
jWebEx Meeting Center 
WebEx is an online teleconferencing platform. Users can share documents, 
applications, a digital whiteboard, even each other’s computer desktops. This 
document will lead you through logging in to the service, scheduling a meeting in 
advance, beginning an impromptu meeting, getting participants connected, enabling 
video feeds, using the document and screen sharing functions and conducting 
meetings. 

For the audio component of a teleconference, please refer to the AccuConference 
guide. 

Getting Started 
To log in to Champlain’s WebEx interface, you first need to have a user name and 
password set up. Talk to the folks at Media Services to do that. 

Once you have a user name, direct your web browser to 
https://champlaincollege.webex.com/. In the top right 
corner of the window, there is a button labeled Host Log In. Fill 
in the User Name and Password fields, then click Log In. 

If this is your first time using WebEx, click on the Set Up link 
in the left hand menu, then Preferences. There you can 
configure basic information about yourself, namely the time 
zone in which you live. By clicking My Profile, you can set 
other bits of information, including your address and contact 
information. 

https://champlaincollege.webex.com/


Scheduling a Meeting 
When you know in advance you’re going to have a meeting or series of meetings, 
you can schedule them through WebEx. This allows you 
to invite the participants ahead of time, easing your job 
when the meeting begins. They will receive email 
invitations telling them when and how to join the 
meeting.  

Under the Host a Meeting heading, click Schedule a 
Meeting. The Topic field tells participants what the 
meeting is about. The Password you create goes to all participants to enter the 
meeting; it should not  be any of your private passwords. Date, Time, and Duration 
all mean what they sound like; they tell participants when the meeting takes place 
and for approximately how long. 

Attendees is where you enter the 
email addresses of the people you are 
inviting to the meeting. Separate each 
address with a comma and a space, just 
like writing an email to multiple 
people.  

If your meeting will include an audio 
component, you can specify the 
instructions by clicking the Change 
ÁÕÄÉÏ ÏÐÔÉÏÎȣ link. 

Champlain’s WebEx subscription does 
not include the built-in audio service. 
You’ll need to use the college’s 
AccuConference account, or some other 
audio conferencing service as you prefer. 

Repeat Meetings 
In cases where you will hold the same kind of meeting periodically, you can save a 
template of the meeting. This lets you load the template in the future and change 
just the relevant details, like date and time. 

To save a template, first fill out all the fields as 
described above. Then click Save as 
ÔÅÍÐÌÁÔÅȣ at the bottom of the screen.  

This causes a new, 
smaller window to pop 
up. Name your template 
in the field labeled 
Template name, then click Save.  



From now on, you can access your 
saved templates from the pull-
down menu in the top right corner 
of the Schedule a Meeting screen, 
like in the picture to the right. 

Once you’ve set your information, or loaded a template and modified the meeting 
time, click the blue Schedule a Meeting button in the lower right corner. Keep in 
mind that if the meeting time is within a half-hour of the time you’re scheduling it, 
the button will read Start Now. 

Impromptu Meetings 
To hold a meeting right now, click on One-Click Meeting under the Host a Meeting 
header. This starts the WebEx application immediately. To bring participants into a 
meeting this way, you’ll have to send them an email from inside the application. 
We’ll cover that as we go through the functions of the meeting application. 

Hosting a Meeting 
If you scheduled your meeting in advance, then you received an email with a link to 
activate the meeting room. If you’re starting an impromptu meeting, the blue Start 
Now button will start the application immediately. 

Note: if you’re using a webcam, make sure the camera is plugged in before 
activating the WebEx meeting room. On some computers, WebEx doesn’t recognize 
a webcam plugged in after it’s begun running. 

The basic window looks like this: 

 



The big pane on the left is where shared documents, screens and such appear. The 
two panes on the right, and their tabs, contain the list of participants, the video feeds 
and a chat box. 

The interface on a Windows machine is a little different from the one pictured 
above, but the names and general layout are pretty consistent. 

Roles in a WebEx Conference 
There are three basic roles in a WebEx conference:  

¶ The host controls the meeting. They determine who can present content – 
more on that in a moment – invite people to participate, remove participants 
and so on. 

¶ The presenter, chosen by the host, has the ability to share a document, an 
application, a web browser window or even their computer’s desktop by 
choosing options from the Share menu. 

¶ Everyone else, by default, is a participant. Depending on what permissions 
the host has set, they can chat in the chat box, raise their hand to be 
recognized by clicking the Raise Hand button and watch other people’s 
video feeds in the Video tab. 

As only one person can present at a time, it is the host’s job to determine who the 
presenter is.  Select a participant’s name in the list, then click the button marked 
Presenter just below the list. A green dot next to a name indicates that person 
currently has permission to present material to the group. 



Joining a Meeting 
For people who are not hosting 
a meeting, they should receive 
an email invitation from the 
host. The important part of the 
invitation is pictured to the 
right. 

Click on the link in step 1 of the 
instructions to join the meeting. A 
browser window will open and going 
Champlain’s WebEx homepage.  

In the top right corner of the page, 
pictured to the right, fill in the Your 
name and Email address fields with the 
relevant information. This is how other 
people will identify you in the web conference, so bear that in mind. 

For the Password field, use the password given in step 3 of the instructions in the 
email invitation. In the example above, the password is User123user. 

Last, click the blue Join Now button. WebEx will launch its Meeting Manager 
application. This will take a twenty or thirty seconds, so hang tight. When the 
program is running, this window will appear: 

 



Video in WebEx 
To send your webcam picture out to other 
participants, click on the Video tab in the 
upper right corner of the window.  There will 
be a button labeled Send Video – in the 
picture to the right, that button has become 
Stop Video because the video is currently 
being sent out to other participants in the 
conference. Video can be toggled off and on 
by each user. 

If you have a particularly slow connection for 
some reason, you may need to click the 
Options button. There you will find controls 
to reduce or improve the quality of the video 
you send by dragging a slider one way or the other. Reducing the video quality will 
help ease the load on a slow connection. 

One of the incoming video panes can be “popped out” of the overall 
WebEx window by selecting it with the mouse, then clicking the 
pop-out button, the left hand button in this picture. Doing so 
creates a new, smaller window that can be dragged around the 
screen, made larger or smaller, or even made to fill the screen by 
clicking the button with the two-headed arrow, pictured to the right. 



Sharing Content via WebEx 
To share content in a web meeting, you need to be made the 
presenter by the host. The host clicks on a participant’s name in 
the upper-right pane of the WebEx window, then the Presenter 
button below the list of attendees.  

Notice in the picture to the right that currently the host, Media 
Services, is also the presenter, as indicated by the green circle 
next to their name. To make another user the presenter, click 
their name, then the Presenter button, as seen at the bottom of 
the picture. 

The host can choose to reassign the role of presenter whenever 
they need. 

Kinds of Content-Sharing 
Once someone has been made the presenter, they have a 
number of options to choose from in how they want to share 
information with the meeting’s attendees. 

Each of the options is available through the Share menu. In order, they are: 

¶ Presentation or Document lets you share Powerpoint-style presentations, 
text documents, PDFs and other such files. 

¶ Whiteboard allows the presenter to make freeform sketches and notes. 
¶ Web Content allows you to direct all participants’ browsers to a particular 

website or resource. A pop-up window asks you to type in the URL (such as 
http://www.google.com, to share the Google homepage), which then opens 
on all participants’ computers.  

¶ Application shares one particular program’s windows, like a Word 
document. 

¶ Web Browser shares the contents of a browser like Internet Explorer or 
Firefox. 

¶ Desktop shares essentially your whole computer. Whatever windows you 
have open, participants will be able to see, as well as the desktop behind it 
all. 

http://www.google.com/


Sharing Controls 
While sharing content, a small 
green button marked SHARING 
appears in the Windows interface. 
Click on that to get a menu of 
controls. 

¶ Share lets you change the 
type of sharing going on, 
explained in the list above. 

¶ Allow to Control Remotely 
lets you choose which 
participant to give control of 
the content; scrolling up and down, making changes to text in documents, etc. 

¶ Accept Control Requests Automatically means that people who request 
control receive it without the host’s approval. 

¶ View lets you flip between different panes, like the main window, the chat 
box, the video tab and so forth. 

While sharing content, there is also a small toolbar that defaults to the lower right 
corner of the screen. These buttons 
are another way to change between 
the various panes. Hovering your 
mouse over each button will reveal 
a label reminding you what each 
one does.  

Ending the Meeting 
When all is said and done and it’s time to end the 
conference, go to the File menu of the WebEx 
application. There, at the bottom, you will find an item 
labeled End Meeting. Clicking this and confirming will 
end the meeting for everyone.  

If it’s just the host who has to leave, they can make 
someone else the host, then leave themselves. 


