
User guide for the teleconference host 

For the original source of the information below, please, refer to https://help.webex.com/ld-

nyw95a4-CiscoWebexMeetings/Webex-Meetings 

 

 
 

As host, you can arrange a WebEx appointment at Webex website instantly or using Cisco 

Webex Meetings application installed on your device.   

 

https://jinr.webex.com/webappng/sites/jinr/dashboard 

 
 

 

https://help.webex.com/ld-nyw95a4-CiscoWebexMeetings/Webex-Meetings
https://help.webex.com/ld-nyw95a4-CiscoWebexMeetings/Webex-Meetings
https://jinr.webex.com/webappng/sites/jinr/dashboard


 
 

Sign in to your Webex account that is to be created once in advance.  

Click «Schedule» for selecting your event mode: meeting or conference.  

Fill in the event topic, date and time.  

 

 
 



 

 

Click to “Meetings”: 

 

 

Click to “Schedule”: 



 

 

 

Fill in lines: 

 

 

Click to “Start”: 



 

 

Click to “Meetings” and see: 

 

 

 

Click to ”Start”: 



 

 

 

 

 

 



Start meeting:

 

 

 

Please join the event with your microphone muted to avoid extra noise before the event starts.  

Participant Menu : 

You can grant or remove privilegesas well as add alternate hosts here -  

Participant field - Assign priviliges: 

 

 

 

 



 

You can invite and remind on the speech using the system.  

Participant  field - Invite and Remind: 

 

 

Host shows his/her screen or a specific application to everyone in the meeting. Anyone of the 

speakers can share his/her screen or a specific application in this way. It is recommended that 

Host disalbes sharing his/her content while Speaker shares his/hers with the attendees. 

Meanwhile Host can poll attendees and initiate voting. 

 

Share Content. To share the selected content during a meeting, from the Meeting Controls Panel, 

select Share Content: 



 

View manages screen view and Controls Panel options : 

 

You can configure audio in the meeting by dropping down Audio settings menu with Volume, 

etc., that provides a variety of audio settings for a conference when necessary. 

The Conference/Meeting Controls Panel provides Host with recording settings, where Host can 

configure event recording settings (Start recording), enter a Welcome Message, activate the 

transcript mode: 



 

Commands and controls of the conference desktop 

Host microphone on/off: 

 

 

Main left menu:Meetings:Select Meeting:Show advanced options: 



 

 

 


