ll see it.  

Note: Before your meeting, mute notifications and close any personal or sensitive documents. This way, you don’t have to worry 

about accidentally sharing private or distracting information.  

WebEx Content Sharing 

Share your screen 

Select  Share                          and Screen.  

Share only a specific application 

When you share a specific application, others can't see anything other than the shared application. For example, if you have your 

browser and PowerPoint open and you choose to share PowerPoint, they can't see the browser tabs you have open. But if you 

have several PowerPoint presentations open, you can switch between them and they'll still be shared. You can also edit slides as 

you share them. If you accidentally click on an application that’s not shared, they’ll see a gray screen.  

To share an application that is open, select  Share                           and select the application from the list of open applications. 

To share an application that is not open, select  Share                           and Other Applications, then click                         next to the 

application you want to share.               

Choose an 

application 
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Share a video 

Sharing video is slightly different from sharing any other type of content. That’s why Webex Meetings has a sharing mode that’s 

optimized for video.  

Note: Optimizing for motion and video isn't currently available in Webex Events. If you're using Webex Events, share your video by 

selecting Share and Share File.  

Go to Share                         , select Optimize for motion and video from the drop-down menu, and then choose the content you 

want to share. 

See what you're sharing 

When you’re sharing content, you want to make sure you’re sharing only what you want and that everyone in the meeting can see 

it. When you share your screen or an application, check what everyone else sees by opening a window that shows you what you're 

sharing. 

While sharing, go to the tab in the meeting control bar at the top of the screen and click the down arrow. 

Sharing files allows you to share a single file. It could be anything, like a document or video file stored on your computer.  

Note: If you already have the file open, share your screen or application. File sharing may not work when you're trying to share a 

PowerPoint presentation with embedded video.  

Share a file 

To share a file, Select  Share                          and Share File.  

Create a whiteboard to visually share your ideas. Whiteboards shared during a meeting aren't automatically saved. Remember to 

save your whiteboard.  

Share a whiteboard 

To share a blank work area where you can collaborate with the other meeting participants using both text and graphics tools,    

select Share                          and New Whiteboard.  

https://help.webex.com/517f0j/Share-Motion-and-Video-Content-in-Cisco-Webex-Meetings
https://help.webex.com/nytdb92/Use-the-Whiteboard-in-Cisco-Webex-Meetings
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Raising Hand in Webex 

As a host or presenter, you can now see participants who raise their hand, automatically sorted at the top of the Participants list. 

The order that the participants are listed follows the order in which they raised their hand. You can also sort participants by name 

to quickly scan the list.  

1.  Select              to open the Participants panel.  

2.  Select Sort by > Raised hands  

Note: The participants who raised their hands are moved to the top of participant list automatically and are sorted in the order in 

which they raised their hands. The host and presenter remain at the top of the list.  

How to Raise your Hand 

 1.  Select              to open the Participants panel.  

2.  Find your name on the participants list. (Below your name you will see “me”) 

3.  Click on the          icon to raise your hand. It will turn blue, meaning your hand is raised. Click on the icon again to lower your 

hand. 

Calling on Participants with Raised Hands 

This symbol indicates that 

the participant has their 

hand raised. 

Sort by raised hands or 

names (alphabetical) 
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Virtual Backgrounds 
You can blur your background, change your background, or add a background image during your meeting, event, or training ses-

sion. Blurring your background makes your surroundings appear out of focus so people can't see the details of what's going on be-

hind you. Alternatively, you can completely replace your surroundings with one of the preset backgrounds, or add one of your own.  

Before You Join 

Click Change Background and then do one of the following: 

 To blur your surroundings while remaining in focus, click Blur. 

 To use a default virtual background, click the one you want. 

 To use your own image for the virtual background, tap the + icon. 

Note: We recommend that you use an image that's 1280 × 720 pixels in size or larger. Images must be in the .jpg or .png format. 

1.  In your self-view window, click the Video options icon, choose Change Virtual Background, and do one of the following: 

 To blur your surroundings while remaining in focus, click Blur. 

 To use a default virtual background, click the one you want. 

 To use your own image for the virtual background, tap the + icon. 

2.  When you're ready for everyone in the meeting to see your background, click Apply. Webex remembers your selection for your 

next meeting.  

These tips can help make sure you distinguish yourself from your surroundings so that you get the most out of using virtual back-
grounds. 

 Make sure the area you're in is well lit. 

 Sit in front of a wall or other static backdrop. 

 Wear clothes that are a different color than your surroundings. 
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System Requirements for using Virtual Backgrounds 

Windows 

Webex Version: 

 WBS40.6.6—Blurred background and background replacement 

 WBS40.8 and later—Blurred background, background replacement, and custom backgrounds 

Operating System: 

 Windows 8 or Windows 10 32-bit/64-bit 

Processor: 

 Intel Core i3, i5, or i7 4000 series or higher 

 AMD Ryzen 5, 7, 9, or higher 

Memory: 

 4 GB or more of RAM 

 2 GB or more of VRAM for dedicated GPUs 

Mac 

Webex version: 

 WBS40.6.6—Blurred background and background replacement 

 WBS40.8 and later—Blurred background, background replacement, and custom backgrounds 

Operating system: 

 macOS High Sierra (version 10.13) and later 

Processor: 

 Intel Core i7 4000 series quad-core or higher processor 

 Intel Core i7 5000 series dual-core processor or higher 

 Intel Core i5 6000 series dual-core processor or higher 

Memory: 

 2GB or more of VRAM for dedicated GPUs 

iOS 

Webex version: 

 WBS39.8 and later 

Device: 

 iPhone 7 and later 

 iPad (5th generation) and later 

 iPad Pro and later 

 iPad mini (5th generation) and later 

 iPad Air (3rd generation) and later 
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Android 

Webex version: 

 WBS40.7 and later 

Operating system: 

 Android 9.0 (Pie) and later 

Processor: 

 Snapdragon 845 

 Samsung Exynos 9810 

 Equivalent processors with eight or more cores 

Memory: 

 3.5 GB or more of RAM 

Note: Only Android devices that meet these requirements are supported.  


