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WebEx Tips 

 

Take a deep breath! This is a sudden and difficult 

transition, yet we can do it!  

 

Kim has set up a WebEx meeting that will be open for the 

next 48 hours. The invitation is in your email. Please log 

in and practice before your first class. If you’d like to 

have either Kim or Andrea meet you in the room and talk 

you through it, just call or text us to set up a time. Our 

numbers are below. 

 

For the next two weeks, Kim and Andrea will be available 

on-call if you have any issues during your class, call or 

text if you have an issue you cannot manage during your 

class.  

 

We believe in you! 

Kim 801-123-4567 

Andrea 801-123-4567 



WebEx Meeting Controls 

 

 

When you are showing your video, these controls will be 

at the bottom of your screen. When you are sharing your 

screen instead, the controls will be hidden. Hovering over 

the green tab at the top will bring them up. 



LAYOUTS 

 

In the top right corner, you’ll 

see the layout that will 

display. Each person in the 

meeting picks the layout they 

want. Remember they don’t 

necessarily see the same view that you do!  

 

Might be a good idea to point this out to students so 

they can customize. 

Active Speaker: Large view of who is talking (LEFT icon) 

Full Screen: Only video of who is talking (MIDDLE) 

Grid View: Equal sized video windows of up to 25 

participants (RIGHT) 

 



Audio Issues - Connecting to the Webex speaker in 

the classroom: 
 

(note: you DO NOT have to connect the speaker to your computer! You do not 

have to do anything with wires. It’s a landline phone and works as a parallel .) 

 

Step one: Log into your meeting. If it gives you the 

choice, choose “call in” and use the phone pad on the 

speaker to call in. You need the call in 

phone number, meeting ID and 

participant number that display.  

Step 2: Only **If* it put in you in the 

meeting   with computer audio. 

Go to the top menu, choose audio. Disconnect from your 

computer audio. Choose call in. It will display the info, 

and use the speakerphone to call in.  

If your students have sound issues, have 

them do this, but with their own phone 

instead of the speakerphone. 



Starting a Meeting 

You should be able to just click on the invite Kim sent 

you. Kim will have it set up so that you are the 

host/presenter. 

 

Ending a Meeting 

Click the red button with the X on the right of the 

meeting controls. This ends the meeting for everyone.



To SHARE visuals  

A photo or document 

1. Have the document open on your 

computer before starting the meeting. 

2. When you are ready to share, hit the 

SHARE button at the bottom.  

3. Choose the thing you want to share.  

4. A yellow box will appear around what you are 

sharing. 

 

A video 

Have the video queued up, paused and minimized before 

starting the meeting.  

When you’re ready to share, maximize the video. 

Hit the share button, choose the video. 

Hit play. 



To ANNOTATE while sharing 

Click the small orange tab at the top that says “You’re 

sharing this screen. 

The sharing controls will come down. Choose Annotate. 

It’s the squiggly line on the left. 

 

You’ll get this set of annotation tools: 

 

Tip: Use the multi-key shortcut Control + Alt + F to change 

fonts in the type tool  



To STOP sharing something other than 

your face 

 
Click the orange tab at the top and choose the big orange 

button that says “Stop Sharing” 

 

The program will go back to the layout the participants 

have chosen. 

 

 



To use the CHAT 

Click the chat button. (looks 

like a speech bubble) 

The chat box will appear on the 

right side.  

If you have the chat box hidden 

and someone sends you a 

message, you’ll see a 

notification next to the chat button. 



To use the WHITEBOARD 

Pretty much the exact same as annotation, you just get a nice clean 

white place to do it. 

Start a share, but instead of choosing to share your 

screen, choose “whiteboard” 

 

If you are having trouble doing anything else after the 

whiteboard, you probably forgot to CLOSE it when you 

were done. 

To stop sharing the whiteboard 

Click the tab in the middle top of the whiteboard space 

and chose to close it. Don’t save unless you need to.  



Other Tasks You Might Need 

Can’t get anything to show 
on your screen 

Did you close the 
whiteboard? 

Edit alert sounds Right click the title of the 
participants panel and 
choose “Sound Alerts” 

Turn off the tone for 
people coming and going 

Under participant, choose 
“Entry and Exit tones” 

Rename a user 
(if someone has an inappropriate 
name) 

In the participants list, 
right click and choose 
rename 

Mute everyone but you Under “participant” in the 
top menu choose “mute 
all” 

Mute one specific person In the participants panel, 
click on the microphone 
next to the person you 
want to mute.  

Unlock a meeting 
 

Under “meeting” in the top 
menu, choose “Unlock” 

Make someone else the 
presenter (Never the HOST) 

Right click on their name 
and choose “make 
presenter” 



Take back being the 
presenter 

Right click on your name 
and choose “make 
presenter” 

Can’t find controls? Control + Shift + Q  
(all at once) 

 

Call text either Kim or Andrea if needed. 


