
 
 

Webex Webinar Guide for Customers 
TO SIGN UP: Call Greenfield office at 800-457-2603 or 413-774-4361 to sign up; you must provide an email 

address to participate.   
 

TO JOIN: If you have never attended a Webex training, you will be asked to download and install the Webex 
application. This could take 10-30 minutes, so start early the day of your webinar! If you Join Using Browser, 
your session view will differ from the desktop application.  
 

You will receive an email with the invitation to join the webinar. Steps 1-5 are key. (Phone info and session 
number and password will be needed only if you can’t join using computer audio.) 
 
The Email Invitation from messenger@webex.com will look like this: 

Hello, Edie Smith invites you to participate as an attendee in the following online training session:  
Topic: Resume Webinar  
Host: Edie Smith  
Date: Thursday, April 23, 2020  
Time: 1:15 pm, Eastern Daylight Time (New York, GMT-04:00)  
Session number: 713 260 870  
Session password: qWjE3auzf64  
-------------------------------------------------------  
To join the training session  
-------------------------------------------------------  
1. Go to https://eolwdma.webex.com/eolwdma/k2/j.php?MTID=t442129a2fd915fe3589d3c95d9dee0c4  
2. Enter your name and email address.  
3. Enter the session password: qWjE3auzf64  
4. Click "Join Now".  
5. Follow the instructions that appear on your screen. 

https://eolwdma.webex.com/eolwdma/k2/j.php?MTID=t442129a2fd915fe3589d3c95d9dee0c4


 
 

 

TOUR OF WEBEX WEBINAR: Here’s what you’ll see when you join the Webex session. 

The Ribbon Menus 

Presenter’s Documents 

Content Viewer showing Presenter’s 
PowerPoint presentation 

Chat 

Feedback Bar 

Restore Panels 

Close Panels 



 

 
 

If you enter Full Screen View: 
Move your cursor near the top of screen to 
unhide the menu options.  

Click return to exit full screen. 

 

Interactive Tools: The Presenter may ask you questions. Use the Feedback Bar in the Panels section. 

 
 
 

 
From left to right: Raise Hand, Yes, No  

(Slow Down, Speed Up, Emojis- not commonly used) 
 

 
 
 
 
Chat Before you hit “Send”, be sure to select who 

your message will go to.  
 
 
 



 
 

Saving Handouts Before your session, you may receive a reminder email that contains the Webinar PowerPoint and handouts 

as attachments.  If you did not save these ahead of time, the Presenter will guide you through the following steps:  
 

The Presenter will click on the Tab of a document that is being shared.  

Then, you will do the following: 
1. Click File > Save As > Document 
2. A window opens, asking you to choose where you want to save the file in your local computer.  

3. Choose a location (i.e. Desktop, Documents folder, or other) 
4. Choose File Type: PDF 
5. Click Save.  

 
Step 1 Steps 3-5 



 
 
 

Polls: When the Presenter opens a poll, the question and possible answer(s) will appear in a new panel called, Polling.  
Here’s what you will do: 
Choose your answer and click submit. (A round radio button = choose 1 answer/ A square button = choose multiple answers)  

Once all participants have finished, the Presenter will end the poll and share the results.   
Once the poll is complete, you can click “X” to close that panel, if you’d like. 
 

 
 
 
 

 
 


