How to enter WebEx rooms
The session hosts will start the session and then you will be able to enter. Usually, hosts will
let you enter the room 15 minutes before the scheduled :me. In the course page, look for
the WebEx room link. In other cases you will receive the link by e-mail or message from your
tutor.
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Join Now
You will need to enter your name (as it will appear in the session) and your e-mail. Then click the
“Join Now” buGon. This will open the room (if the host hasn’t started the session then you will not
be able to click the “Join now” buGon – please wait and refresh the window aMer a few minutes).
Only the ﬁrst :me that you enter a WebEx room you will need to install the applica:on. Please use
any web browser (Google Chrome, Mozilla Firefox, Safari, etc.) except Internet Explorer.
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Install WebEx (steps 1-4)

1

You may install WebEx in your computer
or you can use a temporary applica:on.
Both op:ons can be used. If you will use
that computer regularly, we recommend
installing WebEx in your computer to
quickly join sessions in the future. If your
browser is Google Chrome, click on the
“Add WebEx to Chrome” buGon. If it is
another browser, follow the instruc:ons
on your screen.
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Wait for the op:on to load (a green icon
will appear)

Download the applica:on. Then select
“Add”.
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4

Download the ﬁle and select “Run”.
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Install WebEx (steps 5-6)
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In some cases, your browser will ask
you to save the ﬁle. In that case,
select the folder where you wish to
save the applica:oin installer.
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AMer downloading the ﬁle, look for the
ﬁle in a tab at the boGom. In other
cases, you will need to search for the
ﬁle in your “Downloads” folder. Click
on the ﬁle to run the installer.
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Install WebEx (steps 7-9)
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If a warning message appears,
select “Run”.
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8

The process con:nues
and it may take a few
seconds to open the
room.
You will see the message
“ConnecJng”.

The session will
begin loading.
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Install WebEx (step 10)
10

IMPORTANT:
The WebEx room will open, and a pop-up window will appear, with
the following message: “Join This Integrated Voice Conference:
Your presenter has started an integrated voice conference. Do
you want to parJcipate?”
Select “Yes” to join the meeJng and automaJcally acJvate your
audio.
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Microphone and speakers volume
You will have the op:on to adjust your microphone and the volume of your speakers. We
recommend using a headset with microphone.
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VIRTUAL CAMPUS HELP DESK
If you need assistance, please go to
the Campus Help Desk:
h^ps://ayuda.campusvirtualsp.org/?q=en

Follow us on:
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