
Proceed here to 
begin: 

uichicago.webex.com

http://uichicago.webex.com/


In this screen you’ll see an overview of the ACCC 
services page for Webex. You can login directly to 
the web interface by selecting ”Access Webex”

Next Login with your UIC Net ID and Password



Depending on your device, you may be 
asked to run a small file that will run in the 
background to supplement the program.



By selecting the more ways to join icon, you will 
see the multitude of options someone can use to 
log in. If the group will be larger than 10-15 
people, to preserve bandwidth, have your group 
join by phone. 

If multiple presenters will be engaged, they 
should all log in using the web connection 
method

This is your Webex Dashboard. From here, you will see a litany 
of options available to you. The two major functions to pay 
attention to here are Start a Meeting and Schedule a meeting

You can immediately connect and start a meeting with your 
class/colleagues, or schedule for a later date and time, with 
options to make them recurrent. 



There are many different options for scheduling a 
meeting available to the presenter. You can add 
topics, set recurrence options (i.e. meet weekly), 
invite a group of attendees, add an agend, etc… 

Invitees to your meeting will receive an email
similar to the adjacent image, with all pertinent
details provided. 



Once in your personal “room” you’ll see many different 
options appear available to you. 

The following pop ups appear when selecting the boxes
next to the arrows. You will notice you can view the 
meeting link info in the top left corner, or actively 
choose methods to distribute meeting info to your 
audience. You can immediately “Copy Meeting Link” 
and email/text to those who need to be present. 



The other buttons function as follows:

1. Audio Settings

2. Share Screen

3. Record Screen
4. System Preferences 
5. Chat (will open a pane to the right)
6. Leave Meeting

1. 2. 3. 4. 5. 6. 



One of the most productive things you can do 
beyond watching everyone’s smiling faces is to 
share various content with your attendees. 

You can share your entire screen or only show the 
content of a certain open app on your desktop. 
Choose wisely!

If you continue to scroll, you will see additional 
options to share files, applications, a whiteboard for 
group mind mapping activities or an iPhone or iPad 
screen 



Once sharing content, you will see your options list is now 
located at the top. Hover over to find further options 
available in the “Share” section that will allow you to make 
another participant a Presenter or provide them with 
Keyboard and Mouse control of your computer.
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The interactive live meeting display allows for 
customization of how the attendees are 
presented to you. The following options are 
available:

1. Pin attendee- this person will remain on 
your screen regardless of who’s talking

2. This button allows you to select active 
speaker, active speaker + thumbnail view 
or grid view

3. Expand view to full screen based on your 
choice in #2

4. The info button displays your meeting 
room connection options 



You can view your participants as they enter the meeting from 
the right hand pane of your room. If you’re the presenter, you 
can hover over an attendees name and directly chat or mute 
their microphone if necessary. 

*A presenter can also mute the whole room as well*

Participants



If there are many Attendees, it’s best practice to keep your microphone 
muted unless called upon. The presenter of the discussion can automatically 
mute the group if necessary. 

If you hover over the options list in the lower half of the screen, you can 
select the chat button to interact with everyone in the group; if you hover 
over an individual presenter, you can chat with an attendee individually.

Additionally, if you select the chevron, you can send private messages to any 
attendee you choose. 

Participants Continued



To leave or end the meeting (based on 
role within meeting), click the X button 
below the video

Ending your WebEx Meeting


