
 

WEBEX QUICK START GUIDE 
Click the provided link or enter using the Event room number and password and your screen should 
look similar to the image below. Consult the participation guide for all links associated with your 
unique event. You can simply open WebEx in your browser, or if you prefer you can click the extension 
to add WebEx events to your browser and  download the software to your computer. You will be 
prompted to enter your full name and email address. Entering your full name will help us identify you 
if you wish to speak during public comment.  

Once you sign in successfully, WebEx will look like the left screen below if you downloaded the 
program OR the right screen below if you are using the browser. You can decide to use your computer 
for audio or switch to phone audio by using the pull down menu circled in red below OR clicking on 
the phone button, choose your option. ​ IF YOU ARE MAKING A PUBLIC COMMENT WE SUGGEST THAT 
YOU USE YOUR PHONE FOR AUDIO.​ Not all computers will have access to a microphone.  

 

 



 

If you decide to use your phone for audio because you would like to make public comments, follow 
the steps below. Click the “Call Me” option, type your phone number, and click connect. You will 
receive a phone call. Answer the call, and press “1” to connect to the audio. 

 

Once connected, you should be able to move your cursor to the bottom of your screen and see all of 
the buttons listed below. The most important buttons to familiarize yourself with will be the mute 
button, which will allow you to mute/unmute yourself to speak, and the chat button. You will need to 
click the chat bubble to bring up the chat functionality, type in your name and what item you would 
like to make a comment on. After typing your inquiry in the box, make sure to hit “enter” to send your 
chat. The Commissioner or VMRC staff will call on you by name, unmute your line, and then you will 
be able to give your comment. ​You will not be able to unmute yourself without staff unmuting you 
first so you will need to use the chat button to let us know you want to speak.  

 

 



 

Audio options are listed under the 3 dot “OPTIONS” button located on the bottom of the screen 

between the chat bubble and the exit meeting buttons. Should you need to switch from computer 

audio to phone audio you can follow the instructions listed there and shown below.  

 

 

 


