Webex user guide

Technical Preparation & Meeting Setup
Elodie Carrouset and Genoveva Sider from Teamwork will be in the call to support you in case you experience any
problem joining the webinar. You can contact Elodie by phone at +33 (0) 6 32 59 11 52 and Genoveva at
+33.060.830.0942 or by email at udn_secretariat@teamwork.fr

Recommendations for a smooth running of the webinar session:








For a better user’s experience, we recommend using Google Chrome
Make sure you have already downloaded the Webex Meetings application to ensure that your IT
environment can support the software: https://www.webex.com/downloads.html .
Join the webinar room 10 minutes in advance to test your Webex connection
Your microphone and camera will be muted by default
To ask a question, please use Chat window
Use headphones or a headset
Before joining the webinar, you will be requested to type your name. This name will be used for the Q&A
session, so we invite you to be as meaningful as possible in order to facilitate the work of the moderator

How to join the webinar on Webex:
1.To join the webinar, click the link from the invitation that you will receive from the Secretariat of the webinars
or copy the link in your browser.
2.If you didn’t install the app before the meeting start and this is the first time you're joining a Webex event,
Webex automatically downloads the app. Click the installer file to install the app, it will only take a few seconds
and you will then automatically join the meeting.

3. If you have the application installed by clicking the link provided by the secretariat you will arrive into the page
below. Enter your name and email address in the empty cells on the right column. DON’T delete the

password, then click Join Now.

If the event has not yet started, the Join Now button appears as dimmed.
The name you enter is the name everyone in the meeting will see so please so try to write it as meaningful
as possible in order to facilitate the work of the moderator

4. Alternatively, you can join from the Home page of the Webex site

enter the 9-digit event number in the text box ( if required enter the password provided in the email invitation),
and press ENTER

you will arrive into the page below. Enter your name and email address in the empty cells on the right

column. DON’T delete the password, then click Join Now.

If the event has not yet started, the Join Now button appears as dimmed.

5. In the preview window, you can make sure your audio and video sound and look good before you join the
meeting. First, choose how you want to hear.

We recommend you Use computer audio (default) ̶ Use your computer with a headset or speakers

Then click Test speaker and microphone to test the way you hear the debates and how the others may hear you

9. Click Join meeting.
*If you have issues, or need more information on how to join a Webex meeting, please watch the video available
at this link.

In-Meeting Functionalities & Tools
CHAT WINDOWS
By clicking on the Chat button, you will open the right side a window with chat box. If you want to address a
question to the speakers or the moderator in private, you have to choose instead of Everyone the
Moderator/Speaker name

PARTICIPANTS LISTS
During the webinar you will be able to see only the speakers and moderators but no other participants. To see the
list of the speakers invited to the webinar on right bottom of your screen click on participants and a list with all
speakers will be deployed

ACTIVE SPEAKER OR GALLERY VIEW
By default, you will have an active speaker view, where you will be able to see the image of the person speaking.
You can switch between several different video views:






Floating View
Active speaker view
Active speaker and thumbnail view
Grid view

There are advantages to using each of these video layouts. You can change views at any time depending on the number
of active speakers and if a presentation is shared or not
FLOATING VIEW
Floating view gives you control of where to position your other panels—like participants or chat—in relation to the
video panel. You can even move them to a second monitor or resize them.

ACTIVE SPEAKER VIEW
Active speaker view displays a full-screen video of whoever is speaking. This video layout is useful for one-on-one
conversations or when you're meeting with only a few others. Active speaker view is the video-only layout that is used
in meetings between two people.

ACTIVE SPEAKER AND THUMBNAIL VIEW
This video layout is useful when you intend to focus on the active speaker but still want to view the videos of other
speakers. Active speaker and thumbnail view is the default video-only layout.

GRID VIEW
Grid view allows you to see all speakers during the panel discussion when no presentation is shared

TROUBLESHOOTING MEETINGS
Meeting Invitation Link Issues
Symptoms:


The Meeting join link does not work.



Join Meeting link is missing from the email invitation for Webex Meetings.



The email invitation for Webex Meetings is blank, with no join meeting link.
Solution: If the meeting invitation link is not allowing you to start or join a meeting, try the following:
1. Navigate to https://www.webex.com
2. Click on Join button

3. Enter the meeting, session, or event number into the Meeting Number field.
4. Enter your name, email address, and the meeting password. More about troubleshooting here

