
How to Join a WebEx Session and Connect Your Audio

1. Once you register for one of BWC’s Division of Safety & Hygiene facilitated webinars 

or virtual training classes, you should receive an email from WebEx. This is the 

confirmation email for your enrollment and provides the link to join the session at the 

specific date and time. The email should look like the one below:

 
This section will have the details for the session you 
registered for. 
 
Make note of the session information here, it may be 
needed later.

 
This is the link you will use to join on 
the day and time of the session.

 
These are the call-in numbers to listen to the session via phone only.
 
You cannot use this feature if you want to receive credit(s) for attending the 
session. You must connect with your computer and participant in the session.

 
This will allow you to add the event to
your email calendar to have easy access 
the link when it is time for the session.



2. When you are ready to join the webinar or virtual training session, find the email above 

and click on the link to be connected. We recommend joining the session at least 10 

minutes before it is scheduled to start so there is time to work out any issues. 
 

Please email dshcc@bwc.state.oh.us if you have problems connecting.

3. The link will likely take you to a webpage and the WebEx login screen. The session 

information is on the left and the login box is on the right. If the Training Center Host has 

not yet started the session, the WebEx login box will be grayed out and you cannot join, 

see below.

4. Once the Training Center Host has started the session, the login box will be typable. 

Sometimes WebEx automatically fills in the registration ID and session password, 

sometimes is does not. It may ask for your name and email. Please enter any information 

that is needed and click “Join Now.”

This is where you may need the session 

password and/or registration ID listed in your 

confirmation email.



5. When you click “Join Now” your computer should automatically connect to the WebEx 

session. It may take a few minutes and show a loading screen, similar to the one below. 

If it does not connect, or spins for a while, click on the “run a temporary application 

button” or try connecting with a different browser. Please use Google Chrome or 

Microsoft Edge.

6. As soon as your computer connects to the session you should see a screen like the one 

below. The “Audio Conference” box should pop up. You must tell WebEx how you want 

to connect your audio for each session.



7. You can use your computer for audio if you have a speaker/microphone/headset. Click 

“Use Computer for Audio,” then the green “Call Using Computer.”

8. The box will then connect to your system and show which device it is using for audio and 

microphone. The G432 Gaming Headset is the model of headset used in this example.



9. You can click to test the speaker/microphone to make sure your audio is working. You 

can also change what WebEx is using as your speaker and microphone by clicking the 

drop-down menu indicated in each section. Click “OK” when finished.

10. If you don’t have a speaker or microphone on your computer, you can choose to connect 

your audio via phone. You can have WebEx call you by entering in your phone number 

or you can choose to call in and WebEx will provide you with the required information.
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11. Once you are connected with your audio, the “Audio Conference” box may close on its 

own. If not, please click the “X” in the top right-hand corner.

12. If you need to adjust the audio settings or change your connection during the WebEx 

session, you can reopen the “Audio Conference” box at any time by clicking the gray 

“Audio” button in the middle of the panel on the right side of the WebEx screen.

13. WebEx does offer a call-in option and provides a call-in number in the confirmation email, 

noted above. You cannot use this feature if you want to receive credit(s) for attending the 

session. You MUST connect with your computer, participate in the session, and complete 

the knowledge assessment within the time allotted to be eligible for credits. 
 

If you have questions or issues connecting to a WebEx session, please email the 

assigned Training Center Host directly, or dshcc@bwc.state.oh.us.
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