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1.

Introduction

Would you like to hold your meeting together with colleagues as an online meeting in
real time?
Then you are in the right place. For conducting online sessions we recommend Cisco Webex.
As a member of the University of Basel you can use Webex free of charge thanks to the Unibas
license. In this sequence you will learn how to start Webex directly in your browser (Safari,
Firefox, Chrome, Internet Explorer, etc.), or how to install and successfully use the desktop app
from Cisco Webex.

1.1		

General information

This course serves as a step-by-step guide from the University of Basel on how to conduct meetings together with other employees online and in real time.
Cisco Webex offers a user-friendly way to hold your session online and live. As the University
of Basel has a licence for this software, you can use Webex free of charge with an @unibas
email address.
In this tutorial we explain the registration process and the use of the Webex browser version
(Chapter 2). In addition to the registration process, the user interface as well as the scheduling
and successful execution of meetings will be explained. In Chapter 3 we show you how to
download and use the desktop version.
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2.

Using Webex: Browser version

2.1		

Register for Webex

In order to use the web version of Webex, you have to sign in first. Here you will find instructions on how to
do this.
Go to the Webex website of the University of Basel, click on Sign In and login with your Unibas email address. You will
be asked to login to Microsoft. Enter your Unibas email address here, too. You will then be redirected to the AAI login
page of the University of Basel. Once you are logged in here, you will get access to your personal Webex page.
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2.2		

User interface and functions

In a first step the user interface and the basic functions of Webex are explained.

1. Home: Via Home you get to your personal space. In the overview you can
see which meetings are pending. You can also use it to schedule a new meeting (see also 2.3 Schedule a meeting) or start a meeting.
2. Meetings: Under Meetings you can see all meetings. Decide for yourself
whether you want to display past, future, own, public, all meetings or only
those from a certain period.
3. Recordings: If you have recorded meetings in the past, you can find them
under Recordings.
4. Preferences: Under Preferences, you can edit such things as language, time
zone or preferences for appearance, audio and video.
5. Insights: Go to Insights to view information about meetings you’ve hosted.
6. Support: Go to Support to get support - directly from Webex.
7. Downloads: Under Downloads you have the possibility to download the different versions of Webex and extensions.
8. Feedback: If you want to give feedback (to Webex), you can do so here.
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2.3		

Schedule a meeting

In the following we will explain how to schedule a meeting in order to be able to hold a session with all
participants.

SCHEDULE A MEETING

1. Go to your personal room. Go to “Home” and then click on “Schedule”. Or go to “Meetings” > “Schedule”.

2. For Meeting type select “Webex Meetings Pro Meeting”, for meeting templates in the top right corner you can set
the default version. Now you can give your meeting a title (Meeting topic). The Meeting password will be set automatically – but you can also set your own. Please note that meeting participants need this password to join the meeting – so do not choose a password that is sensitive or important to you. Finally, you can decide who can attend the
meeting. Enter the email addresses of the attendees in this field. Don’t worry: even after the meeting has been scheduled, attendees can still be added or removed.
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3. Select date and time for the meeting. At this point, you can also choose whether the meeting is a one-time or
recurring meeting (for example, a daily or weekly meeting). You can specify the duration, the recurrence pattern,
the weekday, the recurrence frequency and the end date.

4. Under “Show advanced options” you can make further settings for your meeting. Pay particular attention to the
“Schedule options”.
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5. Here you can select and deselect more options:

New Media Center der Universität Basel

Webex Instructions

8

6. With “Meeting options” you can allow attendees to chat,
take notes, transfer data or share UCF Rich Media (UCF Rich
Media is a file format that can be used to share all types of
documents, including PowerPoint or Excel files). If you do
not wish to hold a purely oral session, we recommend that
you select all items. However, this is of course up to you.
Click on “OK”.

7. With “Attendee privileges” you can determine what your
colleagues should be able to do or what should be displayed
to them during the session. However, consider whether it
makes sense for your session that employees can comment
on the meeting or have a private chat with you as host and
moderator or with each other. Select the options on or off
accordingly. Click on “OK”.
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8. Finish your meeting with a click on “Schedule” (if your meeting already starts in the next few minutes, you will see “Start”
instead of this button). Your meeting has now been created. Under “Meetings” (on the left side) you can see all your scheduled meetings. It is especially important that everyone attending your meeting receives the “Meeting Information”. Make sure
that you provide all attendees with the meeting link, the meeting ID, the password and your host ID. This is the only way
they can log in to the meeting.
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9. At the top right you can duplicate, edit, cancel or add the meeting to your calendar.

10. On the right side you can add or remove attendees even after the meeting has been created.
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11. When the time of your meeting has come, start your meeting by clicking “Start” under “Meetings” for the corresponding meeting (see next chapter). You may now be asked to download the desktop app. If you want to use the
web app, click on cancel and select “Join from your browser”.

12. Alternatively, you can go to the detailed view of the meeting and click on the triangle next to “Start meeting” and select
“use web app”.
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2.4		

Start and run a meeting

What do you have to consider before starting a meeting on Webex? How do you start and hold it
successfully?

BEFORE THE MEETING
1. Did all participants of the meeting receive an invitation link including Meeting ID and Meeting password?
2. Do you have prepared your content? Think about how you want to convey the content and create an
agenda or similar.
3. Test your microphone and audio transmission beforehand so that you don’t have to fix any problems right
before the meeting. You can either use your computer’s built-in microphone and speakers or use a headset
with audio and microphone.

IMMEDIATELY BEFORE THE MEETING
The following aspects serve as a checklist that you should go through before your meeting:
1. Choose an environment where you are disturbed as little as possible (noise, other people, etc.). Small
rooms with little reverberation are ideal. Make sure that you are not disturbed during the meeting by
computer programs in the background (e.g. incoming mails, chat programs).
2. Be aware that other participants in your meeting can see you and your background. Make sure that the
room is sufficiently lit so that they are able to see you. If you want to conduct the meeting without video,
stop the video broadcast as soon as you start the meeting.
3. Take a comfortable position where you can maintain a constant distance from your computer.

START AND HOLD A MEETING
1. When the time of your meeting has come, start your meeting by clicking on “Start” under “Meetings” at
the corresponding meeting.
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2. The meeting is started within the browser. Select your camera and microphone and allow access to them. (You may
be asked to download the desktop app. If you want to use the web app, click on cancel and select “Join from your
browser”. See Chapter 2.3).

3. If you want to mute your microphone or join the session without video, you can set this now in the preview. But even
during the meeting you always have the option to mute your microphone or stop your video. When you are ready,
click “Start meeting”.

DURING THE MEETING
You should note the following at the beginning or during the meeting.
Session rules
If necessary, explain how Webex works to the rest of the attendees. Establish rules if necessary:
• If you are not speaking, set your microphone to mute so that the conversation is not disturbed by background noise
• Rules during the meeting
• …
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1. Click on the microphone icon to mute your microphone.
Click again to unmute.

4. Click on the red circle to record the session. This will be
saved under “Recordings”.
5. Click on the icon with the figure to see all participants. A
list of all participants will appear on the right side.

2. Click the camera icon to stop your video. Click again to
turn your video back on.

6. Click on the speech bubble to start a chat with all participants in the session.

3. Click this icon to share your desktop - other attendees will
see your desktop instead of your video.

7. Click on the three dots to access more features:

Functions during the meeting

8. End or leave meeting: To end or leave the meeting, click on the red “X”.
You will be asked if you want to end the meeting. You can also determine a host and leave the meeting without ending it.
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3.

Using Webex: Desktop version

2.1		 Installation

In the following we explain how to proceed in order to install the Webex Desktop version.

PREREQUISITES
What are the requirements if you want to install Webex on your computer?
Have the following auxiliary equipment ready:
• Laptop or computer with a built-in microphone or a headset with microphone
• Your personal login to your @unibas.ch email address

PROCEED
To install the Webex Desktop version, you should proceed as follows:
1. First check whether Webex is already pre-installed on your computer. You can check this via the Software Kiosk.
2. If Webex is not yet installed, go to the Webex Portal of the University of Basel.
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3. Download the client “Cisco Webex Meetings Desktop Application” or download Cisco Webex from the Software
Kiosk of the University of Basel.
4. Follow the steps according to the installation instructions.
5. You will be asked to register with Webex and Microsoft: Enter your @unibas.ch mail address.

6. You will be redirected to the AAI login page of the university. Enter your mail address and the corresponding password.
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7. You can now open the program. Allow access to the microphone and camera.
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3.2		

Schedule a meeting

In the following we will explain how to schedule a meeting in order to be able to hold a session with all participants.

SET UP AND START A MEETING
1. Open the Cisco Webex Meetings app and click on “Schedule”.

2. Now your email program “Outloook” opens. In the window that has now
reopened, you can specify the subject, date, time and duration of your
Webex meeting and invite participants. If it is to be a regular meeting,
you can specify this more precisely via “Recurrence”. Once you have
entered all the information, click on “Save and close” or on “Send” if you
have entered participants’ email addresses (“Invite”). The Webex appointment is now visible in your Outlook calendar. The participants have also
received an invitation to your Webex meeting, which contains all the
information they need to attend the meeting. The invited persons can
accept or decline the meeting via this email.
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3. You will receive a confirmation email, in which all important information about the Webex session you
have just created will also appear. Via this email you can pass on the meeting information to other people
(e.g. those outside of Outlook). To do so, send the meeting number (access code) and the password to the
persons to be invited. If the meeting should start in the next few minutes, you can also click directly on
“Start meeting” in the email.

4. If the meeting is further away, you will receive a reminder email shortly
before the meeting starts, in which you will again see all the necessary
information for participating in the meeting and also have the opportunity to start the meeting. Of course you also have the option to start a
meeting via the Cisco Webex program.
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3.3		

Start and run a meeting

What do you have to consider before you start your meeting on Webex? How do you start it and carry it out successfully?

BEFORE THE MEETING
1. Did all participants of the meeting receive an invitation email or an invitation link including meeting number (access
code) and meeting password?
2. Have you prepared all contents to be conveyed? Think about how you want to convey the content and create an agenda or
similar.
3. Test your microphone and audio transmission now so that you don’t have to fix any problems shortly before the meeting.
You can either use your computer’s built-in microphone and speakers or use a headset with audio and microphone.

RIGHT BEFORE THE MEETING
The following points serve as a checklist that you should go
through before your meeting:
1. Choose an environment where you are disturbed as little as
possible (noise, other people, etc.) Small rooms with little
reverberation are ideal. Make sure that you are not disturbed
during the meeting by computer programs in the background
(e.g. incoming mails, chat programs).
2. Make sure that other participants in your meeting can see you
and your background. Make sure that the room is well lit
(avoid sunlight from behind) so that they can see you. If you
want to conduct the meeting without video, stop the video
broadcast as soon as you start the meeting.
3. Adopt a comfortable position where you can maintain a constant distance from your computer.

START AND CONDUCT MEETING
1. When the time of your meeting has come, start your meeting
by clicking on “Start” under “Upcoming Meetings” at the corresponding meeting. Or search for the reminder mail you
received from Webex (see Chapter 3.2).
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2. The meeting is started. Select your camera and microphone and allow access to them.

3. If you want to mute your microphone or join the session without video, you can set this now in the preview. But even
during the meeting you always have the option to mute your microphone or stop your video. When you are ready,
click “Start Meeting”.

DURING THE MEETING
The following should be noted at the beginning or during the meeting.
Session rules
If necessary, explain how Webex works to the rest of the meeting participants. If necessary, set up rules:
• If you are not speaking, set your microphone to mute so that the conversation is not disturbed by background noise
• Rules during the meeting
• …
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1. Click on the microphone icon to mute your microphone.
Click again to unmute.

4. Click on the red circle to record the session. This will be
saved under “Recordings”.
5. Click on the icon with the figure to see all participants. A
list of all participants will appear on the right side.

2. Click the camera icon to stop your video. Click again to
turn your video back on.

6. Click on the speech bubble to start a chat with all participants in the session.

3. Click this icon to share your desktop - other attendees will
see your desktop instead of your video.

7. Click on the three dots to access more features:

Functions during the meeting

8. End or leave the meeting: To end or leave the meeting, click on the red
“X”. You can also leave the meeting and designate a host without
ending the meeting.
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