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Join a Meeting and Complete The Setup Wizards 

 
 
Your instructor will give you 
the exact meeting time for 
each WebEx Live Class 
Meeting. 
 
To log in to the class go 
online to  

http://goucher.webex.com 
 
Find the title of your class on 
the schedule. 
 
Click on the Join link to join 
the meeting at the scheduled 
time. 

 

 
 

 
 
The first time you log on to 
WebEx, allow 20 minutes to 
complete the Setup Wizard 
before entering the meeting.   
 
 
Click on the Click Here link at 
the bottom of the welcome 
page. 
 
 
After you complete the Setup 
Wizard, type your name and 
email address in the text 
boxes and click the Join 
button. 
 
 
WebEx works best when you 
use a headset with a 
microphone. 
 
 
 
 
 

 

 
 
 

http://goucher.webex.com/


 
The WebEx window shows 
the whiteboard on the left 
and the participant panel on 
the right. 
 
 
The whiteboard (in the red 
box) is where the instructor 
will show lecture content. 
 
 
The presenter can click on 
the icons on the whiteboard 
(or use the Share menu on 
the toolbar) to share a 
document, share an 
application or share his 
desktop. 
 
 
  

 
 
 
Click on the  
Voice Conference Icon on the 
whiteboard to connect to 
audio and adjust your 
volume. 

 
 
 
 
 
 
 
 
 
 
 
 

 
Click on the buttons and 
arrows at the top of the 
participant panel to open or 
close the Chat feature. 
  
If your instructor has enabled 
you to send video, click on 
the small, green video 
camera next to your name on 
the participant list. 
 
The active speaker’s video 
will appear.  The Host’s or 
Presenter’s video will be the 
default video.  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Stop Sharing Your Desktop 
 
 

If you are the presenter, and 
you share your desktop, the 
tool to stop sharing is hidden 
at the top of the screen. 
 
Roll your curser over the 
green You are sharing your 
desktop tab to open it and 
find the Stop Sharing button. 
 
 
 
 
 

 
 
 
 
 

 

Whiteboard Notations 

 
The presenter can also use 
the notation tools at the top 
of the whiteboard to 
highlight, circle, and type text 
on the whiteboard. 
 

Click on each feature to use 
it, click on the color box to 
select a color, and click on 
the eraser to remove your 
notations. 
 

Click on the link on the far 
right to open a new 
whiteboard on a new tab. 
 

 
 
 

Log Out of a WebEx Meeting 

 

 
To log out of the meeting, 
click on the File tab and 
select Leave Meeting from 
the menu. 

 
 
 
 
 
 
 
 
 
 
 

 

WebEx Live Help and  
Video Tutorials 

 
For Live Technical Help during a meeting call: (866)-22-WebEx or (866) 229-3239 
Find “How It Works” Videos at http://www.webex.com/how-it-works/index.html  
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