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Attendance capabilities to a WebEx session exist by default, barring the attendee is provided login information by the host for a specific WebEx meeting.  NCI users who wish to have a host account to host WebEx meetings will need to make a request through the Frederick Helpdesk.  The Frederick Helpdesk will facilitate the request through NCI, and NCI will contact the user directly with host account information once it is created.
The following instructions can then be used to schedule/attend a WebEx meeting:
Host Instructions
1. Test your system in advance by going to http://www.webex.com/test-meeting.html and entering your name and email address.
1. You should receive a message in return stating, “Congratulations! Your system is now set up properly.”

Scheduling a Meeting
1. Go to http://cbiit.webex.com/ and choose “Host a Meeting” in the top right corner.
1. Enter your username and WebEx password you were issued via NCI’s host account email.
1. Click Meeting Center tab, then expand Host a Meeting.
1. Click Schedule a Meeting.
1. Create meeting topic and password to be relayed to your meetings attendees.
1. Assign a date/time for your meeting.
1. Choose “Send a copy of invitation to me.”  This will contain the information you will later forward to your attendees.
1. When online form is complete, click “Schedule Meeting.”  This will schedule your meeting for the date/time specified.
1. When the informational email arrives from WebEx containing meeting details, forward the informational email to any/all appropriate attendees.

Starting a Meeting
1. On the meeting date/time, log in at http://cbiit.webex.com/ with your host username and password.
1. Choose My WebEx tab at the top.
1. Locate your meeting and choose Start.  Use Share Desktop feature to share visuals with attendees.

Attendee Instructions
1. Test your system in advance by going to http://www.webex.com/test-meeting.html and entering your name and email address.
1. You should receive a message in return stating, “Congratulations! Your system is now set up properly.”
1. Your host should be sending you a meeting number and password for the WebEx meeting.
1. On the meeting date/time, follow the link in the email from your host and enter meeting ID and/or password as requested to join the meeting.
1. If audio feature is needed, you may use the phone number and meeting ID/password given in the host email to listen in by phone.

