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How to Start WebEx 

 

Double-Click on The Cisco WebEx Meetings Icon on your Desktop 

  

 

 

Type your 4x4@d91.k12.id.us 

Then click sign in 

 

 

 

mailto:4x4@d91.k12.id.us
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Next login using your 4x4 through Portal Access 
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Once the app pops up on the screen you will have several different ways to start a meeting. 

(also note the Webex App does update a lot, please allow it to do so as it is quick and necessary)

 

You can also access starting a meeting through your outlook email, if you are logged into the WebEx 

Desktop App. Notice the two options in the top left hand corner of your Outlook Email.  Meet now and 

Schedule Meeting. Meet now means to start a meeting right away.  
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When you use the Meet Now option you will have to invite the person or persons that you want to join 

your meeting. One way to do that is to go to the top left of your meeting, click on Participant, then click 

Copy the Meeting Link either in the subject line or the body of the email and email that link to who you 

want to join the meeting. 
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You can also select Invite and Remind from the same menu location.  
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When using the Invite & Remind option, click the words in blue “Invite with your local email” and send 

to the person or persons email that you would like to invite to the meeting. Click “Send” once done. 

 

 

Schedule meeting means to set a time and date where both parties agree to meet. Everything else 

remains the same.  
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Since the meeting is now scheduled, you can now click “Start” beside the meeting you are needing to 

enter. This is located under “Upcoming Meetings”. This also will allow others to join the meeting. 
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Once you start the meeting, a window called “Audio and Video Connection” will pop up on screen. Here 

is where you will setup where you want sound to come through (speakers or headphones) as well as 

what you will be using to input sound (microphone). Also if you have a camera device you will be able to 

set it up so people can see you. (This is optional) 
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Trouble-Shooting Steps for Audio and Video 

 

 

 

 

 

Once you are finished selecting these options click “Connect Audio” and you will get the “Waiting for 

others to join” message in the center of your screen.  
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Once in the Meeting, there are a few features to go over. First is the option to share content. When you 

hover your mouse over the bottom of the meeting screen you will see a list of buttons pop up. The one 
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that is currently highlighted is the share content button. This allows you to share in real time documents 

videos or whatever you have up on your screen. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once you click share content you will get a window similar to this 
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You can share your screen or monitor or you can just share an individual document or browser window. 

Below is the Salary Schedule, this might be content that is shared during an interview for a teaching 

position. When you select this out of the pop up window of shared content this is the only window that 

was shared with everyone else in the meeting. Once you are done sharing the document or screen you 

can simply click stop in the top right hand corner of the document or screen.  

 

 

 

 

 

 

 

 

 

 

 

 

 



Page 14 of 20 
 

 
WEBEX TRAINING (INTERNAL USE ONLY) | D91 Information Technology Department 

It will ask to confirm that you don’t want to share the document anymore and then just click “Stop 

Sharing” in the new pop up window to stop sharing that document to the meeting. If you needed to 

share another document, you would go back through the same process again. 
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The final option to talk about today is the Meeting Recording option. This is found when you hover over 

the bottom row of options that are hidden in the middle and at the bottom of the meeting screen.  

 

 

Once you select recorder make sure the Record in cloud option is checked. This records the meeting and 

stores it in a location that Cisco has provided. (Note when recording a meeting let the other participants 

know that you are doing so.) 
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To retrieve these recordings go to https://www.webex.com/ 

Sign in (top right) 

 

 

 

Choose Webex Meetings 

 

 

 

 

 

https://www.webex.com/
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Your D91 email address, you may also have to login using the district Single Sign On process as well.  

 

This is what is called the web interface for Webex. Everything that you can do with the app can also be 

performed here. This is also where all of your settings can be configured.  
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To view your recordings, click “Recordings” on the left side of the page 

 

 

 

Now you can go back to view all the meetings that you have recorded. You can download these as well.   

(Note these only show up after you have ended the meeting and can also take time to process after a 

long meeting.) 
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Trouble-Shooting Audio and Video 

 
Can’t hear any sound? 

Check this! 

 

Make sure that the preferred output device is selected. Notice on this drop down list there are 

several devices to choose from. The primary source for sound for this system is the Plantronics 

Savi 7xx-M. To set this computer up correctly to hear the audio this needs to be selected from 

the drop down menu. This will vary depending on the type of output devices you have.  

To see what your default output device is check in the lower right hand corner of your screen.  
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