
Quick Reference Guide to Setting up Audio on WebEx 

Before entering the online WebEx meeting you should check to see if your 
computer audio is working correctly first. Do this about 10 minutes before the 
meeting starts. To do this, follow these 5 easy steps:  
 

 

 

 

Your next step, after completing the audio set up from your computer is,  go into your e-mail 

and click on the message that your host has sent you. Once you’ve clicked on this message, a 

blue website link will be listed below the information about the WebEx time schedule. Click on 

this blue link and it will take you to your WebEx Online Meeting room. 

Once you get inside of the WebEx Online meeting room, move your mouse up to the Audio 

option in the top left corner of the screen. 

 

Click Audio Wizard and you see and image like this:  

 

 

 

 

 

-1- Click Start 

-2- Click Control Panel 

-3- Find this Icon, and double click it  

-4- Pull notch to 

the word High 

-5- Go through all options and make 

sure everything is turned up.  

Click AUDIO to set 

up Audio Wizard. 

Click Next. 



 

Read carefully through the Audio Wizard and make sure the device you are using is 

recognized in the wizard and all the audio devices are turned up. Once you’ve completed 

this process, you will have to go back to your Audio Conference window; this window 

should look like this:   

 

Once you are in your Online Meeting,  you will  see a  headset/microphone icon on the right 

beside your  name. If you talk into your microphone, you will see your headset image 

moving. This means your audio in working properly and everyone in the meeting can hear 

you. 

                                        

 

 

 

Chat box is a place to send text 

messages. If you have a question 

you can send a message using 

chat. 

Click “Call Using Computer” 

This is your Headset 

image with your name 

right beside it. 

To show your webcam click the 

video icon.  

Type message here 

To send your message, 

Press Send.  

Type message here 


