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FIRST TIME USERS 
 

STEP 1: When you join a meeting for 
the first time, you're prompted to 
download the installer file to install the 
desktop app on your computer. 
 
If you can't download the installer, you 
can still join the meeting using the web 
app instead. You don't need to install 
anything using the web app, and it 
launches in your web browser. (SEE 
STEP 10) 
 
 
 
 
 
 
 
 
 
STEP 2: Click the installer file to 
install the Cisco Webex Meetings 
app. On Windows, click Webex.exe. 
On Mac, click Webex.pkg. 

 
 

STEP 3: Enter your name and email 
address and click Next. 
 
STEP 4: Enter the meeting 
password—it's in the email 
invitation—and click Next 
 
 

  

STEP 4 

STEP 2 

STEP 1 
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STEP 5: Click Show me what's new for 
a quick tour or select Skip.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You will see a video preview of how 
you'll look to others.  
 
STEP 6: Change your audio and video 
settings before joining your meeting. 
Click the audio connection options 

  

STEP 5 

STEP 6 
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STEP 7: Choose how you want to hear 
the audio in the meeting: 

Use computer for audio—Use your 
computer with a headset or speakers. 
This is the default audio connection 
type. 

You can change your headset, 
speakers, and microphone. 

STEP 8: If you want to join the meeting 
with your video turned off, click Turn 
off my video . 

You'll see  when your video is 
turned off. Click Turn on my 

video  when you want to show 
your video. 

STEP 9: Click Join Meeting. 

If you provider has not yet joined the 
meeting do not worry. You will be 
placed in a waiting lobby until your 
provider has joined the meeting. See 
STEP 11 for image.

STEP 7 

STEP 9 
STEP 8 
Optional 
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STEP 10: If you are joining a meeting 
from the internet you should receive a 
prompt to open the Cisco Webex 
Meeting.  
 
 
 
 
 
 
 
 
 
 
 
STEP 11: If your provider has not yet 
joined the meeting you will be placed 
into a virtual waiting room. Once your 
provider joins you will be able to begin 
the meeting.  

STEP 10 


