
Using WebEx for Staff and 
Student Meetings



Overview

• This presentation describes four activities 
related to using WebEx for meetings:

– A one-time setup of the WebEx Productivity Tools

– How to schedule a WebEx meeting inside Outlook

– How to start a WebEx meeting from Windows Live 
Messenger

– How to use a web cam in a WebEx meeting



Productivity Tools Setup

To access the Productivity Tools settings, go to
“Start->All Programs->WebEx->Productivity Tools->WebEx Settings”

Note: Configuring the Productivity 
Tools is a one-time activity that 

only needs to be done when first 
installing the software.



Set “Site URL” to 
https://nova.webex.com/nova

Set “User name” to 
either “graduate” or 

“undergraduate” 
and enter 

corresponding 
password.  Check 

box next to 
“Remember my 

password”.

Productivity Tools Setup (cont’d)



Enter a “Meeting Topic” and a 
“Meeting password” to be 

used for all meeting initiated 
via IM.  Uncheck “List this 

meeting on the WebEx site”.

Set Audio Conference 
type to “None”.

Go to the 
“Instant 

Meetings” tab.

Productivity Tools Setup (cont’d)



Set Audio Conference type 
to “None”.  Click “OK”.

Enter a default “Meeting 
password”.  Uncheck “List 

this meeting on the 
WebEx site”.

Go to the 
“Scheduled 

Meetings” tab.

Productivity Tools Setup (cont’d)



Scheduling a WebEx Meeting in Outlook

Create a “New Appointment” in 
Outlook as usual and add the 

meeting attendees to the 
appointment.  Click on “Add 

WebEx Meeting”.



Enter a meeting 
password (choose 

something unique for 
security purposes) and 

uncheck “List this 
meeting on the WebEx 

site.”

Change Audio Conference type 
to “None”.  Click on “OK”.

Scheduling a WebEx Meeting in Outlook (cont’d)



Click on “Send” to send 
the meeting invite.

Scheduling a WebEx Meeting in Outlook (cont’d)



Starting a WebEx Meeting via IM

Click on “Start 
Meeting”.  WebEx 
will automatically 

start, and you will be 
logged in as the 
meeting host.



Starting a WebEx Meeting via IM (cont’d)

In your IM window, the follow 
dialog will appear.  Click “Yes” to 

send the meeting link to the 
attendee as an IM message.



The meeting link is 
automatically sent to the 

attendee.  He/she just has to 
click on it to join your meeting.

Starting a WebEx Meeting via IM (cont’d)



Using a Web Cam in WebEx

Click on the wrench icon 
to set your video options.



Click on the “Personal 
Options” tab and set 

the “Video Frame 
Rate” to “High” and 

“Video Resolution” to 
“Medium”.  Click on 

“OK”.

Using a Web Cam in WebEx (cont’d)



Choose the appropriate 
grid display for the 
number of webcam 

feeds you will be using in 
the meeting.

Using a Web Cam in WebEx (cont’d)



Click on “Send Video” to start 
sending video feed.  You can 
begin the video feed before 

your participants join, or you 
can choose to wait until after 

they join.

Using a Web Cam in WebEx (cont’d)


