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Below are instructions to help you join a Webex event using a computer or laptop. This 

is a lecture-style presentation with no attendee video option. 
 

NOTE: Steps and screenshots may differ depending on the internet browser you use  
(Ex. Chrome, Safari, Firefox, Edge, Internet Explorer) as well as your computer settings. 
 
Option 1: Join from your browser 
This is the quickest and simplest way to join a Webex event; however, you will have to 
manually connect your audio and enable certain features. 
 

1. Click the event link provided in the Friends Club Join Event email. You may also 
copy and paste the link into your web browser. 

 
 

2. On the right-hand side of this screen, enter your name and email, which will not 
be visible to other attendees. You may be asked to enter the event password 
(case sensitive) located in the Friends Club Event email, or it may already be 
populated. Click “OK.” 

 
 

3. Click “Join by Browser.”  

 
 

For more information or assistance with Webex, please visit help.webex.com. 
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4. You will be taken directly into the event screen. Attendees will not have a 

personal video option, but they will be able to view and listen to the presenter. 
You will be muted upon entry. 

 
5. You will need to set up your 

audio when you enter the 
event. In the center or 
bottom of your screen, click 
the black circle with the 
three dots. Click Audio 
Connection. Then, hover 
over the “Use Computer 
Audio” option and click the 
blue “Connect” button.  
 
Most attendees will select Use Computer Audio (computer speakers), but there is 
also the option to use your phone to listen if you don’t have a computer with 
speakers or if they are low quality. See the Audio Instructions for more details. 
 

6. Wait for your host and presenter to introduce 
themselves. You will also see a box with a 
question mark. This opens up the Q&A panel 
to your right. If you would like to ask 
questions, you can click this icon. Your host 
will explain more at the beginning of the 
event.  
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Option 2: Install Webex Extension to your browser 
The Webex Extension is a one-time installation to your web browser. While it takes 
longer to set up, once it is installed you can quickly join future events with full access to 
audio and features. 
 

1. Click the event link provided in the Friends Club Join Event email. You may also 
copy and paste the link into your web browser. 

 
 

2. On the right-hand side of this screen, enter your name and email, which will not 
be visible to other attendees. You may be asked to enter the event password 
(case sensitive) located in the Friends Club Event email. Click “OK.” 

 
3. Click the blue “Join” button.  

 
4. You will be brought to a 

page titled “Step 1 of 2: 
Add Webex.” This 
language may differ 
depending on the 
browser you are using, 
such as “Add Webex to 
Chrome (or a different 
browser name)” or 
“Download the Cisco 
Webex add-on.”  

 

For more information or assistance with Webex, please visit help.webex.com. 
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If you’re using Windows:   
5. Click the green “Add Webex” or “Download” 

button in the middle of your screen, which will 
take you to a page to download the free Cisco 
Webex Extension to your web browser.  

 
6. Click the button up top on the right-hand side to add the extension. Depending on 

the browser you are using, this button may say “Add to Chrome (or a different 
browser name)” or “Get.” 

 
  

7. Click “Add Extension” in the gray pop-up box. This 
generic message is allowing Webex to access and 
update any information related to Webex. Webex 
will never read or change any information not 
related to Webex.  
 

8. Wait for a preview window to open for the event. Attendees will not have a 
personal video option, but they will be able to view and listen to the presenter. 
You will also be muted upon entry.         

   
9. Select your option for audio. Most 

attendees will use their computer 
speakers (Use Computer Audio), but there 
is also the option to use your phone to 
listen if you don’t have a computer with 
speakers or if they are low quality. See 
the Audio Instructions for more details.  
 

10. Click “Join Event” and wait for your host and presenter to introduce themselves.  
 
  

For more information or assistance with Webex, please visit help.webex.com. 
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If you’re using a Mac: 
 

5. Click the “Add Webex” or “Download” button in 
the middle of your screen to download the 
extension file to your computer.  

 
 
 
 

 
6. You’ll then be taken to a screen that says “Step 2 of 2: Install the Cisco Webex 

Add-on.” Click the “Cisco Webex Add-on” to download. 

 
 

7. Locate and click on the downloaded file, which will depend on the browser you 
are using. For example, it may be located on your screen toward the:  

 

a. Upper right-hand side: Click the black circle with the white arrow. 
Double-click “Cisco_Webex_Add-On.dmg.” 
 

b. Lower left-hand side: Click the grey tab with “Webex.pkg.” 
 

8. Click on any icon or prompt to install the Cisco Webex Add-On.  
 

9. Click “Open” and wait for the preview page to load.  
 

 
 
 
 

 
 
 

For those using the Safari browser:  
 A pop-up box titled “Extensions” will appear. Click the 

box in the left-hand column next to “Webex Meetings” 
and wait for the preview page to load.   

 

For those using the Chrome or Firefox browsers:  
- See “If you’re using Windows” steps 5, 6, and 7 above 
- Return “If you’re using a Mac” step 6 below 

 

For more information or assistance with Webex, please visit help.webex.com. 
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10. A preview window will open for the event. Attendees will not have a video option, 

but they will be able to view and listen to the 
presenter. You will also be muted upon entry. 
 

11. Select your option for audio. Most 
attendees will use their computer 
speakers (Use Computer Audio), but 
there is also the option to use your 
phone to listen if you don’t have a 
computer with speakers or if they are low 
quality. See the Audio Instructions for more 
details. 
 

12. Click “Join Event” and wait for your host and presenter to introduce themselves. 
 

 
 
  

For more information or assistance with Webex, please visit help.webex.com. 
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Option 3: Run Temporary Application 
This is recommended if the Option 2 Extension cannot load. While you will have access 
to audio and features, you will have to download the application again for future events.  
 
If you’re using Windows: 
 

1. Click “Run a temporary application” located below the green button in the center 
of your screen. 

 
 

2. Click on the gray tab located at the very bottom 
left side of your screen to access and open the 
application file.  

 
3. A gray pop-up box will ask you “Do you want to run this file.” Click “Run.” Wait for 

the preview screen to open. 
 
 
 
 
 
 
 
 

For more information or assistance with Webex, please visit help.webex.com. 
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4. A preview window will open for the event. 

Attendees will not have a video option, but 
they will be able to view and listen to 
the presenter. You will also be muted 
upon entry.  
 

5. Select your option for audio. Most 
attendees will use their computer speakers 
(Use Computer Audio), but there is also the 
option to use your phone to listen if you don’t have a computer with speakers or if 
they are low quality. See the Audio Instructions for more details. 
 

6. Click “Join Event” and wait for your host and presenter to introduce themselves. 
 
 
 
 
 
 
 
If you’re using a Mac: 
 

1. Click “Run a temporary application” located below the green button in the 
center of your screen. 

 
 

For more information or assistance with Webex, please visit help.webex.com. 
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2. Locate and click on the downloaded file, which will depend on the browser
you are using. For example, it may be located on your screen toward the:

a. Upper right-hand side: Click the black circle with the white arrow.
Double-click “Cisco_Webex_Add-On.dmg.”

b. Lower left-hand side: Click the grey tab with “Webex.pkg.”

c. Center: Click “OK” that Webex.pkg will open with Installer.

3. A pop-up box will open that says “Welcome to the Cisco Webex Start
Installer.” Click “Continue” in the bottom right corner.

4. Click “Install” in the bottom right corner.

For more information or assistance with Webex, please visit help.webex.com. 
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5. You may get a pop-up box that says “Cisco Webex Start
would like to access files in your Downloads folder.” Click
“OK.” Wait for the preview window to open.

6. A preview window will open for the event. Attendees will not
have a video option, but they will be able to view and listen to
the presenter. You will also be muted upon entry.

7. Select your option for audio. Most
attendees will use their
computer speakers (Use
Computer Audio), but there is
also the option to use your
phone to listen if you don’t have
a computer with speakers or if
they are low quality. See the Audio
Instructions for more details.

8. Click “Join Event” and wait for your host and presenter to introduce
themselves.

For more information or assistance with Webex, please visit help.webex.com. 


