Cisco WebEx Meetings & Events 
Frequently Asked Questions

What is WebEx?
WebEx is a web conferencing tool.  It provides the ability to use any web connected smartphone or PC to host or join a WebEx meeting.  You can also set up meetings or events to permit dial in access.
Who can use WebEx?  
Anyone inside or outside the County can join a WebEx hosted by Racine County or any other entity.
Is WebEx the only Authorized Tool?
No anyone can participate in a web conference from any provider.  Only Cisco WebEx and Microsoft TEAMS may be used to HOST County meetings.
Can anyone host a County WebEx meeting?
Only people who are authorized can host WebEx meetings.  You must get director approval to get permission to host WebEx.
Can I set up a WebEx Meeting or Event without a password?
No.
Can I Raise-Hand from a phone?
No.
How do I create a webex meeting?
You can create meeting by going to https://racinecounty.webex.com/ and logging in 
How can I use a phone as audio as Presenter?
Log into the WebEx session.  Then select call me.  Under Communicate, Audio Connection, then two options.  Call me or Call in, will allow you to use a speakerphone.
How to install the client?




	Example for the public
	Event address for attendees: https://racinecounty.webex.com/bcwi/onstage/g.php?MTID=e597634aab9414596e1b761cc25620f27   


Dial in 1-415-655-0003 
Event number (access code): 610 556 208
Web-PIN: 3414

Example for Panelists/Presenters/Pollster 
Event address for panelists: https://racinecounty.webex.com/bcwi/onstage/g.php?MTID=e848ed5df49dca2e16910a8f875a23401    
Event number (access code): 610 556 208
PIN: 5151
To use a phone for audio, select Audio and select call me or call in
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	When it's time, start the Webex event here. 

	 

	Host: August Neverman (august.neverman@racinecounty.com) 

	Event number (access code): 610 756 208 

	Host key: 910493 (Use this to reclaim host privileges.) 

	 

	Tuesday, March 31, 2020 1:00 pm, Central Daylight Time (Chicago, GMT-05:00)

	 

	Event address for attendees: https://racinecounty.webex.com/bcwi/onstage/g.php?MTID=e597634aab9414596e1b762cc25620f27 

	[bookmark: _GoBack]Event address for panelists: https://racinecounty.webex.com/bcwi/onstage/g.php?MTID=e848ed5df49dca2e16990a8f875a23401 

	 

	

	 

		Start event 




	 

	Audio conference information

	To receive a call back, provide your phone number when you join the event, or call the number below and enter the access code.
+1-415-655-0003 United States TOLL
Global call-in numbers

	
Join from a video system or application

	Dial 610756208@bcwi.webex.com
You can also dial 173.243.2.68 and enter your meeting number.

	Panelist numeric password: 596457





	 

	Need help? Go to http://help.webex.com 

	 







WebEx Events roles are
· Host — One or more people who coordinate a WebEx event.  This person controls who is presenting, who is polling coordinator etc.
a. Host can mute.  If host unmutes then the individual can mute/unmute.
· Presenter — (whoever is talking and presenting information – might be clerk or board chair??)
· Panelist —would be board member so all could technically talk at once
· Attendee — (Audience) cannot unmute themselves
· Polling coordinator ——- (clerk or IT– polling questions, vote up/down? No obvious way to abstain)
WebEx Meeting roles are
· Host — (coordinator – probably IT maybe Clerk) controls who is presenting, who is polling coordinator etc.
· Presenter — (whoever is talking and presenting information – might be clerk or board chair??)
· Attendee — (Audience) can unmute themselves


Features
1. You can automatically MUTE participants (the public cannot unmute themselves).
2. The Host can Promote Participants to panelists.
3. The Host can Promote Panelists to presenter.
4. Panelists can unmute themselves (like a board meeting with multiple people talking)
5. Panelists MUST have a smartphone or PC to connect to the meeting.
6. Dial in participants cannot be made panelists. But they can be individually unmuted.
7. The Polling Coordinator can do virtual voting.
a. Example: Are you in favor of Christmas? Yes No Abstain (or whatever we want the answers to be)
b. And it gives you immediate feedback on voting.
c. Need to confirm if polling can be limited to panelists.
8. Host can chat various groups realtime
9. Entire session can be recorded



Attendee controls
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1. Mute on/off. Grey indicates your microphone is unmuted, red is muted. This setting may be controlled by the meeting host.
2. Video on/off. 
3. Share. Light grey indicates you do not have permissions to share your screen or any other content with the meeting. This is granted by the host or the current presenter can pass off sharing.
4. Participant panel. Toggles on and off the participant panel. Blue is on, grey is off.
5. Chat panel. Toggles on and off the participant panel. Blue is on, grey is off.
6. System controls. Includes changing microphone and camera settings.
7. Hang up. This will disconnect you from the meeting.


image1.png
Attendee List

(¢}
' € Name (3) ~ Feedback 4
& bonnie carstens s
% Call-in User 9 )4

oS D





image2.png




