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Why WebEx?

• Interactive format, with options like editing, registration, video streaming, 
etc.

• ASTM determined that WebEx was the best fit for our members

• Excellent customer support from WebEx

• Application download for presenters and attendees
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How to Download WebEx

3

https://www.webex.com/downloads.html
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WebEx Types

The 3 WebEx Centers offered:

1. WebEx Meeting 

2. WebEx Training 

3. WebEx Event
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WebEx Meeting
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• Most used Center

• Easy collaboration between participants

• Features include:
• Easily pass screen share ability amongst participants

• Chat box

• Hand raise feature

• Polling

• Notes feature

• Breakout Sessions

• Co-host option

• Registration (optional)
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WebEx Meeting Calendar Invitations
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Joining a WebEx Meeting
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WebEx Meeting Center Controls
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Notes
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Notes
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WebEx Meeting - Sharing Content
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Share icon will appear 
next to your name when 
you are made the 
Presenter or Host.

Once you are the 
presenter, you can then 
Share your Screen or 
specific application.
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WebEx Meeting - Sharing Content (cont’d)
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WebEx Training 
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• More built in control

• Host retains the ability to assign roles

• Features include:

• Breakout sessions

• Chat option

• Feedback tools

• Formal polling features

• Registration (optional) 

• Hand raise option (numbers in order)
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WebEx Training Center Controls
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WebEx Training - Sharing Content
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WebEx Training - Polling
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• Who can pass the ball?

• How is the Host/Presenter able to assign 
participants a new role?

• REMEMBER: Don’t leave a training without 
reassigning a host!

WebEx Training: Hosting & Presenting
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WebEx Event

• Used for large-scale events such as workshops, conferences, 
or seminars

• Typically events with multiple panelists and gatherings where 
collaboration between attendees/presenters is not required

• Consult with your staff manager to determine if this type of 
WebEx Center is appropriate for your needs

1/8/2024 18
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Scheduling Conference Calls or Virtual Meeting
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How to Request a Call or WebEx

• Two ways to request a virtual meeting:

• Contact your staff manager

• Request through the ASTM MyCommittees Page
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MyCommittees Page Meeting Request
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MyCommittees Page Meeting Request (cont’d)
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MyCommittees Page Meeting Request (cont’d)
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MyCommittees Page Meeting Request (cont’d)
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MyCommittees Page Meeting Request (cont’d)
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– Select appropriate type of WebEx Center for your meeting 

(Meeting, Training, or Event)

– Schedule test session

– Ensure you have the WebEx link to join the specific virtual 

meeting

– Log onto your WebEx meeting 5 minutes early

– If you are the host, print your meeting attendance sheet and 

update rosters

– Confirm who will take attendance and minutes

– Review the agenda

26

Tips for Your Virtual Meeting

Before your meeting
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– If you are the host or presenter, have documents ready to share

– Mute your line when not speaking to avoid unwanted noise

– Turn on/off video as desired

– Use chat feature to encourage questions or comments

– Contact WebEx@astm.org with any technical difficulties
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Tips for Your Virtual Meeting

During your meeting

mailto:WebEx@astm.org
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– ASTM WebEx User Manuals 

• https://www.astm.org/media/wysiwyg/Webex_Meeting_Center_Users_
Guide.pdf

– ASTM Regulations

• https://www.astm.org/media/pdf/regs_Regulations.pdf

– ASTM Form and Style Manual

• https://www.astm.org/media/pdf/bluebook_FormStyle.pdf

– ASTM Officer’s Handbook

• https://www.astm.org/media/pdf/Handbook_5-11-20.pdf
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Additional Resources

https://www.astm.org/media/wysiwyg/Webex_Meeting_Center_Users_Guide.pdf
https://www.astm.org/media/wysiwyg/Webex_Meeting_Center_Users_Guide.pdf
https://www.astm.org/media/pdf/regs_Regulations.pdf
https://www.astm.org/media/pdf/bluebook_FormStyle.pdf
https://www.astm.org/media/pdf/Handbook_5-11-20.pdf
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ASTM Virtual Classroom
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Thank you!

Questions ?
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