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Getting started in WebEx

Session Guidelines
1. This is an introduction to Webex. PD workshops do not turn you into an expert, you 
do this through practice.

2. Thinking that we need to have mastered the technology before using it with 
students is false. It is okay to fail, you learn through play.

3. Engage your students and be honest with them, treat the experience as a way to 
model taking on new challenges, seek their input and share the learning together.
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Getting started in WebEx

Open a tab on your web browser and enter

schoolssaeduau.webex.com
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Getting started in WebEx

Sign in
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Getting started in WebEx

Enter your learnlink email
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Getting started in WebEx

At this 
point you may be asked to 
download webex to your computer
just follow the prompts to do this and 
continue.
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Getting started in WebEx

Select Webex training
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Getting started in WebEx

To set up lessons in advance
Schedule Training.
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Getting started in WebEx

To set up a session to
be used immediately select
Instant Session.
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Getting started in WebEx

Create a topic name

Set the session password

Check the Audio Conference
Box.
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Getting started in WebEx
Select Webex Audio

Select No Tone
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Getting started in WebEx

Select Call Using
Computer
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Getting started in WebEx

There is the option to
test your audio. If there is 
no pop up select audio
from the menu options 
and run the test from there
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Getting started in WebEx

Select Audio
to also check microphone
and speaker output which
needs to be your computer
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Getting started in WebEx

Select invite and remind
and enter student emails
then send.
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Getting started in WebEx (Features)

Microphone
Click to mute and 
unmute

Video camera
Click to activate

Raise a hand
Tick, cross and emoji

Text chat

Record the session

Student names appear here
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Getting started in WebEx

Select share
then whiteboard

Adam Hodson OAC 2020



Getting started in WebEx

Tools

Whiteboard
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Getting started in WebEx

Select participant
then assign privileges
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Getting started in WebEx

Select annotate documents 
and this will allow students
to write on the white board
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Getting started in WebEx

Communication
then all attendees.
this allows all students 
to see all text chats
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Getting started in WebEx

File open and
share
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Getting started in WebEx

Browse your computer
and select your file
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Getting started in WebEx

Document will appear on the white board.
If students have annotation rights,
using the whiteboard tools, all can
write on the white board, including the teacher
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Getting started in WebEx

Select share then
my desktop and all
students will be able to see
whatever is on your desktop

From the share menu you can 
Also upload and show an MP4
video
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Getting started in WebEx

File end training
session

Select save as and save 
the text chat and also the 
Whiteboard as a document
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Getting started in WebEx
Schedule Training

Add the topic and 
Set the session password

Set Webex audio and tone

Set the date and time you want 
Your lesson. Select recurring single
Session and choose either a 
date parameter
or amount of sessions
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Getting started in WebEx

Attendees do not need 
registration

Invite your students

Invite yourself as host
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Getting started in WebEx

When inviting attendees
enter full name, email address
locale and add them to your
address book

Add attendee then once all are
added select all then invite
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Getting started in WebEx

To complete the 
Process select schedule
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Getting started in WebEx

As a teacher (Host) start your
session at your lesson time.
webex send email invitations 
to students automatically

Go to My Webex and then
Click the start link next to your
Session
Your students will sign in via 
the link webex has sent and will
begin to appear in your session
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Getting started in WebEx
Upload a recording to Daymap

First step is to ensure
access to recordings
is set to training. To
do this click on My Webex
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Getting started in WebEx
Upload a recording to Daymap

Once you are in My Webex
select My Recordings

Adam Hodson OAC 2020



Getting started in WebEx
Upload a recording to Daymap

Once in My Recordings
select Training Sessions
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Getting started in WebEx
Upload a recording to Daymap

Click on the Session
code under topic
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Getting started in WebEx
Upload a recording to Daymap

Copy the links ready
For pasting into Daymap
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Getting started in WebEx
Upload a recording to Daymap

Open Daymap Select class posts then 
Add plans, tasks and posts
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Getting started in WebEx
Upload a recording to Daymap

Select create a new
Lesson plan or note
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Getting started in WebEx
Upload a recording to Daymap

Paste the links.
Students can either
stream the recording
or download the recording
to their desktop. 
To play the recording
if they download it, they will
be required 
to download Webex player for
windows or Mac.
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