
Virtual meeting advisor
checklist – Webex
Essential technology setup guide for Webex virtual meetings 

It’s critical for advisors to create a premium virtual meeting experience for clients and prospects. This 
checklist, created specifically for advisors, provides a step-by-step guide to ensure your Webex meeting 
is set up correctly from a technology standpoint. 

Pre-meeting settings—initial Webex setup 
The items below can be found in the general Webex preferences on the 
left-hand side of your Webex panel. 
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1
Allow attendees 
to unmute 
themselves in 
a meeting

In Webex you have the ability to allow attendees to unmute 
themselves in a meeting. This is critical as you want to give 
your attendees the chance to speak. In order to avoid any 
mishaps here, you will want to make sure this box is 
“Checked” in your Webex preferences.

This setting will let you know whether any participants have 
entered your virtual lobby early. This way, you won’t keep 
them waiting.2

Turn ON “Notify 
me by email” 
when a client 
enters your lobby 

3 Allow attendees 
to share content

You will also want to allow your attendees to share content (as 
long as it’s compliant at your firm). This way, your clients will 
be able to screen share in a meeting if the need arises. This 
can be useful if you want to walk them through your website. 



In-meeting setup—checklist for running a smooth meeting

For optimal audio, you will want to mute your background noise. 
This will minimize any barking dogs or construction sounds. To 
do this, click on the arrow next to where it says “Unmute.”
Then, in the pop-up window, click “Noise removal.”

3 Mute background 
noise

The items below will be visible once you join the Webex meeting; you’ll want to 
walk through these steps each time you start a meeting. 

When you enter your meeting, Webex will prompt you to select 
your audio connection. If you want to use computer audio, a 
hardwired headset may be preferable. You can also select a 
phone connection if you prefer. To select audio type, click on 
the arrow next to “Unmute” at the bottom of your panel. 1 Check audio

2 Test video

You should also test your video before a client comes onto the 
call. To do this, click on the arrow next to where it says “Start 
video.” This will give you a chance to check your video settings 
and select a virtual background if you want to use one. 

To have your attendees muted automatically when they enter 
the meeting, click on the three dots on the bottom right of 
your Webex panel next to where it says “Unmute All.”
Once you click on the three dots, you will see a pop-up.  
From there, click “Mute on Entry.” You will also want to click 
“Allow Attendees to Unmute Themselves.”4 Mute attendees 

upon entry
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To ensure your Webex meeting room is locked, click the 
“More” icon (three dots), then click “Lock Meeting.” This 
will prevent anyone else from joining. 

5 Lock your 
meeting room

Click the green “Share Screen” button at the bottom of 
your Webex panel. You then have the option to share your 
screen, slides, or whiteboard. 

6 Share your 
screen
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In-meeting advanced tips—Webex

The day before your meeting, have a customer service 
associate schedule a 10-minute technology check to get your 
client set up and feeling comfortable on Webex. 4

Conduct a 
pre-meeting 
technology check 
with your client 

While sharing PowerPoint, Click “More ( ... )” on the 
dropdown at the top of your screen and select “PPT Notes”
to view the notes. This comes in handy if you’re giving a 
presentation. Note: This feature works for Microsoft 
Windows users only. 

3 Use PowerPoint 
presenter notes

To take full advantage of Webex, incorporate these tips into your next client 
meeting. You’ll want to practice these steps before implementing them. 

Click “Meeting” at the top of your Webex screen, then select 
“Welcome Message” from the dropdown menu. You’ll then 
be able to create a customized welcome message, limited to 
255 characters.1 Create a 

“Welcome 
Message” 

2 Transfer files to 
a client during 
the meeting 

Click “File” at the top left-hand side of your toolbar, then 
select “Transfer.” When you see the pop-up window, click 
“Share File” to share documents with your client. 
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