
 

WebEx Frequently Asked Questions 
 
When an event is scheduled in WebEx, there are two ways to join the meeting: 
 
• Responding to an email or calendar invitation 
• Connecting through the NJSBA Meeting Site 

How Do I Join a WebEx meeting from an email? 

1. Open your email or calendar invitation and click the Join WebEx Meeting hyperlink. A new window 
will take you to the Meeting Information page on your WebEx site. 
 

 
2. If the meeting has started, a green icon will appear next to the words “It’s time to join a meeting.” If 

the meeting has not started, there will be a red icon next to the words “Not Started.” 
3. You will be prompted to enter your name and email. 
4. Click green Start or Join and you will be connected to the meeting. 
 
 

How do I Join a WebEx Meeting Using a Meeting Number? 
 
Open https://njsbaevents.webex.com in a browser and click “Unlisted Meetings”. In the window at the 
center of the page, enter the Meeting ID number for your meeting. 
 
 

 
 
 

 

 



 

How Do I Connect My Audio?  
When your WebEx application launches, you will be presented with Audio and Video connection 
options.  

 
 
Select “Call Using Computer” to take advantage of the free WebEx VoIP audio. WebEx will automatically 
detect any headset connected to your computer. If you are in a highly populated location, it is 
recommended that you use a headset to limit disruption to your colleagues. You also have the ability to 
have WebEx call your desk phone. 
 
If you select “I Will Call In” as your audio connection method, you will need to manually dial the 
telephone number provided in the invitation. You will be prompted to input the meeting Access Code 
and then enter your Attendee ID as displayed. If you do not input your Attendee ID, your audio and 
computer connections will remain separate. 
 
 

 

 

 

 

 

 

 



How Do I Connect My Video Feed? 
You can turn your video off or on at any time during your meeting. To do this, open the participants 
panel (if it is not already open) by clicking the “Participants” icon at the top right of the meeting 
window. Then, locate your name in the Participants panel and click the gray video camera icon to the 
right of your name.  

 
When your video is transmitting, you will see your image exactly how other participants will view it. As 
others join your meeting, your self-view will appear in a smaller “picture-in-picture” window. In the 
main video window will be the last participant who spoke during the meeting. 

 
If you will be using WebEx only for a video conference and not sharing content, you may wish to view 
video in full screen mode. To do this, place your cursor over the active speaker video display and the 
“Full Screen” icon will appear in the upper right corner. Click this icon to place your video display in full 
screen mode. 
 

What if I still cannot hear the audio? 
 
Solution: 
There are several types of audio applications for WebEx meetings: 

 WebEx Audio - Combination of teleconference and VoIP, where you can choose to Use Phone or 
Use Computer (VoIP) 

 Teleconference - Everyone connects using their phone. 
 Integrated Voice Over IP (VoIP) - Sound comes over the computer using headsets, speakers and 

microphones. 



 Audio Broadcast - Used for events, during which sound from the host is played through 
computer speakers or a headset 

If you are not hearing any sound, try the following: 
 Make sure you are connected to the audio conference. When connected, a phone or 

microphone icon should appear next to your name in the Participant panel. 
 Use the Speaker/Microphone Audio Test... or Computer Audio Settings..., under the Audio 

menu, to make sure you have selected the right speaker to use for audio. You may also adjust 
the audio volume from this screen. 

 Make sure the host or presenter is actually speaking. When they are talking, you should see 
green waves coming from their phone or microphone icon. 

 Try chatting to the host or presenter and ask if they can assist you with the audio. 
 If using VoIP or computer audio, make sure your speakers or headset are connected properly. 

Try leaving the meeting and restarting your computer, then rejoin. 
 If the event is using Audio Broadcast, try leaving the event and rejoining. If you still have 

problems, you can request to join the phone conference. 
 

Need Help? 
 
Contact NJSBA at njsbawebex@njsba.org 
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