Web-Based WebEXx Instructions
How to Create a WebEx Event:

1. Goto
https://uwaterloo.webex.com/webappng/sites/uwaterloo/dashboard?siteurl=uwaterloo and
login using your person UW identification information. Ensure you use your
@uwaterloo.ca email, not @edu.uwaterloo.ca or an error will occur.

2. Select the “Classic View” option in the upper right corner
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3. From the top menu, click “WebEx Events”
- You may need to click the arrow at the top of the screen to get the menu to drop down
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4.

From the side menu, select “Schedule an Event”
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5. Under Basic Information and Event name, enter your event name and an event password.
- A password will be randomly generated, but it can be changed to any password that is

at least 4 characters

6. Unclick “Delete from My Meetings when completed” and ensure that “Registration
Required” is checked

7. Under “Date & Time”, enter the date and start time

8. Change the “Estimated Duration” to the estimated length of your session.

9. Ensure the Time Zone is Toronto (Eastern Standard Time)

10. Under Time Zones, click “Attendees can join 30 minutes before the scheduled start time”
This is crucial as it gives participants some extra time to join the WebEx and sort out
technical issues if they have any

11. Under Email Reminder, set it to send you a reminder email 30 minutes before
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12. Under “Event Description & Options”, “Other UCF options”, unselect “Request

attendees to verify rich media players”

13. Under Attendees & Registration, Invite Friends, unselect “Allow registrants to invite

friends to this event”

14. Once complete, click “Schedule This Event” in the bottom right corner.



15. The Event page will then show up and provide you with the Event ID and password
which can be sent out to students. You can also send the “Event address for attendees”
link to students.
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If any changes need to be made to your event, or you need to access the Event 1D and password
again you will need to click on “My WebEx” in the upper menu and then “My Meetings” in the
side menu. You can then click on the event title to see the event information and can then click
the “Edit Event” button at the bottom of the page to edit.

You can save these settings as a template. Before clicking the “Schedule This Event” button,
click the “Save as template” button in the bottom left corner. This will now become the default
when creating events.

How to Run a WebEXx Event as the Host:

1. Goto
https://uwaterloo.webex.com/webappng/sites/uwaterloo/dashboard?siteurl=uwaterloo and
login using your person UW identification information
In the default view, you should see your scheduled event under “Upcoming Meetings”

3. Click “Start.” It may take a few seconds for the WebEX to start
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If it is your first time using WebEX, you may be asked to download a Google Chrome
extension. You will need to download this in order to run your WebEX. You also have the
option of downloading a temporary application (link at the bottom of the page) which
will also work but will need to be launched each time.

Step 1 of 2: Add Webex to Chrome

Follow this one-time process to join all Webex meetings quickly.

0 Cisco Webex Extension
Add Webex to Chrome

Select Add Webex to Chrome. Select Add to Chrome in the Chrome store.

Add Webex to Chrome

Don't want to use an extension? Run a temporary application to join this meeting.

5. Once the event has started, ensure you are muted and that your video is off



This can be accessed by hovering over the bottom of the screen until you see circular
icons. If an icon is red, it means your microphone or video is shut off.
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6. To add a presenter, have them follow the student instructions for joining the WebEX. You

can then make them a presenter by clicking on the “View attendees” list, finding their
name and selecting “Make Panelist”
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- Note this only gives them permissions to view the attendees list and chat. If you
would like to have them present and control the slides, you will need to drag the blue
WebEXx icon ball from your name to theirs

7. To upload a PowerPoint or other document: Go to the upper menu, select “Share”
then “Share file” and select the file from your computer. Ensure your PowerPoint does
not include any animations as these will not function in WebEX.

- You can control the PowerPoint by hovering over the left side of the screen and using
the up and down arrows to switch slides.

To share your screen: Go to the upper menu, select “Share” then “Share my Screen”
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8. Before starting, remind your students to ensure their microphones are muted and that they
can view the Chat function.

- The chat can be accessed through the lower menu by selecting the chat bubble icon.

- Ensure students are sending their chats to “Host and Panelists” to ensure you can
view these questions. Other students will not be able to see these questions so you
will need to read them out.

9. To record the event, once the WebEx has started click the Recorder icon on the bottom
icon bar (or under Event, Start Recording, Start) and select Start
a. Ensure that you are recording in cloud not on your computer. You can ensure this
by going to Event, Recorder Settings, and select Record in Cloud. This way the
recording will be put in your WebEx account which is easier to transfer to the
students



As the event starts, ensure you are answering student’s questions under the Chat tab.
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- Students also have the option of Q&A but ask them to only use the Chat function so
all questions are in one place.
10. When your class is finished, select the Recorder icon and select “Stop Recording” and
save all the files associated with the WebEx
11. Lastly, select the “X” icon along the bottom of the page and select save event files and
“End Event”.

If you are using Polling:
1. Goto “View, Panels, Manage Panels,” select “Polling” from “Available panels” and
“Add” it to “Current Panels” then select “OK”
2. Go to Participant and Change Role To, select Polling Coordinator
3. Choose the type of question (typically MC- Single Answer) and select “New”
a. To add another question, select the icon beside the File Folder to create a new
question
Type the question in the space provided to you
Under “Answers” click “Add” and you can input the answers for the MC question
Under “Options” change the “Alarm” to the desired time (typically 0.5 or 1 minute)
When you want the polling question to appear for participants, select “Open Poll”
When the Alarm is done, click Share Poll results and Apply to share the results with
participants/panelists
9. You are able to download/save all the polling questions and answers as well after the poll
is finished
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Retrieving Recording:
You will likely receive an email when your recording has been processed.



1. Login to your WebEx account at

https://uwaterloo.webex.com/webappng/sites/uwaterloo/dashboard?siteurl=uwaterloo

using your personal UW identification information and change to Classic view
2. Go to the “My WebEx” tab
3. Select “My Recordings” then “Events”

4. Select the title of the WebEx recording you want to view the recording details for
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5. You can then send the “Playback Recording Link” to students and the original password
for the event.
- If you are unsure of the password, you can select “Modify” to view this information.
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Attendance Data

1. Login to your UW WebEx account and change to classic view
2. Select “My WebEx” from the top menu
3. Go to “My Reports” and “Attendance Report”
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4. Under “Attendance Report,” select the date of the WebEX you want the Attendance data
5. There may be multiple attendance reports for the same WebEx event; therefore, select the
event name with the highest attendance number
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6. Then select “Export” and save the Attendance report to your archive

NOTE: It may take some time for event recordings and attendance data to be processed, so check
to see if they have been processed a few hours after your class.



Instructions for Students
This is the messaging we have sent out to students about joining the WebEXx. Feel free to use this
template and modify it as necessary.

NOTE: Alternatively you can send students a link to the WebEXx event

WebEX Instructions for Students

1. Goto
https://uwaterloo.webex.com/webappng/sites/uwaterloo/dashboard?siteurl=uwaterloo

2. Select “Sign In” in the top right corner

3. Enter your UW email (do not include the “edu”) and password to sign in the same as you
would do for LEARN

4. At the top search bar, enter in the event number and password

a. Click “Join.” The event name is “ ”. You may need to do a
quick registration with your name and email and then press “Submit.”

5. You will have the ability to join the WebEx 15 minutes prior to the event. The event
starts at meaning you can join at

6. Once you have joined the WebEX, ensure you are muted and that your audio is connected
(so you can hear the presenter).

*1f you have not used WebEx before, you will be asked to download a chrome extension to run
the software. You have the option of downloading an extension OR downloading a temporary
application with the link at the bottom of the page. Both options will allow you to access the
WebEX.

*1t is recommended that you use Google Chrome or Internet Explorer over Safari for WebEX.
Passwords you have saved may autofill to WebEx and cause errors if they include “edu” in your
email. If you have passwords saved, consider using a different browser or an incognito window.
If you incorrectly entered your email with the “edu” included, please open an incognito window
and sign in again. Please ensure you have also enabled pop-ups in your browser to successfully
join.

*During the WebEX, please send any questions using the chat function that you can activate by
clicking the speech bubble icon. Please ensure you have selected “Host and panelists” in the
“To” dropdown menu.
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