
Logging into WebEx 
for the first time 
1. Browse to 

https://nih.webex.com 

2. Select the (                 ) button 
from the top-right corner of 
the menu bar. 

3. Enter your NIH username and 
password.   

 Installing WebEx Productivity Tools 
Productivity Tools enable you to start WebEx meetings instantly from the One-
Click panel or from other applications on your desktop. 

WebEx Productivity Tools 
Getting Started Guide 

1. You will be prompted to download productivity tools when you log in, 
click Download, then follow the installation instructions. 

Note:  In order to install Productivity Tools on your PC you must have an 
administrative account (AA).  If you do not have an “AA” account, please 
contact your Local Desktop Support team. 

To install the WebEx Productivity Tools: 

Setting Up WebEx Productivity Tools 
From the WebEx settings, you can verify your account information, specify 
which programs use Productivity Tools, select preferences for instant and 
scheduled meetings, and choose One-Click settings.  You can access One-
Click settings from most programs in which Productivity Tools were installed. 

To set WebEx Productivity Tools options: 

1. Log into Microsoft Outlook. 

2. Click the Schedule Meeting drop-
down menu from the Quick Access 
Toolbar. 

3. Select Account Settings from the 
drop-down menu. 

4. Enter nih.webex.com as the Site 
URL under the Account tab. 

5. Click Apply. 

6. Click the Instant Meetings tab. 

7. Specify options for meetings 
started instantly from the One-Click 
panel.   

8. Click the Scheduled Meetings tab. 

9. Specify options for meetings 
scheduled from Microsoft Outlook. 

10. Click the One-Click tab. 

11. Specify options for the One-Click 
panel. 

12. Click the Tools tab. 

13. Select which applications to use 
WebEx integration. 

Watch the Get Started with Productivity Tools web video to learn more. 

http://wlc.webex.com/learnObj/MC/en_US/MC_en_US_T298-502/MC_en_US_T298-502.htm
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