WebEx Setup Quick Guide
When a WebEx meeting is created you will receive 2 emails. 
· [bookmark: _GoBack]One to forward to participants (Will include link to automatically connect to the meeting)
· One that will have the host information. (Host code will be a valuable tool)
Information you will need as a host or participant to use WebEx.
· Meeting number
· Meeting password
·  Call in number
· Host code (If you are the host)
TO START MEETING
[image: ]Click on WebEx Conference Link

or
Go to https://ercot.webex.com

[image: ]Enter the Meeting # & Click Join
(EX: 123 123 123)

[image: ]
* If you use the same email that was used to schedule the WebEx then you will automatically become the host of the meeting.
Your name: Use something that will represent the meeting.
Email: *Any email will work.
Password: This is located on the ERCOT Meeting page.

[image: ]DO NOT CLOSE THIS WINDOW!


Once you log in you will see this page. It might take a minute for all the information to pull up.  If you close the window, refresh the page, click back or forward, or click a URL in another window, the meeting will end and you will need to restart the meeting. 



You will receive a pop-up with the call in number, access code and Attendee ID to use when you dial in to connect the audio with the website. 

[image: ]
Hosting a MeetingDial the WebEx Toll free Number
*Enter Access Code & 
Attendee ID
Click OK

· Click on Participant
· Redeem Host Role
· Enter Host Key
[image: ]


[image: ]Enter Host Key
Click OK

Basic WebEx Functions
[image: ]Right-Click to mute callers
Click to end Meeting
Click to share desk top


Muting Audio
Prevent distracting noises during a meeting by muting the audio for all participants or a single participant in a teleconference. 
· To mute all, click on Participant, then Mute or unmute all
· To mute a caller, on the Participant menu in the Meeting window, right click on the individual caller and choose Mute or Unmute 
 
*If you have issues with the WebEx contact Tech support at 866-229-3239 x 1
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