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More Resources
Check out remote.dc.gov
virtual meeting best practices 
and other tools.

http://remote.dc.gov/


How to Start, Join, and Schedule a 
meeting

1. Go to dcnet.webex.com
2. Login
3. Choose schedule or start a meeting
4. Multiple tools to share webex room 

details.
• Download the app
• Add on the Productivity Tools



Webex 
Meetings 
Tools



Choose Your View
You can only control 
your own view. 

Increase or 
decrease the 



Communicate without talking with chat 
and polls

Save your chats! go to File > Save > Chat.

Select the chat icon on your toolbar   to open the chat box and talk 
with everyone or choose a participant in the meeting.

To chat privately with someone, hover over their name in 
the Participants panel and select beside their name.

You can use a poll to 
get feedback from 
your attendees during 
a meeting.



Participant Audio

Joining by Computer Joining by Phone

• Control muting with *6 
(or phones muting 
function)

• Is notified over audio if 
put on mute and given 
instructions to Unmute

• Controls muting 
through the computer 
app

• If sound quality is poor, 
consider switching to 
phone. 



1. Share your screen or a 
single application.

2. To save time, open any 
applications you want to 
share before the meeting 
starts.

3. For a maximum amount of 
bandwidth, close any 
applications that you do not 
need or that use bandwidth.

4. Anyone can share but only 
one person can share 
content at a time, and the 
host can revoke privilege at 
anytime.

Use the whiteboard to 
sketch out ideas!

Sharing content



The Power of Mute

• To mute everyone at once, from the Participant menu, 

select Mute All or Unmute All.

• To configure your meeting to mute each participant as 

they join the meeting, from the Participant menu, 
select Mute on Entry.



The Power of Mute
Mute Background Noise

Watch the alert next to your profile in the 
Participant window.

Go to the Participants panel, find their name, and 
select Mute or Unmute

Mute or unmute specific people


