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Cisco WebEx Training Centre – Student guide 

Overview 

WebEx Training Centre (WebEx) is used to host virtual training (in a ‘virtual classroom’) between 
teachers and students using their computer or portable device (smartphone, tablet). 

WebEx Training Centre Usage 

WebEx Training Centre can be used to: 
1. Train groups of students that are individually located in their home on a computer or other 

portable device 
2. Share your desktop, presentation or an application with participants in the class 
3. Have poly-synchronous video, audio, presentations, applications and text chat within the 

one session 
4. Record the session 

How to conduct a WebEx meeting 

There are 2 main processes to holding a WebEx meeting 
1. Scheduling the meeting and inviting the participants. 
2. Participating in the Training Centre session. 

Prerequisites 

Trainers / facilitators / teachers / moderators may need the Training Manager software installed so 
that they can display applications from their computer. This can be completed from the WebEx 
home page and does not require any special access. 
 
Participants joining from remote sites should have adequate broadband access with an appropriate 
data allowance if video is to be shared. 

Support 

Technical support can be obtained by contacting the ICT Helpdesk. TQC can provide support and 
orientation 
 
The following instructions will assist the student in accessing a virtual classroom. 
 
  



 
DigitalInnovation>WebEx>WebexTrainingStudents 

 
 

Author: Michael Dean 
Revision Date: 03/02/2020 

 

1. Locate the email that you have received 
from WebEx 

 
2. Click the link in the email under the 

heading To join the training session.  
 

3. Webex will open in web browser 
 

 
  

1.  Enter your name and email address in the right-hand side 
 

2. The Session password should be pre-filled 
 

3. Click Join Now to commence the session 

 
  

The next step will depend on your web browser 
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1. A web browser (or new browser tab) 
will open 
 

2. When prompted, click Allow.  

 

1. A web browser (or new browser tab) 
will open 

 
2. Click Add WebEx to Chrome. 
 

 
  

3. A web browser (or new browser tab) 
will open 

 
4. Click the Add Extension button 
 
5. An application will download to your 

computer.  
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6. When the download is complete, click 
the downloaded file in the lower left 
panel of Chrome  

 

 

 
  

7. When prompted with the security 
warning, click Run. 
 

8. Depending on your computer setup, 
you may need your administrator 
details 
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1. The WebEx application will begin to 
load. 
 

Should you encounter errors at this point, 
repeat the above steps but click “Run a 
temporary application” 
 

 
  

2. You will need to set up your audio 
 

3. Click Use Computer for Audio to begin 
the setup.  

 
4. You can test the set up by clicking Test 

speaker/microphone 
 

5. Close the window by pressing the x in 
the top right corner when complete 

    
  

You are now in your class 

 
  

 

Turn your camera on / off 
Turn your mic on / off 

 

Put your “hand” up 
 

Chat window 

 

Other participants 

 

Content Window 
- Whiteboard 
- Presentation 
- Other applications 
 


