
Job Aid for Virtual Attendees 

The WebEx window layout 

 
Q & A 

 
 

Presentation 

Attendee-control PPT Annotation Tools 

Presentation Area 

Presenter  

 Click to open the participants Panel 

Participants Panel 

 1.  Click to open the Q&A Panel 

3. Type your question here 

2. Select a panelist to ask 

4. Click to send question 

Questions and answers will display here. 



View and save presentation materials

 
  

 Click the user-control PPT 

 Click to save the document 

Page navigation tools 

Annotation tools 



More tutorials 

For more information on how to use WebEx, please visit http://www.webex.com/how-to/index.html.  

 

Install and configure the WebEx Event Manager 

The first time you join a presentation, the WebEx Event Manager will be installed automatically; however, you can 

manually download it here. 

 For Internet Explorer in Windows, https://ecnu.webex.com.cn/client/WBXclient-T29L10NSP11EP3-

4862/atecie.msi  

 For Firefox or Chrome in Windows, https://ecnu.webex.com.cn/client/WBXclient-T29L10NSP11EP3-

4862/atecns.msi  

 for Mac OS X, https://ecnu.webex.com.cn/client/WBXclient-T29L10NSP11EP3-

4862/mac/intel/webexec_intel.dmg  

 

Technical support information 

You also can contact the virtual event technical support of the AECT-LKAOE 2015 symposium at 

wuyian@wafersystems.com or find regional support from WebEx at 

https://support.webex.com/MyAccountWeb/needsupport.do?userType=ht.   
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Job Aid for Presenters 

WebEx window layout 

 

 

 

Using microphone and camera 

 
 

  

Tools 

Participants Panel 

Click to turn on/off the microphone 

Click to turn on/off the camera 

 Click to open the participants Panel 
Presentation 

Attendee-control PPT 



 

Share the screen 

 
Share an application or a file 

                   
 

  

 1.  Click the Quick Start tab 

 2.  Click the Share My Screen button 

 1. Click here to share more items 

2. Choose to share a file or 
an application 



 

Using the Q&A tool 

When you share your application or screen, you need to open the Q&A window to see the questions and answer 

questions. 

 

 

Using the Chat tool 

 

 

  

5. Click the target question 
you want to answer 

6. Type your answer here 

7. Click to send your answer 

1. Move the mouse over here. The 
toolbar will appear 

2. Click here to show more 
tools 

3. Click the Q&A menu item 
to open the Q&A panel 

4. The Q&A window appears 

1. Click the Chat button to open the 
Chat panel 

2. The Chat window appears 

3. Choose recipients 

4. Type your content 

5. Click the Send button 



More tutorials 

For more information on how to use WebEx, please visit http://www.webex.com/how-to/index.html.  

 

Install and configure the WebEx Event Manager 

The first time you join a presentation, the WebEx Event Manager will be installed automatically; however, you can 

manually download it here. 

 For Internet Explorer in Windows, 

https://ecnu.webex.com.cn/client/WBXclient-T29L10NSP11EP3-4862/atecie.msi  

 For Firefox or Chrome in Windows, 

https://ecnu.webex.com.cn/client/WBXclient-T29L10NSP11EP3-4862/atecns.msi  

 for Mac OS X, 

https://ecnu.webex.com.cn/client/WBXclient-T29L10NSP11EP3-4862/mac/intel/webexec_intel.dmg  

 

Technical support information 

You also can contact the virtual event technical support of the AECT-LKAOE 2015 symposium at 

wuyian@wafersystems.com or find regional support from WebEx at 

https://support.webex.com/MyAccountWeb/needsupport.do?userType=ht.   
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