WebEx Audio-Only Set Up
Set Up Your Personal Pin: A WebEx 4-digit PIN is required to generate a personal conferencing

number.
1. Log into your WebEx account. (visit nih.webex.com)
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3. Click Preferences.
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4. Click Audio Set up.
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5. Enter your Primary Phone Number.
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6. Create a 4-digit PIN. Acceptable PINs cannot contain sequential digits e.g., 1234, or
repeat a digit 4 times, e.g., 111.
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7. Click Save.

**Please note: A WebEx 4-digit PIN is required to generate a personal conferencing number. If you

have not done so at this step please see the above steps outlined in “Set-up your Personal Pin”

WebEx Audio-Only Set Up cont.....
Generating Personal Conference Numbers: A WebEx 4-digit PIN is required to generate a

personal conferencing

1. Locate and click Generate Account.
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2. Abox will pop-up “Add Personal Conference Number” Click the Generate button. This will

create your account for audio-only meetings.
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3. Click Close. The host access code and attendee access codes will be generated. (you can

create up to three accounts)
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4. Click Save.
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