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Main Overview
 Please keep your microphone muted until you are called 

upon during the Q&A portion of the event. 
Your mic icon will be red when muted.

 We suggest connecting using a computer with 
microphone/camera capabilities for the best experience. 
Headphones are recommended.

 To ask a question during the Q&A:
1) Click the “Raise Hand” icon
2) Type a brief description of your question in the Chat
3) Once the moderator calls upon you, unmute your microphone 

and ask your question.
4) Make sure to mute your microphone once you are done.

 You can leave and reenter the session at any time using the 
email invitation link.
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Registration
The registration link will bring you to this webpage. You are required to enter 

your name and email (all other fields do not have to be completed). 
Then click Register Now.
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Once you are approved you will receive a follow-up email at the address you 
provided during registration. When you are ready to join, click the “Go to…” 
link to join the session. (You will receive a reminder email with this same 

information the day of the session as well).

*Please note the info pictured above is simply an example. This is not the 
link to the actual session.



Joining the Session
When you click the email link to join the session, it will bring you to the 
webpage below. Enter your name as you wish it to appear during the 

session and the email address you used during registration. Once the fields 
are completed, the Join Meeting Button will turn green. Click Join Meeting.



Joining the Session
If you have not used Webex before, you may be prompted to download the 

Cisco Webex application. You are not required to download or create an 
account with Webex to participate. On this page click “Run a temporary 

application” if you wish to only use Webex for this one meeting.

You can download 
the free Webex 
app here

You can open the 
temporary version here



Connecting Audio/Video

Call Using 
Computer is 
easiest way to 
connect 
(headphones 
recommended to 
prevent echoes)

You can test your input/output 
before connecting

This is the meeting page. You will be prompted to connect you audio/video 
before you officially join the meeting. “Call Using Computer” is the best 

option. You can also call by phone if you have trouble connecting.
You cannot join the meeting until your audio is connected. 

Choose your 
setting from the 
dropdown menu

Once you have selected your 
audio/video connections click the 
green button



Connecting Audio/Video
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We ask that you keep your microphone muted unless called upon by the 
moderator. When your microphone icon is red, you are muted.
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participants window



Main Control Layout
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Q&A Procedure
1) Click the Raise Hand Icon in the Participants Window next to your name (blue=up).
2) Type a brief description of your question in the Chat Window to Everyone.
3) When called upon by the moderator unmute your microphone and ask your question.
4) Mute your microphone again (red) and click the Hand Icon again to lower your hand.

1) Click Hand Icon 
(blue when raised)

2) In the Chat field select “To: Everyone”, 
type your question and hit enter to submit

3) When called upon, click 
your mic icon to turn on your 
audio (black=sound on). Click 
again when you are finished 
to mute.



Using the Chat

Select who to send a message to: All Participants 
(everyone) is the default. You can also right click on 
anyone listed under Participants to send them a direct 
message. For technical issues, send to Host (Jen 
Kempe) or Tisha Gomes.

Type your message and hit send

The default setting for the Chat function should be set to Everyone. 
Messages submitted here will be viewable to all participants. 

Please send to Everyone during the Q&A.

If you need technical assistance during the meeting, 
you can also contact one of the moderators 
(Jen Kempe, Rachel Tecott, or Tisha Gomes) directly. 

Before you type your message, select a name from the 
dropdown menu next to “To:” (or you can hit the Chat 
icon next to the name listed in the Participants 
window). You will see all of your messages listed in the 
Chat window with details of who sent to whom.



Using the Chat

Select who to send a message to: All Participants 
(everyone) is the default. You can also right click on 
anyone listed under Participants to send them a direct 
message. For technical issues, send to Host (Jen 
Kempe) or Tisha Gomes.

Type your message and hit send

If you have the Chat Window closed, you will see a pop-up preview on the 
bottom control bar if someone sends you a new message. You will also see a 

red dot on the Chat icon if there are messages you have not viewed.

If you need technical assistance during the meeting, 
you can also contact one of the moderators 
(Jen Kempe, Rachel Tecott, or Tisha Gomes) directly. 

Before you type your message, select a name from the 
dropdown menu next to “To:” (or you can hit the Chat 
icon next to the name listed in the Participants 
window). You will see all of your messages listed in the 
Chat window with details of who sent to whom.

Click on the 
Chat Icon to 
open the Chat 
Window 
(black=closed, 
blue=open)



Experiencing Issues/Questions?
 During the meeting if you are 

experiencing any technical issues, you 
can contact us for assistance by:
• Using the Chat function to directly message:

 Jen Kempe (Host)
 Rachel Tecott
 Tisha Gomes

• Via email: semxxi@mit.edu
• By phone: 617-571-6412 or 617-571-6413

Thank you for your cooperation!

mailto:semxxi@mit.edu
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