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Mobile

Please note that you must download Webex
before joining a meeting. 



COMPUTER

HOW TO DOWNLOAD WEBEX

1

1

2

3

Go to: https://www.webex.com/downloads.html

Click the green button.

Click on “Webex.exe” to open the file.4

Click the download arrow.

https://www.webex.com/downloads.html


COMPUTER

HOW TO DOWNLOAD WEBEX

5

Open the file and click ‘accept’. 6

Webex will begin downloading. This may take a few

minutes. 



Go to your email and find the meeting information. Click

on the green ‘Join Meeting’ button. 

 

COMPUTER

1

2

HOW TO JOIN A MEETING

2 A pop-up window will appear. Click ‘open Webex’. 

2
3 Click ‘’Join as guest’.



COMPUTER

HOW TO JOIN A MEETING

4 Type in your preferred name.

5 Check that your microphone is off before joining the
meeting. The button should say ‘unmute’. If it says
‘mute’, please click it once to turn your microphone off. 

You can turn it on at anytime by clicking ‘unmute’.  



COMPUTER
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Here, you can blur or

change your background

Meeting Title 

HOW TO JOIN A MEETING

You can choose to turn your camera on or off. To turn your
camera on, click the ‘start video button’. You should see
yourself on the screen. 

You can turn it off at anytime by clicking the button again.  

You can choose to blur your background or change your
video background by clicking the small arrow next to the
‘start video’ button. 



COMPUTER
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Click
Someone will let you in to the
meeting.

The waiting room might look like this: 

to join the meeting. You may enter a waiting room.

HOW TO JOIN A MEETING

When the host is ready to begin, you will be admitted to the
meeting. 

If you are still having trouble joining the meeting, you can
contact Webex Technical Support here: 

https://help.webex.com/en-us/article/WBX162/Contact-
Technical-Support-for-Webex-Issues 

9

https://help.webex.com/en-us/article/WBX162/Contact-Technical-Support-for-Webex-Issues
https://help.webex.com/en-us/article/WBX162/Contact-Technical-Support-for-Webex-Issues


COMPUTER

1
The bottom of your screen will look like this. This is called your

toolbar.

HOW TO USE MEETING FUNCTIONS

3
The raise hand function indicates to the host that you would

like to speak. You can click it once to raise hand, and again to

stop raising your hand. 

Raise your hand

2
These buttons control your microphone and camera. If the icon

next to them are red, they are off. If they are green, they are on. 

You can turn them on and off by clicking the button. 

Microphone Camera



COMPUTER
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You can also display reaction emojis on your video. 

You can open the chat box by clicking this button. 

Click ‘’everyone’ before writing your

message to send it to everyone. 

Click to choose a reaction emojis

Once the chat is open, you can send a message to everyone in

the meeting or send a direct message to someone. 

Click ‘’direct’ to search for the

participant you want to direct

message. 

HOW TO USE MEETING FUNCTIONS



COMPUTER
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Click here to turn on closed captions

2

To change the number of people visible on your screen, or to

make someone bigger, click here at the top of your screen.

You can turn on closed captions to add subtitles. 

Click here to show

layout options.

The following options

will open on your

screen. 

HOW TO USE MEETING FUNCTIONS



MOBILE PHONE

HOW TO DOWNLOAD WEBEX

1
Find “Webex” on the App Store or Google Play, and download it

for free.

If you have an android phone,

use the Google Play app to

search for “Webex”. 

Click here to download the

Webex app. 

If you have an apple iphone,

use the App Store to search

for “Webex”. 

Click here to download the

Webex app. 



MOBILE PHONE

1 Find the meeting information in your email. Click ‘Join Meeting’.

HOW TO JOIN A MEETING

2

Click to join meeting. 

You can choose to turn your
camera on or off. To turn your
camera on, click the ‘start
video button’. You should see
yourself on the screen. 

You can turn it off at anytime
by clicking the button again. 

Camera

Microphone



MOBILE PHONE

1

HOW TO USE MEETING FUNCTIONS

You can choose to turn your camera on or off. To turn your camera on,
click the ‘start video button’. You should see yourself on the screen. 

You can turn it off at anytime by clicking the button again. 

Microphone Camera

2 The raise hand function indicates to the host that you would like to
speak. To raise hand, first click the button with three dots. 

Click here

The raise hand function indicates to the host that you would like to
speak. To raise hand, first click the button with three dots. 

Click here to raise
hand. Click again to
stop raising your
hand. 



MOBILE PHONE

3 You can also display reaction emojis on your video. First,

click the button with three dots. 

HOW TO USE MEETING FUNCTIONS

Click here

You will be able to pick from a few reaction emojis. Click on the
emoji you would like to display on your video. It will automatically
dissapear after a few seconds. 

Click on the emoji you
would like to display. 



MOBILE PHONE

4

HOW TO USE MEETING FUNCTIONS
You can open the chat box by clicking the text bubble
button. You can choose to send a message to everyone in
the meeting or send a direct message to someone. 

Click ‘’everyone’ before writing your

message to send it to everyone. 

Click ‘’direct’ to search for the participant

you want to direct message. 

5 You can also turn on closed captions on your video. First,

click the button with three dots. 

Click here



MOBILE PHONE
HOW TO USE MEETING FUNCTIONS

Click on ‘closed captions’


