
Conducting a WebEx Meeting or Program as the Host. 
 
As the host you have control over the meeting or program. The host can transfer host capabilities 
to any other person participating in the program. The host logs in to the meeting differently that 
does a participant.  
(This is a copy of a sample email that might be sent out to the participants).  
 

 
 

 
 
Go to www.osu.webex.com, click on my WebEx, you will be directed to the following screen  

 
 
 



Enter in jerry’s username and password – the username and password can be found in the 
document:  WebEX - How to use this program at: 
http://west.osu.edu/Computer%20Resources/webex-how-to-use-this-program  

 
 
Find your meeting or program on the list / you may have to go to page 2 on the list to find your 
program. If you click on the starting time down arrow / the list will change to the newest meeting 
or programs first. 

 
 



 
 
When you click on your meeting the following screen will appear / to start the meeting click on 
the Start Now button. 

 
 
You will see the following screen as your meeting or program starts up. 

 



 
A program called preparing meeting manager will be loaded to your computer.  
 

 
 
At this point your meeting is ready for participants to login. You can see that you are logged in 
as the host. Remember that you are (Jerry Thomas). / Next you will need to join the 
teleconference by following steps 1 – 3. Click on OK once you are connected. 

 
 
 
 
 
 
 
 
 



 
As people connect you will see their name under the participants list. The phone icon indicated 
that they are connected and on the phone with you and the other participants. You are now ready 
to conduct your meeting or program. Click on Share your Desktop or Share an Application or 
Present a Document depending on what you want to share.  
 

 
 
To end the meeting go to file / end meeting 

 
 



 
You will see a warning message to make sure tat you do want to end the meeting / click YES 

 
 
You will get a message to see if you want to send a copy of the transcript to the participants. If 
you want to send a copy to all the participants click OK. The transcript are the notes that were 
taken during the meeting.  
 



 
 

 
 



 
 
 
 


