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Creating a WebEx Account 
To create a WebEx account, log into http://avenue.mcmaster.ca/support with your MacID and 
password. Then, click the WebEx tab and select General Support Request.  

 

Then fill out the form and click the “Create” button at the bottom.  

 

http://avenue.mcmaster.ca/support
http://avenue.mcmaster.ca/support
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Downloading WebEx on your device 
Once your WebEx account is created, visit mcmaster.webex.com and click the download button to 
install the Cisco WebEx Meetings desktop app.  

  

Once the application has been installed launch it, enter in your account details and then click Next 

    

https://mcmaster.webex.com/webappng/sites/mcmaster/dashboard?siteurl=mcmaster
https://mcmaster.webex.com/webappng/sites/mcmaster/dashboard?siteurl=mcmaster
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Using WebEx: Desktop App and Web App 
WebEx can be used both through the desktop application and the website. We recommend 
downloading the desktop app as it more suitable for running lectures, and the website is more suitable 
for locating student analytics and seeing your recorded files. While you can teach through the web 
version, we suggest using the desktop application. 

WebEx Desktop Application 
1. Personal Meeting Room Link: Send this link to anyone you would like to meet with, without 

having to schedule a meeting. Anyone with this link can meet with you in your “Personal WebEx 
Room”.  

2. Start A Meeting: By selecting “Start a Meeting”, you are opening your Personal Meeting room to 
anyone who has the link. You can also invite other attendees who don’t have the link once the 
meeting is started.   

3. Schedule: Schedule a WebEx Meeting for a future date through your Outlook calendar and 
invite attendees via email.  

4. Join A Meeting: You can join a WebEx meeting by entering a personal room code or enter a 
meeting number or meeting link.  
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Hosting A WebEx Meeting  
However you choose to start your meeting, a window will appear that will give you a preview of your 
settings before you join the meeting. Here, you can customize your video and audio settings. You can 
also change your background.  

Here is an overview of the window:  

1. Title of the meeting: This will tell you which meeting you are hosting or joining 

2. My Preview: Here you can see a preview of your camera image. If you do not have a camera, or 
it is turned off, this preview will become your initials that match your account  

3. Change Background: You can choose to change your background to a blur, or a previously 
uploaded image 

4. Orientation Button: This button allows you to change the mirroring of your camera 

5. Testing your Microphone and Audio 

6. Turning on and off your camera and microphone 

7. Starting the Meeting: Click this button when you are ready to begin the meeting 
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Starting a Meeting and Inviting Attendees  
Once you start the meeting, a new window will appear with your screen preview and other settings. 

1. Participants: View who is attending the meeting by clicking the “Participants” button in the 
bottom right. A list will appear in a panel on the right. 

2. Inviting Attendees: You can invite attendees into a scheduled meeting, or your personal 
WebEx room, while you are in the meeting. Click the button with the 3 dots at the bottom of 
the screen. Here you can see a few ways to invite others to join. 

 

 
  



Hamilton Campus 
1280 Main Street West 
Hamilton, ON L8S 4M4 

(905) 525-9140 ext:28748 
 degroote.mcmaster.ca 

      dsbhelp@mcmaster.ca 
  

 

Meeting Features 
This section will go over the locations of the main features that come with WebEx. We will do a deep 
dive into these features later.  

1. Turning on/off video and audio: You can turn on/off your camera and audio at any time during 
the meeting. The small arrow beside each button provides more settings for each option. 

2. Sharing your screen: You can choose to share your entire screen or select a specific application 
or web browser to share.  

3. Recording a session: Record a session and save it to your device, or the cloud.  

4. More Options: These options include switching your audio source, locking the meeting, and 
inviting participants via link. 

5. Ending the Meeting: Stop the meeting by pressing this button. This will also stop the recording, 
if you didn’t stop it prior.  

6. Participants, Chat and Notes: In this panel you can view and manage the participants, access 
the chat and take personal notes that you can save to your device. 
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WebEx Web Application 
This section covers the same material earlier in the document, but we will be going over how to access it 
through the web instead of the software. The web version is also how you will access video recordings, 
student statistics, and more! 

Visit mcmaster.webex.com and log in. Once logged in, you will see a screen similar to this: 

 

  

https://mcmaster.webex.com/webappng/sites/mcmaster/dashboard?siteurl=mcmaster
https://mcmaster.webex.com/webappng/sites/mcmaster/dashboard?siteurl=mcmaster
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How to Host, Schedule and Join a WebEx Meeting Through the Web 
Located in the middle of the page are your meeting controls. Here is an overview:  

1. Join a Meeting: Enter the meeting number into the top search bar to search for the meeting. 
You can also search for recordings or transcripts 

2. Personal Meeting Room Link: Send this link to anyone you would like to meet with, without 
having to schedule a meeting. Anyone with this link can meet with you in your “Personal WebEx 
Room” 

3. More Ways to Join: Clicking this link will provide information if you are looking to connect to 
this meeting via phone or video system. It also provides the meeting number.  

4. Start A Meeting: By selecting “Start a Meeting”, you are opening your Personal Meeting room to 
anyone who has the link. The small arrow on the button let’s you choose if you would like to 
start the meeting via the Web App, or the Desktop App if installed. 

5. Schedule: Schedule a WebEx Meeting for a future date through your Outlook calendar and 
invite attendees via email.  
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Hosting A WebEx Meeting  
However you choose to start you meeting, a window will appear that will give you a preview of your 
settings before you join the meeting. Here, you can customize your video and audio settings. You can 
also change your background.  

Here is an overview of the window:  

1. Title of the meeting: This will tell you which meeting you are hosting or joining.  
2. My Preview: Here you can see a preview of your camera image. If you do not have a camera, or 

it is turned off, this preview will become your initials that match your account.  
3. Testing your Microphone and Audio.  
4. Turning on and off your camera and microphone. 
5. Starting the Meeting: Click this button to start the meeting. 
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Meeting Features 
This section will go over the locations of the main features that come with WebEx. We will do a deep 
dive into these features later.  

1.  Turning on/off video and audio: You can turn on/off your camera and audio at anytime during 
the meeting. The small arrow beside each button provides more settings for each option.  

2.  Sharing your screen: You can choose to share your entire screen, or select a specific application 
or web browser to share.  

3. Recording a session: Record a session and save it to your device, or the cloud.  

4. More Options: These options include switching your audio source, locking the meeting, and 
inviting participants via link. 

5. Ending the Meeting: Stop the meeting by pressing this button. This will also stop the recording if 
you didn’t stop it prior.  

6. Participants, Chat and Polling: In this panel you can view and manage the participants, access 
the chat and launch any polls that you have created. 
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Additional Notes 
Polling is also available in the desktop application. To open the polling panel, click “View”, then “Panels”, 
then “Manage Panels” 

 
Click “Polling”, click the “Add” button, then click the “OK” button. Now Polling will appear as a panel for 
easy access. You can also change the location of the panels, meaning the ones at the top will have their 
own buttons when you start a meeting.  
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This document is a simple get started guide. We will be breaking down 
these features in an additional document.  

If you have any questions about WebEx, please contact the Teaching 
and Learning Services Team at dsbeddev@mcmaster.ca  

mailto:dsbeddev@mcmaster.ca
mailto:dsbeddev@mcmaster.ca
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