
SAE INTERNATIONAL

Copyright © SAE International. Further use or distribution is not permitted without permission from SAE

WebEx Teams Instructions
for Universities
Used for Business Presentation and Cost Events Only



SAE INTERNATIONAL®

Copyright © SAE International. Further use or distribution is not permitted without permission from SAE

2

Getting Started

BE SURE TO REVIEW WebEx Tips for presenting previously published 
online under Series Resources:

Virtual Presentation Tips

Virtual Presentation Tips 2: WebEx

http://fsaeonline.com/cdsweb/gen/DownloadDocument.aspx?DocumentID=85286507-3e29-4a4b-9ab9-d8d5d7135ae9
http://fsaeonline.com/cdsweb/gen/DownloadDocument.aspx?DocumentID=55f5dfa9-9e96-4d3e-ac45-2e535b809879
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Getting Started

Preferred Browsers

This Photo by Unknown Author is licensed under CC BY-NC

This Photo by Unknown Author is licensed under CC BY-NC

http://pngimg.com/download/26128
https://creativecommons.org/licenses/by-nc/3.0/
http://tecmint.com/install-google-chrome-in-ubuntu
https://creativecommons.org/licenses/by-nc/3.0/


SAE INTERNATIONAL®

Copyright © SAE International. Further use or distribution is not permitted without permission from SAE

• Email Invite
– Team Point of Contact will receive an email like image below to specified email 

provided in email or survey.

**NOTE: If, when you click on the link in
email you are navigated directly to your
Team appointment, Sign Out.

By signing out, you will force a correct set up affiliation 
as you need to create a password as shown on next slide.

Ignore next slide if you create password with this link.

4

Getting Started



SAE INTERNATIONAL®

Copyright © SAE International. Further use or distribution is not permitted without permission from SAE

• Completing the Email Invite
– Sign out and then sign back in using the email the initial invite was sent to. 

Follow the steps below:

1. Website 2. **Check Your Inbox for 2nd Email

3. Create Password
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• Once the Team Point of Contact is affiliated to their team appointment, they 
will/can add additional members

– To do this, when in their team space, they will need to click on the person 
icon in the upper right corner, choose add people to space and enter their 
email address
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Team Member Affiliation
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• When you add the email address, you will get the following message: Hit the 
enter key and then click add.

• They will be added to the team. They will 
then receive an email and will have to follow 
previous steps to set up their password.
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Team Member Affiliation
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• Anyone can start the presentation/meeting – students or judges.
• When logged into the chat view, click on the team appointment located at top 

of page to reveal the options located in center of webpage.
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Starting Presentation
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• To start a meeting, click the Meet button.

• You should be choosing to join *you Start meeting *meeting already started

with audio and video, 
click Start/Join meeting.
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Starting Presentation
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• Review of what all the icons mean:
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Starting Presentation

Mute/ 
Speak

Video 
On/Off

Share 
Screen

See 
People 
List

Leave 
Meeting

When selecting to share 
screen, you will have option 
to share entire screen, 
application window or a web 
browser tab
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• Teams may use their “team space/appointment” to practice connecting with 
team members as well as practice their presentation prior to their 
appointment; even as early as receiving the invite.
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Additional Benefit
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