TIPS FOR USING CISCO WEBEX MEETINGS

1. HOVER MOUSE OVER BOTTOM OF SCREEN TO DISPLAY THE FOLLOWING

BUTTONS:
MICROPHONE CLICK TO LEAVE
MICROPHONE CHAT MEETING
RED = MUTED VIDEO BLUE = ON

CLICK TO UNMUTE RED = OFF CLICK TO ENABLE l
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2. IN ORDER TO CHAT, MAKE SURE THE CHAT BUTTON IS ENABLED (IT WILL
TURN BLUE) AND TYPE YOUR MESSAGE IN THE BOX IN THE BOTTOM RIGHT

OF THE SCREEN
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MESSAGES WILL
APPEAR HERE

VERIFY CHAT IS
ENABLED

TYPE MESSAGE
HERE AND
PRESS “ENTER”
WHEN DONE

~ Chat

And it will appear here!

3. WHEN A PLAN/DOCUMENT IS BEING SHARED BY
THE HOST, USE THESE BUTTONS THAT APPEAR ON
THE SIDE OF THE SCREEN TO ZOOM IN AND OUT
AND MAKE THE IMAGE FULL SCREEN FOR EASIER

VIEWING.
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4. ADDITIONALLY USE THESE BUTTONS TO CHANGE THE VIEW OF THE SCREEN.
IT IS RECOMMENDED TO USE VIDEO STRIP VIEW OR FLOATING PANEL VIEW
WHEN VIEWING AN IMAGE THAT IS BEING SHARED.
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