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WEBEX USER GUIDE 
 
This guide aims to give you a straightforward, step-by-step explanation of how to use WebEx software 
before, during and after meetings. If you are not used to using this type of software, it quickly becomes 
straightforward once you are familiar with it.  
 
You may prefer to be talked through the process of using WebEx, which your therapist will do with you at 
your first session. WebEx provide a number of short videos that are very easy to learn from, as an 
alternative to this document.  
 
BEFORE THE MEETING: EMAIL INVITATION 

You will receive an invitation email before each meeting that looks like the image below. A password can 

be added if you prefer. Clicking “Join” (circled below) will take you to the meeting sign-in page. You can 

attend as a guest, but signing in will allow you to access all session materials such as recordings and 

documents.  

 

 



Page 2 of 8 

 

DURING THE MEETING: GETTING STARTED 

It can take a few minutes for the meeting to setup once you have signed in, but if you cannot see the 

meeting screen below within 4-5 minutes go back to the email and click join again. Or sign in to your 

WebEx account to access the meeting. Once in the meeting you can set up an audio connection using the 

circled link below. You can also test that your equipment is working with the speaker and microphone test 

and adjust the volume. 
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Click on the camera image next to your name (circled below) and it will automatically connect to your 

webcam if it is plugged in. Your video will appear in the corner of the video of your therapist. If you click 

the circled icon in the top corner of the video you can view the video full screen. 
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Each session will usually be recorded. The recording will be sent to you after the session. You can tell 

when the meeting is being recorded by the red dot in the bottom corner (see below). Your therapist will 

inform you and seek your consent before they start recording.  

 



Page 5 of 8 

In full-screen mode you can still tell when a recording is happening by a red dot at the top. As circled 

below, you can click the “X” to exit full-screen mode. 

 

DURING THE MEETING: USING DOCUMENTS AND VIDEOS 

In meetings you are likely to use exercises and tools that the therapist will share with you. You will be able 

to see these resources next to the video. Your therapist can add to them or invite you to contribute using 

the tools at the side (see below). 
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AFTER THE MEETING: ACCESSING MEETING RESOURCES 

After the end of the meeting you will receive an email giving you access to all the session resources. Click 

on view meeting space (as below). If you have not got a WebEx account you will be invited to sign-up for 

one. 
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You can also access the meeting resources by logging in to your WebEx account. Access all resources, 

including the session recording, by clicking on the relevant meeting on the updates list (as below). 

 

You will then be shown the recording, and notes or files used in the meeting. Click where the red circle is 

below to view the video. If you are using Chrome an add-on will be downloaded. You can also download a 

player to show all videos. 
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The video will play in the bottom right corner and any documents used will appear at the point they were 

used in the session. 

 

 

This guide was developed as part of the Urgent Care Study, which was funded by the National Institute for Health 
Research (NIHR) Collaboration for Leadership in Applied Health Research and Care East Midlands (CLAHRC EM), now 
recommissioned as NIHR Applied Research Collaboration East Midlands (ARC EM). The views expressed are those of the 
author(s) and not necessarily those of the NIHR or the Department of Health and Social Care. 

 


