
 

Step one: Go to: Webex.com 

https://www.webex.com/  

 

Step two: Login Credentials: 

Username: Tsmith@elightelectric.com 
Password: Biwkw@wGv7 
  

Step three: After you have logged in you should be met with the following screen:  

Step three: contd. Select the “Schedule a meeting” button by clicking it. Step four: After 

https://www.webex.com/


selecting “Schedule a meeting” you will be taken to the following screen: 

 

Step four contd: Enter the meeting information.  

• In the meeting topic field, you will name the meeting appropriately.  

• Meeting password. This should autogenerate a password, but you can also create your 

own.  

• Date and Time. You will use this to schedule the meeting for a specific date and time.  

o You can also set this meeting to re-occur.  

• Attendees: you will input the email addresses of all that you wish to attend this meeting 

in this field.  

• Then you will select “Start” 

• After doing so the meeting invite will go to the desired recipient.  

 

Step five: The recipient will receive a Webex meeting invitation. From there they will be able to 

join the meeting. Simply be selecting “Join meeting” (see example below).  



  

Step six: Select the “Launch Meeting” button. Doing so will launch the Webex app. 

 

Step seven: However, they will also have the option to join via the web browser.  



 

Step seven contd: Just select “Join meeting”, and you’ll be taken to the meeting.  

 


