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Overview
• Logging Into WebEx
• Creating a New Meeting

• Sharing the Meeting Link

• Running a Meeting – Lecture/Lab/Discussion
• Setting Audio and Video
• Recording the Meeting
• Sharing Content – Slides or Screen
• Managing Students + Chatbox Settings

• Ending the Meeting
• Sharing the Recording Link

• WebEx Support



Logging Into WebEx
• https://umd.webex.com

https://umd.webex.com/


Logging Into WebEx
• WebEx Home Page



Creating a New Meeting
• Schedule a new meeting for a future lecture, lab, discussion, etc...



Creating a New Meeting
• Important to set the Topic/Title and Date/Time of the class event

• You can click "Recurrence"
for repeating the event
(e.g. weekly class at same time)



Creating a New Meeting
• When you're done filling the details, click "Schedule"



Creating a New Meeting
• You should get an automatic e-mail with the meeting event details



Creating a New Meeting
• You can later find the meeting in the "Meetings" tab on the side



Creating a New Meeting
• Before class, share a copy of the "Meeting Link" URL (below) with class

• You can make an announcement in your course site in ELMS and paste URL



Creating a New Meeting
• To start the meeting at class time, click "Start Meeting"

• You should also get an automated e-mail reminding you ~15 minutes before class



Running a Meeting
• When you click "Start Meeting", you should see the following pop up

• You should logged in automatically
• Your audio and video should be

automatically connected
• If not, need to look at audio settings

• Click "Start Meeting" to begin



Running a Meeting
• This is the default meeting screen you will interact with

Main Sharing Window

Main Meeting Controls

Meeting
Participants
Window

Your Camera Feed

Chatbox Window



Running a Meeting
• For trouble with audio/video, click "Speaker, Microphone, and Camera"



Running a Meeting
• On the audio settings screen you can try to troubleshoot



Running a Meeting
• To start recording the meeting at the start of class, click "Record"

• Make sure the record counter is counting up throughout the class!
• If you need to pause the recording during a class break, you can do so here

• The recording will automatically stop when the meeting has ended



Running a Meeting
• You can share any content (e.g. slides or screen) with the button below



Running a Meeting
• To share a slide presentation, scroll down, click "Share File"



Running a Meeting
• Find the PowerPoint file on your computer and share

• Note: WebEx does NOT show any animations imbedded in your slides!



Running a Meeting
• To advance the slides, you need to use control arrows on left side

• Yes, they are very small and hard to see...not sure of any other way...



Running a Meeting
• To do any drawing on the screen, click the draw button on the left

• This will bring up a series of drawling controls (pen, shapes, colors, etc)



Running a Meeting
• To share your screen, go to share and click "Screen"



Running a Meeting
• This is the default screen you will see when sharing your screen



Running a Meeting
• To see the WebEx meeting controls, use the control bar up top

• By default these controls will be hidden – mouse over the top to see them

• To stop sharing your screen and go back to WebEx, click "Stop Sharing"



Managing Students + Chatbox Settings
• The "Participants" window shows you all students in the meeting

• You can turn individual students microphones off or on (mute or unmute)
• You can set any student as presenter (has control over sharing content)



Managing Students + Chatbox Settings
• To mute all students, go to the menu, Participant → Mute All



Managing Students + Chatbox Settings
• The chatbox window at the bottom shows all messages from students

• You can type into this box to respond, works like most other online message apps



Ending the Meeting
• To end the meeting (at end of class) just close the WebEx window



Sharing the Recording Link
• After the meeting is over, a recording of the meeting will be on WebEx

• Recording will not be immediately available, you will get an e-mail when it's ready



Sharing the Recording Link
• You can download or share a streaming link to a recording

• To share a meeting, click the "Share" button
• Copy the URL, which allows one to stream the recording
• Share "Recording Link" URL with the class on ELMS



WebEx Support
• For Support Contact 301-405-1500 or e-mail me (resop@umd.edu)

• Good Luck!!!
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