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Getting started with Webex

Setting up for online learning 
success

Engaging students in online 
learningAll participants have been muted on entry. 

Please keep your mic muted unless requested 
to share, or during the Q&A session at the 

conclusion of the presentation. 
Thanks!



The Webex meeting control icons

Move your mouse towards the bottom of the screen – the meeting control icon set 
will appear:

From left to right:
• Mute icon – microphone is muted when the icon is red
• Video camera – video is on when the icon is red
• Share content icon - share your screen, video content, create new whiteboard
• Record icon – only available to the host
• Participant icon – click to open the participant panel to the right of your screen
• Chat icon – select to open the chat panel to the right of the screen
• More Options icon – make changes to audio visual settings, lock the meeting, polling…
• End icon – select the red icon with the white cross to leave the meeting as a participant or end the 

meeting if a host



Sign into
eduvic.webex.com

START

FINISH

Schedule a 
meeting

Select meeting 
settings

Share the meeting 
information

Generate meeting 
information

Getting started with Webex



Click to sign in

Sign in to eduvic.webex.com



Enter your DET email 
then click next

Sign into eduvic.webex.com



Enter your eduPass details 
when prompted

Sign into eduvic.webex.com



Click schedule to create your 
meeting (class)

Schedule a meeting (class)



Give your class a name

Schedule a meeting (class)



Change the password

Schedule a meeting (class)



Select the date, time and 
duration

Schedule a meeting (class)



Set up recurring classes if 
desired

Schedule a meeting (class)



Select the recurrence 
pattern

Schedule a meeting (class)



If you have email addresses, enter 
them here

Schedule a meeting (class)



Add alternate host

Add a colleague’s email address then 
select person icon to add as alternate 

host icon will change colour to blue



Choose your desired entry and exit 
tone

Select meeting settings



Customise your meeting



Customise your meeting



Save as template for future 
use

Create a template



Don’t copy and paste the host 
key

Click schedule to create 
meeting details

Generate meeting information



Click to copy details

Generate meeting information



Click to join

Create your own join 
button – hyperlink to a 

shape

Create a QR 
Code Log in

Share meeting information

https://eduvic.webex.com/eduvic/j.php?MTID=m7eb1eac6e70ad2a9c813841fbc321aef


Remember:
• Anyone with the meeting details will have access to your 

meeting
• Email your meeting details where possible
• Share meeting details through a password protected 

platform
• Remind your students/parents to keep the details in a safe, 

secure place and to not share the details with anyone else
• Keep a close eye on attendees as they join your meeting:

• Lock your meeting after it has started – you can admit 
latecomers if necessary

• Expel any unidentified participants

Share meeting information
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Protocols for videoconferencing

Safety and security

Audio visual management

Setting up for online learning 
success



• Whole school approach
• Student voice
• Communication channels
• What makes a safe and effective 

teaching and learning environment?
• Discuss and model effective strategies 

and study habits

Protocols for videoconferencing



Protocols for videoconferencing



Turning off ‘anyone 
can share’

START

FINISH

Locking the 
meeting

Expelling unwanted 
participants

Moving students 
to the lobby

Safety and Security



Manage what is shown to your 
students

• Click the ‘Participant’ tab in 
the menu

• De-select the ‘Anyone can 
share’ button

• Use Ctrl-Alt-S to toggle on and 
off

• Provide permission to 
individuals to share

Turning off ‘Anyone can Share’



Prevent unwanted participants 
from entering your meeting

• Click the ‘Meeting’ tab in the 
menu

• Select ‘Lock Meeting’
• Select ‘Unlock Meeting’ to 

reopen the meeting; or 
• Click the ‘Additional Options’ 

button in meeting controls
• Select ‘Lock Meeting’

Locking the meeting



Temporarily remove students 
from your meeting

• Open the participants list 
using the participant button

• Right click on the student’s 
name

• Select ‘Move to Lobby’ 
• Click ‘Admit’ to return the 

student to the meeting 

Moving students to the lobby



Permanently remove participants 
from your meeting

• Open the participants list using 
the participant button

• Right click on the student’s name
• Select ‘Expel’
• Select ‘Yes’ from the pop-up
• Lock the meeting to prevent an 

expelled student re-entering
• Report to Cisco using help menu 

and IT Service Desk

Expelling unwanted participants



Mute all on 
entry

START

FINISH

Mute all

Mute 
individuals

Turn off video 
for all students

Turn off individual 
video

Audio visual management



Mute all participants when they 
enter the meeting.

• Start your meeting
• Click the ‘Participant’ tab in 

the menu
• Select ‘Mute on Entry’
• Deselect ‘Mute on Entry’ to turn 

off

Mute all on entry



Mute all students who have 
unmuted during the meeting

• Click the ‘Participant’ tab in 
the menu

• Select ‘Mute All’
• Select ‘Unmute all’ to allow all 

students to speak

Mute all



Mute and unmute individual 
students

• Open the participants list using 
the participant button

• Right click on the student’s 
name

• Select ‘Mute’ to mute their mic
• Select ‘Unmute’ to allow them 

to speak; or
• Click the mic icon next to their 

name

Mute individuals



Turn off video for individual 
students

• Open the participants list using 
the participant button

• Right click on the student’s 
name

• Select ‘Stop Video’ to stop their 
video feed; or

• Click the video icon next to 
their name

Turn off individual video



Toggle video feed on and off 
from all students

• Click the ‘View’ tab in the menu
• De-select ‘Show Participant 

Video’ to disable video feed 
from all students

• Select ‘Show Participant Video’ 
to show video feed from all 
students

Turn off video for all students



From the top menu select 
Meeting > Options

Make your selections to turn on 
or off participant privileges

Additional meeting controls



Share your 
screen

START

FINISH

Share video content and 
transfer files

Invite students to 
share their screens

Using a 
whiteboard

Creating and 
sharing polls

Engaging Students



Share content from your screen 
with students

• Click the ‘Share Contents’ icon 
in the meeting controls

• Select which screen you would 
like to share

• Share controls will appear at 
the top of the screen you are 
sharing

• Click ‘Stop Sharing’ to stop 
sharing your screen

Sharing your screen



Share video content and 
optimise your display for video

• Click the ‘Share Contents’ icon 
in the meeting controls

• Select video content to share
• Select ‘Optimise for video 

content’  from the drop down 
menu

• Play the video content

Sharing video content



Transfer files from your 
computer for your students to 
download

• Select File from the menu bar
• Transfer
• Choose the file that you want 

to share with your students
• Students click on download to 

download the file to their 
device

Transferring files



Invite all students to share their 
screen with the class

• Click the ‘Participant’ tab and 
select ‘Anyone can Share’ to 
enable all student to share

• Right click on a student’s 
name and change their role to 
presenter to enable 
individuals to share

Invite students to share their 
screen 



Sharing a whiteboard

• Click the ‘Share Contents’ icon 
in the meeting controls

• Scroll to the bottom and select 
‘New Whiteboard’

• Controls will appear on the left 
of the screen

Using a whiteboard



Annotating a whiteboard

• Click the ‘Participant’ tab in the 
menu bar

• Select ‘Assign Privileges’
• Tick the ‘Annotate’ box in the 

Participants menu and click ‘OK’
• Students will be able to 

annotate the whiteboard
• Click File>Save to save the 

whiteboard when finished.

Using a whiteboard



Creating polls

• Click the ‘More Options’ button in 
the meeting controls

• Select ‘Polling’ – a poll creation 
window will open

• Select the type of question and 
select ‘New’ 

• Create your poll question
• Tick ‘Record individual responses’ if 

required
• Select ‘Options’ if a timer is required

Creating polls



Share polls with your students

• When your poll is ready, click 
the ‘Open Poll’ button

• A panel will open which shows 
the questions and responses

• You can manually close by 
pressing the ‘Close Poll’ button

• The poll will close 
automatically if a timer was set

• Save the data using File>Save 
As>Poll Questions

Sharing polls



Ending your Webex session

Ending your session

• When you have completed your 
videoconference, click on the X 
button in the controls

• Select and confirm ‘End Meeting’ 
to complete the meeting and close 
it to all participants

• Selecting ‘Leave Meeting’ will pass 
host control to another 
participant and should not be 
selected.



If you have any questions or need any 
further support, please email us on 
digital.learning@edumail.vic.gov.au

There are a range of resources for Webex 
available on FUSE:
https://fuse.education.vic.gov.au/Pages/web
exathome

Contact us

mailto:digital.learning@edumail.vic.gov.au
https://fuse.education.vic.gov.au/Pages/webexathome


Participants are welcome to remain 
online with us for a Q&A session. Feel 

free to ask any questions in chat or via 
mic. Please be respectful of others. 

Thanks!

Thanks for your participation in this session. 
We would love any feedback about what you 
found helpful and what else we can include 
in these introductory sessions for using 
Webex to support Learning from Home. 

We will be providing more advanced 
professional learning in the use of digital 
tools to support and enhance Learning from 
Home over the next few weeks. Look out for 
more information on the Bastow training 
calendar and on the new Arc platform which 
will be available next week. 

Thank you! Q&A Session
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