
 

WebEx User Guide 

Thank you for being a part of our web based community! As a part of level 2 and 3 subscriptions, you will have access to join 

Webinar Q&A sessions and online group support. We will use WebEx to help us facilitate these groups. In order to join, you will 

need access to reliable internet or phone connection. Follow the steps below to join our meeting.  

1. A few days prior to the event, you will receive an email from eatingdisorders@duke.edu with the meeting link that you will 

use to join the meeting. The invitation will look similar to this:  

 

2. Once the day and time of the event arrives, follow the link or copy and paste the link into your web browser. It will take 

you to a page that looks like this:  

 

  

mailto:eatingdisorders@duke.edu


 

3. Enter the necessary information into the designated boxes and click “Join”. For your name, you are welcome to put your 

first name or your username for the eating disorder website, whichever you are most comfortable sharing! 

 

 

4. If you join before the host, a window like this will open. You can click “Notify the Host” or wait until the event opens.  

 

 
 

 

 



 

5. The WebEx Meeting Center will open. Here you can select your audio and visual connection preferences. We would love to 

greet you and see your face, but we encourage you to pick the option that make you most comfortable. From previous 

experience, we have learned that using computer audio causes a lot of background noise. If you will not be joining us 

through video, please join using a phone connection.  

 

 
 

6. To see the options to connect by audio, click “Call Using Computer.” Select your audio preference, and follow the 

directions.  

 

 



7. Once you join the meeting, there are a couple of ways to interact with the host and other participants. You can “chat” with 

the group by clicking the comment bubble at the bottom of the screen, typing your text in the text box, and hitting enter to 

send your message or question to the group.   

 

 
 

8. Once the meeting has ended or if you need to leave the session prior to the end, click the red “X” at the bottom of the 

screen and click “Leave Meeting”.  
 

 


