
How To Log on to  
Brown Bag Virtual Training 

 STEP ONE 

¸ƻǳΩǾŜ ǊŜƎƛǎǘŜǊŜŘ ŦƻǊ ŀ .Ǌƻǿƴ .ŀƎ 
Virtual Training Session.  Now what?  
 
No later than 4 days prior to the 
training you should receive an email 
like this one. 
 
LŦ ȅƻǳ ŘƻƴΩǘΣ ȅƻǳ ƳƛƎƘǘ ǿŀƴǘ ǘƻ ŎƘŜŎƪ 
your spam folder before you email 
anyone to inquire where it is. 
 
This is not only your invitation - it also 
contains the information you need to 
join us on training day. 
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/ƭƛŎƪ ƻƴ άŀŎŎŜǇǘέ ŀƴŘ ƛǘ ǿƛƭƭ ƎƛǾŜ  
you three options of accepting the  
Invitation.  

STEP TWO 
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 STEP THREE 

Now, put this email 
somewhere that you can 
find it.  On the day of 
training you will need it as it 
contains everything you will 
need to log on to the brown 
bag. 
 
If you scroll down on the 
actual message you will find 
the information you need. 
 
For example, after scrolling 
down a bit, here is the 
meeting number and 
password. 
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Scroll down a little bit more 
and here is the URL link that 
you will need to click on the 
day/time of the training to 
join the webex 

STEP FOUR 
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 STEP FIVE 

On the day of training at the time 
designated, you need to click on the 
 URL that was provided to you in the  
email that was sent to you a few days 
Prior.  This will άƭŀǳƴŎƘέ  you to the  
CISCO Webex Web Site 

/ƭƛŎƪ ƻƴ ǘƘŜ .ƭǳŜ άWhLbέ ōǳǘǘƻƴ 
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If you see this page, you should 
be good.  Proceed to Step 10 to 
continue. 
 
Otherwise, please proceed to 
step 7. 

STEP SIX 
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Every once in a while you may not 
get ǘƘŜ άƧƻƛƴέ ƻǇǘƛƻƴΦ   
 
In that case when this screen 
ŀǇǇŜŀǊǎΣ ǎŜƭŜŎǘ άŀǘǘŜƴŘ ŀ ƳŜŜǘƛƴƎέ 

STEP SEVEN 
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When this slide appears, enter 
the meeting number that was 
provided to you in the email we 
sent to you a few days prior and 
ǘƘŜƴ ǎŜƭŜŎǘ άƧƻƛƴ ƴƻǿέΦ 

STEP EIGHT 
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Now enter the password that 
was provided in the email we 
sent you in. 

STEP NINE 
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 STEP TEN 

This box will appear  which 
allows you to type in the 
number you want the Webex to 
call you back at.  This should be 
the phone number you plan on 
using for the audio portion of 
the webex ς this will allow you 
ǘƻ άƘŜŀǊέ ǘƘŜ speaker/ briefer. 
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{ŜŜƛƴƎ άǘƘƛǎέ ǇŀƎŜ ƳŜŀƴǎ ȅƻǳ ŀǊŜ 
άƛƴέΦ   5ŜǇŜƴŘƛƴƎ ƻƴ ǘƘŜ ǘƛƳŜ ȅƻǳ ƭƻƎ 
in you May see this page, you may 
see a Webex άǊǳƭŜǎέ ǎƭƛŘŜ ƻǊ ȅƻǳ Ƴŀȅ 
see one of the slides of the brown 
bag. 

STEP ELEVEN 
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 STEP TWELVE 

Here are the listing of attendees. 
Sometimes you see a name and  
ǎƻƳŜǘƛƳŜǎ ȅƻǳ ǎŜŜ άŎŀƭƭ-ƛƴ ǳǎŜǊέΦ   
L ŘƻƴΩǘ ƪƴƻǿ ǿƘȅ ǘƘŀǘ ƘŀǇǇŜƴǎΦ   
LΩƳ Ƨǳǎǘ ƎƭŀŘ ǘƻ ōŜ ǘƘŜǊŜΦ 


