
Hosting WebEx Meetings 
• WTPS.WebEx.com -→ Click on blue SIGN IN  button to log in 

• To start/host a session:  

o Click on the tab at the top that says WebEx Meetings 

o You can choose to Schedule a Meeting or do an instant session with Meet Now. 

 

 

 

 

To SCHEDULE a meeting: 

    There are just a few fields.  Many are self-explanatory, but here are a few helpful tips: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Name your session and you can set a custom password.  

*Don’t make the password easy to guess! 

*NEVER post room info anywhere publicly 

 

Add attendees by typing 

their emails. Hit enter after 

each entry. You will see 

them appear below. 

Set your date and 

time.  

Pro tip:  Try this whole thing with colleagues or a family member 

first (or even another email that you own) so that you become 

familiar with the steps as both a presenter AND an invitee. 

Leave this as is. 

If you entered a date & time that is in the future, this button will say 

SCHEDULE.  If you wanted to start the meeting immediately, don’t 

adjust the date or time, and this button will say START. 

https://wtps.webex.com/webappng/sites/wtps/dashboard?siteurl=wtps


 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This page is what 

you will see once 

you click 

SCHEDULE. 

You can still 

add extra 

attendees 

and they will 

receive an 

email 

invitation 

immediately. 

This will be the 

confirmation email 

that you receive in 

your inbox.  It’s that 

easy – just click START 

MEETING right here in 

your email when 

you’re ready to go! 

WebEx sent you an email AND a calendar invite.  You 

don’t need to click YES, but if you do, this will also be 

added as an event on your Outlook Calendar. 



 

 

*Attendees will get a calendar reminder 

15 minutes before the meeting. 

This is what your attendees will 

see when they get the email 

invite.  All they need to do is 

click the JOIN MEETING button. 

 

They could also use the JOIN BY 

PHONE option if they need to 

(internet down, not at home, 

etc.)  

You can turn your microphone and 

camera on or off before you enter the 

meeting. 



The meeting will immediately begin launching on your computer, and this is what the WebEx 

screen looks like (with only one participant in this screenshot):

 

TWO HANDY TIPS: 

                                              

 

 

 

 

 

Microphone on/off 

 

Hang up 

In the panel on the right, 

see who is in the meeting 

and view the chat. 

Thumbnails of attendee screens 

That’s it!  You’ve successfully launched a 

WebEx meeting! 

Of note: You should 

go into this tab and 

uncheck ANYONE CAN 

SHARE.  If you are the 

only one who will be 

sharing your screen, 

no one else needs to 

share.  If you have a 

colleague who will 

also be sharing his/her 

screen, then ASSIGN 

PRIVILEGES. 

See who 

is in the 

meeting 

Record meeting  

Share  

your  

screen 

There’s a phone app for that!  

If you’ll be using WebEx a lot, this is a pretty handy 

thing to have if you won’t be home or if your 

internet is down. 

Camera on/off 

See  

the 

chat 


