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1 To start a meeting, locate 
the meeting information in 
your Outlook calendar, 
email, or on the WebEx 
application panel and click 
on the green Join Meeting 
or Join button. 
 
Don’t have access to your 
WebEx calendar? 
 
Log into 
https://dbhdd.webex.com/ 
using your email address 
and password you’ve set up 
for your host account. 
If you scheduled the 
meeting, click My Meetings 
and navigate to the date, 
then click Start. 
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 2 Click on the green Start 
Meeting button again to 
enter the meeting space. 
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3 Select the Call me at +1 
option from the dropdown 
list. You may use either the, 
Call In option or the Call me 
at +1 option. 
 

Do not use the Use 
computer for audio option 
because it may cause audio 
disruption. 
 
If you decide to call in, turn 
off any speakers in your 
meeting space to avoid 
audio disruption. 
 

Regular long-
distance phone 
charges may apply if 
you call from a home or 
cell phone. 
 
If you select the Call me at 
+1 option, enter your phone 
number into the provided 
space, and click the Start 
Meeting button again. 
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4 Mute host and 
participants on entry 
into the meeting. 
 
To mute yourself: 
a) Click on the 
microphone symbol at 
the bottom of the 
screen, OR 
b) Right click on your 
name on the 
Participants panel and 
click the mute button. 

 
Don’t forget to 

unmute before starting 
the meeting. 
 
To mute participants: 

a) Click the mute 
icon next to the 
person’s name, 
OR 

b) Click the 
Participants tab 
at the top of the 
screen and select 
Mute All. 
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5 To start the meeting: 
 

a) Unmute yourself 
by clicking the red 
microphone 
button in the icon 
cluster.  

b) Mute the 
participants by 
clicking the Mute 
All from the 
Participants tab 
or right click on 
specific 
participants 
names. 
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6 Do you want to record 
the meeting? 
 
If yes, click the black 
recording button in the 
icon cluster at the 
bottom of the screen. 
 

Inform participants 
that the meeting is 
being recorded. 
 
Click the Record 
button in the popup and 
confirm you want to 
begin recording. 

 
Click the button 

again in the icon cluster 
and confirm you want 
to end recording at any 
time. 
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7 Do you have a file to 
share with the 
participants? 
 
Click Share from the 
quick start tab at the 
top of the screen or 
click the black Share 
Content button in the 
icon cluster at the 
bottom of the screen, 
then click the thumbnail 
for the file you’d like to 
share.  
 

Avoid clicking your 
computer screen(s) 
thumbnail because you 
could share email alerts 
and other items that 
participants do not 
need to see. 

 
 

 
 

8 Do you want to stop 
sharing your content?  
 
To stop sharing, click 
the Stop Sharing 
button on the control 
palette that is usually at 
the top of your screen. 
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9 Do you want to give a 
participant presenter or 
other privileges? 
 
If yes, right-click on the 
person’s name, then 
select Change Role To 
and then select 
Presenter or another 
role. 
 
Result: The host and 
the selected person will 
be notified of the new 
role. 
 

If you make the 
other person the host, 
you will lose hosting 
privileges. 

 

10 To end the meeting, click 
the red X in the icon cluster 
at the bottom of the screen. 
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11 To download the recording, 
log into your WebEx 
account and navigate to 
Recordings. 

The availability of the 
recording will vary based on 
the size of the file. Check 
back within an hour or more 
for the recording. 

 

 


