Essential Student Skills: Webex Help pages for
students

Introduction
Webex is the virtual classroom tool in Brightspace.
Your instructor might use it to set up real-time class
meetings or office hours.
In this resource, you will find information on ...

o how to locate Webex in Brightspace,

« how to join a Webex virtual classroom session

from Brightspace,
« how to navigate the Webex interface.

At the end of the resource, you will also find an FAQ section with answers to
additional questions you might have.

Throughout the resource, we will be providing some links to the official
. Webex Help pages.
E =
We have found that images on Webex pages display best when you are
using Google Chrome. So if you find that you cannot see the guidance properly, try
switching your browser to Chrome.

About using this resource

The screenshot below and any other images in this resource are responsive. This

means that when you click on an image, this image will be enlarged on the screen

which is especially useful for screenshots included in this guide. To get back to the
resource, simply click anywhere on the screen.

How to navigate the resource:
o Use the menu on the left-hand side to jump to a particular page (1), or
o Use the arrows in the top right-hand side corner of the resource to navigate to
the next page within the resource (2).
How to print the resource:
o Use the print button in the top right-hand side corner of the resource to print
the resource as a PDF (3).
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Using Webex on your computer

In this section, you will find information on:
e how to locate Webex when you are accessing Brightspace on your computer,
« how to join and navigate a virtual classroom session run through Webex.

Please note that we would recommend using Google Chrome as your
. browser for any Webex virtual classroom sessions when you are using a
#»= Windows PC.

Webex system requirements

Most computers should be able to run Webex without any issues, but you can use
the Webex Meetings Suite System Requirements website to check minimum
browser and OS requirements.

In addition, you can download the Webex extension for Google Chrome or
the Webex extension for Mozilla Firefox to help you run any Webex virtual
classroom sessions via a desktop app.

On the following pages, you will also find information about how to join a Webex
session via your browser, though.

Downloading an extension and running Webex virtual classroom sessions via a
desktop app, will give you access to a couple more features, such as virtual
backgrounds but is not a mandatory requirement. You can run any Webex virtual
classroom session just as comfortably via the browser you are using and will still
have access to the most important Webex features.


https://help.webex.com/en-us/nki3xrq/Webex-Meetings-Suite-System-Requirements
https://help.webex.com/en-us/7sz190/Manually-Install-the-Cisco-Webex-Meetings-Google-Chrome-Extension
https://help.webex.com/en-us/9q0glab/Manually-Install-Cisco-Webex-Meetings-for-Mozilla-Firefox
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More information can be found on the page How to navigate Webex below.
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How to locate and access Webex
There are 3 different options for accessing Webex.

Option 1 - Accessing Webex virtual classroom via the Webex integration in
Brightspace

The easiest way to access Webex virtual classroom in Brightspace is via the
Communication and Collaboration drop-down menu in the module / unit / course
navbar (Figure 1).
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Figure 1

You will now see the Webex interface.

There will be three tabs - one for Upcoming meetings, one for Past meetings and
one for Recordings (1).

In the Upcoming meetings tab, you will see all the upcoming sessions scheduled by
your instructor (2). Information about the sessions include:

e name of the instructor who scheduled the session,

« date and time,

e and a green Join button. (Figure 2)
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Meetings

Option 2 - Accessing Webex virtual classroom meetings via the Brightspace
Calendar tool

Every time your instructor schedules a virtual classroom session in Webex, an event
will be created in the Brightspace Calendar tool at the bottom of the module / unit /
course homepage (Figure 3).

You can click on any of the Upcoming events in the Calendar tool find out more
about it.

Calendar

Tuesday, 25 August 2020 b
Upcoming events v
AUG  2:00 PM

264  Virtual classroom session

AUG  4:00 PM
24  Office Hour

Figure 3

Once you have clicked on a virtual classroom event in the Calendar tool, the event
will open.
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You can now see information about the date and time of the virtual classroom
session as well as a blue Join Meeting link at the bottom which you can use to join
the session (Figure 4).
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Figure 4

Option 3 - Accessing Webex virtual classroom via a content topic
Your instructor might have sign-posted Webex in the content area for you, i.e. in a
folder called Virtual classroom sessions (Figure 5).

Please note that this folder might be labelled differently in your module / unit /
course.
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Open the folder to access the link to the Webex virtual classroom interface and click
on it (Figure).
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Please note that the link to the Webex virtual classroom interface might be
labeled differently in your module / unit / course.
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Figure 6

You will now be able to see the same interface pictured under Option 1 (Figure 7).
There will be three tabs - one for Upcoming meetings, one for Past meetings and
one for Recordings (1).

In the Upcoming meetings tab, you will see all the upcoming sessions scheduled by
your instructor (2). Information about the sessions include:

e name of the instructor who scheduled the session,

« date and time,

e and a green Join button. (Figure 7)



LAl

S m.,,.,..o

MName Host Haost Type Creration Date Action

Essential Student Skills: Webex Help pages for students

Meetings

Figure 7

How to join a Webex session
Based on the different ways of locating Webex, there are also different ways for
joining a Webex virtual classroom session.

xPlease note that for some events, such as for an online induction, your instructor
might send you a link to a Webex virtual classroom session. If that is the case,
you will not be required to access Webex via Brightspace. Instead, follow the
instructions under Option 3 - Join via a link your instructor sent you.

Option 1 - Join from the Webex virtual classroom interface in Brightspace

If you are in the Webex virtual classroom interface, you can join any virtual
classroom session by clicking on the green Join button (Figure 8).

Meetings
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{Soin ]
Figure 8

Option 2 - Join via the Join Meeting link in a calendar event

If you are accessing the appointment for a Webex virtual classroom session via the
Brightspace Calendar tool, open the event and click on the blue Join Meeting button
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(Figure 9).

Please note that when you join a Webex virtual classroom session for the first
time ever in Brightspace, you must do so via the Webex interface in
Brightspace (Option 8 above).

Once you have joined a Webex virtual classroom session this way once, you

will also be able to join any future sessions via the Join Meeting link in the
Calendar appointment.

Content Communication and Collaboration ~ Course Tools ~  Library Resources v Help v

Today and tomorrow > Virtual classroom session

Virtual classroom session 26 August 2020 2:00 PM - 3:00 PM
® EDU Development site Webex
Join Meeting

Figure 9

Option 3 - Join via a link your instructor sent you

In addition to the two options above which allow you to join a Webex virtual
classroom session via Brightspace, you can also join a session using a link your
instructor sent to you, i.e. for an online induction session.

To join the Webex virtual classroom session via a link, simply click on the link your
instructor sent you or copy-paste it into a browser.

Once you have clicked on Join, Join Meeting or a link your instructor sent
you...

If you are trying to join from Google Chrome

If you have not downloaded and installed the Google Chrome extension yet, you will
be able to click on a Join from your browser link. You will now be able to join the
Webex virtual classroom session in Google Chrome.
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At the bottom of the screen, you also have the option to Download the extension
now. More information on the Google Chrome extension can be found on this page.

(Figure 10).
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Click here to view more information about the meeting

Starting your meeting...

Click Open Cisco Webex Meetings if you see a message from your browser.

Join from your browser.

If you don't see a message from your browser, open the desktop app. Don't have the desktop appdDownload it now.

Figure 10

If you have downloaded and installed the Google Chrome extension prior to clicking
on the Join button, the Webex desktop app will either open the Webex session
automatically, or a pop-up window might appear and you will be able to open the
Webex session in Cisco Webex Meetings (Figure 11).

# Cisco Webex Meetings

€ 3 C @ ubiw

Hmim Open Cisco Webex Meeting?
cisco Webex

Starting your meeting...

Click Open Cisco Webex Meetings if you see a message from your browser.

Join from your browser.

If you don’t see a message from your browser, open the desktop app. Don't have the desktop app? Download it now.

Figure 11


https://help.webex.com/en-us/7sz190/Manually-Install-the-Cisco-Webex-Meetings-Google-Chrome-Extension

No matter which way you join, via the browser or the desktop app, you will now see a

screen where you can choose whether you want your microphone and / or video on
or off when you first enter the Webex session.
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If the microphone and / or video button are dark grey, it means that when you enter
the Webex session, other participants will be able to see your video and hear you.

i |
If the microphone and / or video button are red, it means that your webcam and / or
microphone are off. Other participants will not be able to see or hear you when you
first enter the Webex session.

Note: Even if you enter the session with your microphone muted and / or your
camera off, your instructor will know that you are there as you will appear in the
Participants list.

When you are ready, click on the Start meeting button to enter the Webex session.
(Figure 12)

10
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Figure 12

If you are trying to join from Mozilla Firefox

If you have not downloaded and installed the Mozilla Firefox extension yet, you will
be able to click on a Join from your browser link at the bottom of the screen. You will
now be able to join the Webex virtual classroom session in Firefox.

At the bottom of the screen, you also have the option to Download the extension
now. More information on the Firefox extension can be found on this page.
(Figure 13).

If you have downloaded and installed the Mozilla Firefox extension prior to clicking
on the Join button, you will have a similar experience described above for Google
Chrome. The Webex desktop app will either open the Webex session automatically,
or a pop-up window might appear and you will be able to open the Webex session in
Cisco Webex Meeting.

11


https://help.webex.com/en-us/9q0glab/Manually-Install-Cisco-Webex-Meetings-for-Mozilla-Firefox
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Figure 13

No matter which way you join, via the browser or the desktop app, you will now see a
screen where you can choose whether you want your microphone and / or video on
or off when you first enter the Webex session.

If the microphone and / or video button are dark grey, it means that when you enter
the Webex session, other participants will be able to see your video and hear you.

If the microphone and / or video button are red, it means that your webcam and / or
microphone are off. Other participants will not be able to see or hear you when you
first enter the Webex session.

Note: Even if you enter the session with your microphone muted and / or your
camera off, your instructor will know that you are there as you will appear in the
Participants list.

When you are ready, click on the Start meeting button to enter the Webex session.
(Figure 14)

12
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How to navigate Webex
Depending on how you joined a Webex virtual classroom session, you will have a
slightly different experience.

If you have joined via a browser

If you have joined via a browser, you will see all your fellow participants on the
screen as well as any content your instructor might share. In addition, you will have
access to the most necessary Webex features in a menu bar at the bottom of the
screen (Figure 15 next page).

From left to right, you have access to...

13
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Microphone button: Mute yourself when you are not speaking (button turns red);
unmute yourself when you are speaking (button turns dark grey).

Video button: Switch your webcam on or off. Webcam is off when the button is red
and on when the button is dark grey.

Participant button: See the other participants in the Webex session.

Chat button: Chat with the other participants in the Webex session or send a chat
question to your instructor.

More options button: Check and customise your speaker, microphone and camera
settings as well as other features.

Leave meeting button: Leave the Webex session.

14
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If you have joined via the Webex extension

If you have joined via the Webex desktop app, you will see all your fellow
participants on the screen as well as any content your instructor might share.
In addition, you will have a menu bar at the top of the screen.

The most notable feature you will have access to here (as opposed to when you join
via your browser) is the Change Virtual Background feature which can be
accesses via the Audio drop-down menu.

More information about this can be found on the Use a Virtual Background in the
Cisco Webex Meetings Suite page.

() Cisco Webex Meetings ~ Hide menu bar A

File Edit Share View Audio Participant Meeting Help

At the bottom of the screen, you will also have access to some other features (Figure
16 next page).
From left to right, these features are ...

Microphone button: Mute yourself when you are not speaking (button turns red);
unmute yourself when you are speaking (button turns dark grey).

15


https://help.webex.com/en-us/80jduab/Use-a-Virtual-Background-in-the-Cisco-Webex-Meetings-Suite
https://help.webex.com/en-us/80jduab/Use-a-Virtual-Background-in-the-Cisco-Webex-Meetings-Suite

Essential Student Skills: Webex Help pages for students

Video button: Switch your webcam on or off. Webcam is off when the button is red
and on when the button is dark grey.

Participant button: See the other participants in the Webex session.

Chat button: Chat with the other participants in the Webex session or send a chat
question to your instructor.

More options button: Check and customise your speaker, microphone and camera
settings as well as other features.

Leave meeting button: Leave the Webex session.

16
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Webex Meetings mobile app resources
You can join Webex virtual classroom sessions from your mobile iOS or Android
device.

More information on downloading and running Webex from your mobile device can
be found on the Webex Mobile Apps resources page.

Troubleshooting

If you have any issues or questions which are not answered below, please visit
the Getting Started - Webex Meetings pages to see if you can find an answer
there.

If you cannot resolve your issue this way, please raise a Unidesk ticket.

Just as a reminder:

ﬂ We have found that images on Webex pages display best when you are
using Google Chrome. So if you find that you cannot see the guidance
properly, try switching your browser to Chrome.

17


https://help.webex.com/en-us/qadfrk/Cisco-Webex-Meetings-Mobile-App-Resources
https://help.webex.com/ld-nyw95a4-CiscoWebexMeetings/Webex-Meetings#Get-Started
https://uhi.unidesk.ac.uk/tas/public/ssp/content/serviceflow?unid=ec248ffe7a594761b118a6b6dfa6fef1&from=2b7526d6-76f7-4bc3-ab7a-5b890994021d&openedFromService=true

Essential Student Skills: Webex Help pages for students

| get an error message when | try to join the meeting - what should | do?
If you try to join a Webex virtual classroom session before your instructor has started
the session, you might see the following error message (Figure 17):

Virtual classroom session either hasn't started or has ended. Please try joining
during the session's scheduled start and end times.

Simply close the tab and try to join the session again closer to the start time.

« Virtual classroom session either hasn't started or has ended. Please try joining during the session's scheduled start and end times

Joining Meeting

Figure 17

| cannot hear my instructor - what should | do?

First, try whether your device's audio works for something else, i.e. a YouTube
video. If it does work for another application but not for the Webex session, try
leaving the session and re-joining.

If your issue continues to persist, please raise a Unidesk ticket.

18
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