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1 Login to WebEx Training 

utm.webex.com to sign in 
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2 Schedule Training 

2.1 Setting Training Session 

 
 

2.2 Registration  

Enable registration if you want to charge attendees a training fee. (tips: uncheck if for 

lecture or unpaid training) 
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2.3 Send invitation via email 

 
 

 

2.4 Add contact list 
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2.5 Assign presenter upon scheduling the training 

 
 

2.6 Add Presenter 
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2.7 Session option setup 

 
 

2.8 Edit Session options 
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2.9 Breakout session setting upon scheduling the training 

 
 

2.10 Email option 
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2.11 Session Information 

 
 

2.12 Add Course Material 

Course material specified can be downloaded by participants before the session 

starts. Upload new files or select ones you have uploaded previously. 
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2.13 Test 

You can add a test to this session for delivery before, during, or after this session. To 

add a test that you have already created and saved in the Test Library, click Add 

Test. To create a test, or to import from your polling questionnaire, schedule this 

session first. On the confirmation page that appears, select Add a Test. You can also 

go to the Session Information page later to add or edit a test after you have 

scheduled this session. 

 
 

2.14 Save the schedule 
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Your scheduled training will appear in your meeting folder in webEx account 
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3 Start Training session  

 
 

Or 
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3.1 Function/Option button 

 

3.2 List of Participant 
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3.3 Chatting 

 
 

3.4 Share Content in WebEx training 
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3.5 Invite/remind during session 

 

3.6 End Breakout Session 

 
  

Write 

email 

Copy URL to share 
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4 Breakout Session Assignment (Host) 

4.1 Open Breakout Assignment  

 
 

4.2 Breakout session assignment (Add Session or group) 
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4.3 Host assign member 

 

4.4 Attendee assign member 

 
 

Attendee to 

select 

member 
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4.5 Start Break-out Session(I) 

 
 

4.6 Start Breakout session  

 
Host will set the duration of the breakout session. One the session ends, all 

attendees will automatically exit from the breakout room session and to the main 

training session. 

  

Start break-out  

session 
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4.7 End Breakout session 

 

 
 

4.8 Breakout Session in Group (Presenter view) 
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4.9 Presenter’s Privileges 

 
Presenter may assign another presenter to control over the session. Host may walk 

from one room to another to join the session to observe the discussion. Other 

session group member will not allow to enter into the breakout session where he/she 

is not assign to. 

 

5 End Training Session 
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6 Create test 

 

 
To import a Test and Poll questionnaire and convert it into a test, please select and 

upload a file with an *.atp or *.wxt file extension. 
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6.1 Create new test  

 
 

Grading 
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Test format and insert question 

 
 

6.2 Insert question/s 

 
Types of questions available 

a. Essay 

b. Fill in the blanks 

c. Instructions 

d. Multiple choice (select one answer) 

e. Multiple response (select multiple answers) 

f. True/False 
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6.3 Essay 

 

6.4 Fill in the blanks 
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6.5 Instructions 

 

6.6 Multiple choice (select one answer) 
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6.7 Multiple response (select multiple answers) 

 
 

6.8 True/False 
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6.9 Scoring and tips for marking 

 

 
 

6.10 Saving test 
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7 Add test to scheduled training 
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You may also create and import test from “Add Test” screen 
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7.1 Test delivery option 
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7.2 Manage test 

 

  
 

7.3 Updated test 

 
Your test is successfully added  
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7.4 Reference  

Please refer to New User Reference for detail tutorial on WebEx training 

 
 

 

 

 

~~THANK YOU~~ 


