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Introduction 
This guide has been created for you as an Attendee (the student) to familiarize you with the technology 
that will be used to conduct a GCI online class. It is intended as an overview only and not as a 

comprehensive guide. Your experience may vary depending on your situation (computer settings, web 
browser, prior Webex usage). 

Welcome 
GCI has selected Webex Training as the platform to deliver online training. These classes are live and led 
by the same industry-experienced Instructors that teach our in-person classes. These classes are 

designed to be highly interactive. Webex Training allows a highly interactive experience enabling the 
students to engage with the instructor as well as other participants. To have access to the full 

functionality of Webex Training, you’ll need to join the meeting using your computer. 

Requirements 

Although there are some requirements to participate in our online classes, it’s highly likely that you have 

most, if not all, of them: 

● A computer (Windows-based is preferred). 
● Reliable internet connection (use a wired connection if possible). 

● Web camera (integrated into your computer or external). 

● Microphone / headset (USB or wired may provide better sound quality). 

TROUBLES? 
If you have any issues before or during the session (and you can’t communicate through Chat or Q&A in 

Webex), please contact either one of us: 

Name Title Cell 
Ardis Bartle Representative 713-446-1902 
Ruth Lacey Chief Operating Officer 281-630-3575 

 

How to Join 

Important: The Webex Training session will be open 1 hour prior to class start time to allow everyone 

ample time to get set up with your audio / video and download any class materials. 

The link to join the Webex Training session was provided in an email from GCI. Open that email (or 
meeting if you saved it to your calendar), and then click the link provided to join using your computer. 

Figure 1 is an example of the email you received from GCI. Please note the following: 

● Step 1: Click on the invitation link. Note: The link in Figure 1 is an example only. 
● Step 2: Important: You must enter the name and email address you provided at registration. 

 

GasCertification.com 
contact@gascertification.com  |  281-598-7200 

Page 1  |  8 
Sept. 2020 

 



 

 Attendee Guide to Webex Training 
 

● Step 3: The password is embedded in the link to join, so you should not need to enter a 
password. 

● Step 4: Click ‘Join Now’ to enter the session. 

 

Figure 1: Joining Webex Training via link provided in email 

Connecting Audio / Video 
Now that you’ve joined the session, set up your audio by following the instructions in the Audio 

Conference dialog window shown in Figure 2. Click ‘Call Using Computer’. 
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Figure 2: Main session screen showing audio conference setup 

Click ‘Test speaker/microphone’ and follow the instructions. 

 

GasCertification.com 
contact@gascertification.com  |  281-598-7200 

Page 3  |  8 
Sept. 2020 

 



 

 Attendee Guide to Webex Training 
 

 

Figure 3: Test your speaker and microphone 
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Find your name in the Participant panel, and click on the camera icon as shown in Figure 4 to start your 

video. 

 

Figure 4: Start your video in the main session window 

Audio 
Your audio status is indicated by the microphone icon next to the camera icon. Depending on how the 
Host set up the session, you may have entered the session muted or unmuted. Click the icon to turn 

your audio on and off. Note: Your Host may take control of your audio during the session. This will be 

discussed at the beginning of the class. 

 
Muted 

 
Unmuted 
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Once all Attendees have joined, and everyone has tested their audio and video connections, the Host 

will get the class started. 

Overview of Tools 
Depending how the Host sets up the meeting privileges, you will see something similar to the icon layout 

in Figure 5. 

 

Figure 5: Typical layout of Feedback Icons 

Icon Description 

Raise Hand Click to indicate you have a question for the instructor. Click again 
to lower your hand. 

Yes and No Responses 
The Instructor may ask you use one of these to indicate whether 
you understand the material or to ask a question requiring a Yes or 
No response. 

Slower or Faster 
Indicates to the Instructor whether he is moving too slowly or 
quickly. 

Emoticons 
Expand to select an emoticon. Not used often and may not be 
easily recognizable by the Instructor. 

Feedback Results Quickly see a tally of Yes and No answers. 

List or Thumbnail View 
Use to toggle the Participant menu from list view to thumbnail 
view. 
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Chat / Q&A 
These have similar functionality, and typically, only one of them is used during a session. Your Host will 
decide which one is best suited for your training session. These are a great tool to get answers to your 

questions and to interact with the Instructor, Panelists, or other Attendees. Chat and Q&A will be closely 
monitored to ensure your questions are answered promptly. We’ll use Chat in this example as shown in 

Figure 6. 

 

Figure 6: Attendee View of Chat Panel 

Use the drop down to select who you want to address your question to. Type your question and click 

Send. 

 

Other Tips 

● Prepare ahead. Make sure you have the required equipment to participate. Find a quiet place to 

join the session. 

● Give Webex a try. You can try out a real online meeting in advance to test your connection on 

your device:  https://www.webex.com/test-meeting.html. 
● Join on time. The session will open 1 hour prior to class start to allow everyone to join and check 

their audio and videos. 

● Be mindful of background noise. When your microphone is not muted, avoid activities that 

could interrupt others, such as shuffling papers, coughing, or slurping your coffee. 

● Limit distractions. You can make it easier to focus on the meeting by turning off 

notifications, closing or minimizing running apps, and muting your smartphone. 

● Position your camera properly. Be sure it is in a stable position and focused at eye level, if 

possible. Doing so helps create a more direct sense of engagement with other 

participants. Maintain eye contact with the camera and stay engaged in the meeting. 
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● Minimize body movements. Avoid quick movements, which make it difficult for cameras and 

microphones to keep up with you. Quick movements may appear jumpy or choppy to others on 

the call. 

● Close all other applications and browser sessions. To ensure all your connection goes to your 

meeting, consider closing any unneeded applications. Look out for these common offenders: 

email, browser tabs, file back-ups, and open documents connected to cloud-based content 

sharing services. 

● Use the Webex tools. Your Host will review these at the beginning of class, so if you miss that or 

if you’re unsure how to use any of the tools, please let the Host, Panelist, or Instructor know. 

● Avoid multi-tasking. You'll retain the discussion better if you refrain from replying to 

emails or text messages during the meeting and wait to do work until after the meeting 

ends. 
● Don’t rely on battery power. Plug in to power. Battery use can adversely affect video quality 

● Turn off your VPN. Your employer may have provided you with a VPN (virtual private network) 

service that allows you to use the company network while working remotely. Often, this feature 

can limit the bandwidth available to Webex. Try turning off your VPN and see if your meeting 

audio and video quality improves. 

● Allow for delayed responses. As with many online platforms, there may be slight transmission 

delays. Speak clearly. 
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