Steps to a successful People First meeting using the WebEx program:

1. Before you begin a People First meeting through Cisco Systems WebEx on your personal computer or laptop, make sure that you have the most recent versions of the Java and Internet Explorer computer programs installed. It will only take a few moments and the process will not harm your computer.        
2. [image: ]If needed, please load the free version of the Java software program on your computer. Go to www.java.com  on the Internet.
3. Click on “free Java download.” 
4. For the next step, install Version 6 Update 17 of Java on your personal computer. The message page says “Java for Windows – Internet Explorer.” Click on “Free Java Download,” the blue button.
5.  When you click on it, a File Download box from your Windows operating system will pop up. Click on the “Run” option. 
6. It will then ask you to install the Java program.  A red Java box will pop up and lead you through the installation. 
7.  The Java web site will confirm if your new computer software has been installed correctly. 
8.  A screen pops up on your computer noting that the Java program has been installed and is working properly. The box shows the Java logo, which is a steaming cup of coffee.
9. Please use the Microsoft Internet Explorer as your web browser, if possible. It is the preferred browser for WebEx. Mozilla Firefox can also be used as a browser if the computer is not equipped with Microsoft Internet Explorer. 
10. To install Microsoft Internet Explorer, go to www.msn.com  . Click on the “Download IE8” at the top left of the screen. The abbreviation stands for “Internet Explorer 8” The Internet Explorer logo is a blue “e” with a gold ring circled around it.
11. Click on the “Download Free” blue button.
12. A “File Download” window will appear. Click on the “Run” option. The program will download into the Temporary Folder on your computer.
13. Now you are about ready to participate in the People First meeting through the WebEx program.
14. Open the WebEx email from Christina Smith, Executive Director of The Arc of West Virginia, inviting you to the meeting. 
15. Follow the instructions for the toll-free phone number to call to join the teleconference. Once you reach the meeting page, it may prompt you to check certain computer program settings to allow you to join the meeting. The computer downloads are free and are safe to install on your personal computer. 
16. If needed, it will ask you to install a Flash, Windows Media or a Quicktime program.
17. Once that is done, you are ready to begin your People First meeting.
18. Follow the prompts from the meeting’s presenter on your computer. The information to watch is displayed on the large white box at the left of the computer screen. The right side of the screen contains a list of who is at the meeting and a “Chat” box.
19. If you feel you need to ask a question, you can electronically raise your hand by clicking on “Raise Your Hand” button below the participants’ box, just above the “Chat” box on the right-hand side of the computer screen. 
20. [bookmark: _GoBack]When the meeting is over, you will receive a transcript of the meeting via email. Please contact us at 304-422-3151 if you have any questions, or if you have any suggestions on how we can improve your People First meeting experience.
Thanks for participating in People First of West Virginia,
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