
UN/CEFACT 38th Forum - tips and advice for 
successful virtual meetings
Webinar best dos and don’ts:

• Mute your microphone when not speaking
• Do not use your keyboard while your microphone is on
• Avoid background noise as much as you can
• Avoid interrupting or speaking over each other
• Use the raise hand function to request the floor
• Use the chat for comments; please use the “chat to 
everyone” feature sparingly
• In webinar events, use the Q&A for questions
related to the interventions

Download the Webex Meetings application for your 
desktop at: http://cs.co/get-webex-meetings
The application is available for multiple operating 
systems. Install well before the start of the meeting.

Close background applications and browser 
sessions for the best experience. When two 
screens are available, use them but have the 
Webex session run only on one computer at a time

Run a speed test. Use the health checker feature 
at the top righthand corner of your Webex
Meetings app to check if your Internet connection 
is sufficiently good

When possible, hardwire your workstation. Ethernet 
(LAN) cable is highly recommended as depending 
on your location, WIFI may be weak and can cause 
lags and sound breaking up choppy sound blurry 
image. Do not participate in meetings from moving 
vehicles or public venues (cafes, stations, airports)

Tips

Try to avoid echoes and background noise by using a 
specialized microphone or a headset - not only good 
for yourself but other participants will appreciate the 
effort 

Before you begin:

• If you are using a headset, make sure it is properly 
plugged into your device

• If you are using external speakers and microphone, make 
sure they are properly plugged into your device

• Use an audio and video checking software
• Switch off video when not speaking to save bandwidth

http://cs.co/get-webex-meetings
http://cs.co/get-webex-meetings


1. Logging in
Use the credentials provided in the invitation
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2. Installing Webex Meetings



3. Features - Chat

To send a chat message:

Open the Chat panel

In the drop-down list, select the recipient 
of the message 

Type your message in the chat box and 
press Enter
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3. Features - Mute
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3. Features - Raise hand
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Open the Participants Panel by clicking 
on the Participants button in the bottom 
right corner

In the Participants Panel, click  on the 
hand icon in the bottom right corner, just 
above the Chat Panel. The hand next to 
your name signifies that your hand is 
raised.

Click the button again to lower your hand
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4. Test Call to check settings
Webex offers a test call you can join to check your settings

1 Follow the link https://www.webex.com/test-meeting.html

Enter your name and email address to join

If this is your first time using Webex, you will be prompted to 
download the application, proceed with the installation
Please bear in mind that most browsers require explicit 
permission to open an external program

Once the software is launched, click on Join Meeting
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4. Troubleshooting - sound 

Click on the 3 button icon in the bottom toolbar, then click 
on “Switch Audio”

In the Audio Connection window, click on the settings icon

Check each setting in turn:
For Speaker, make sure the sound is set to play through 
the right outlet - e.g., headset if you are using one
For Microphone, ensure that it is set to to the right setting 
and device 
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You can test your speaker and 
microphone by selecting Test 
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