
WEBEX 
OLA Online Meetings Made Easy 



What is WebEx? 

• Online meeting hosting 

• Offers audio, video and telephone conferencing 

capabilities 

• Supports up to 25 attendees at once 

• Includes collaborative features like file and desktop 

sharing 



Things you need to know 

• OLA has only paid for one admin account 

• In order to effectively set up a meeting for you the person 

entering the meeting in WebEx will need: 

• A list of your invitees’ email addresses 

• Your meeting agenda 

• When your meeting will start 

• How long your meeting will last 

• Your DRoC’s preferred password 

• The name of the person in your DRoC who will host the meeting 

• And, of course, the date of your meeting 



Basic layout: Host view 

• The host has the power to record the meeting, change the 

presenter and close the meeting. 

• The presenter has the power to share files, her/his 

desktop, and applications.   



Basic layout: Attendee view 

• Attendees can chat with other participants (as a group or 

individually) and take notes.   







• Tabs 

• Quick Start 

• Meeting Info 

• Other files/applications open in WebEx 

• Pane Controls: 

• Participant list 

• Chat window 

• Recording settings (host only) 

• Notes 

• Video and Mute 





Features you can use 

• Share: 
• Desktop 

• Files 

• Application 

• Whiteboard 

• Monitor 

• Webpage 

• DRoC Chairs can record their meetings 

• Take notes during the meeting and save them to your own 
computer 

• Video Conference using webcams 

• You can mute your audio when you’re eating lunch during 
your meeting.  ;)   



Troubleshooting and workarounds  

• If the file sharing is not working then use application 
sharing. 

• As the host, if you think you should have access to 
features that are grayed out then make sure you are also 
the presenter. 

• If you are having trouble with the audio check your 
settings using the WebEx program under 
Audio>Speaker/Microphone Audio Test. 

• Using the telephone option? Make sure you call into the 
meeting after you log in online. 

• Speakerphone causes feedback.  Whenever possible use 
headphones or the handset on your phone if your meeting 
is hearing feedback. 



Questions? 



Contact me… 

• ansumpcre@gmail.com 

• Google Voice: 405-509-9290 

• Skype: sumpcre 

• http://about.me/ansumpcre  

• Twitter: @ansumpcre 
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Digital Library Services  
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