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How to Connect to a Virtual Panel 

1. Go to the Virtual Panel email 
invitation with instructions 
received from NSF. 

2. Locate the Virtual Panel link 
in the middle of the page. 

3. Right click on the URL and 
select “Copy hyperlink” 

4. Open your Internet Explorer 
browser and right-click in the 
address bar and select 
“Paste” then hit Enter.   
 

You will navigate to the WebEx 
login page for the scheduled 

panel. 
 

Internet Explorer is the recommended 
browser for WebEx. 



5.  In the box on the right side of 
the WebEx screen, enter your full 
name and email address, then 
click on the “Join” button. 
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6. Click on the “Click Here”  
button in the window that opens 
(button is bright blue at the 
bottom of the page). 
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7. File Download window pops 
up. Click on the “Run” button. 
 
 
 
 
 
 
 
 
8. Another window pops up. Click 
on the “Run” button  once again. 
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9.  “Preparing Meeting Center” 
window pops up, displaying  the 
meeting progress download. 



How to Connect to a Virtual Panel 
10. The WebEx Meeting Center pops 
up (see picture). 
 
11.  If the “Teleconference” pop-up 
box does not open automatically, 
click on the Phone Icon. 
 
12.  A window pops up for you to  
enter your phone number.  Cell 
phones are strongly discouraged. 
 
13.  Once you enter your phone 
number, click on “Call Me” button.  
 
14. Answer your phone to join the 
teleconference.  Headsets are 
recommended for confidentiality 
reasons. 
 
15. Once you are connected to the 
audio portion, the teleconference 
icon will show as “Connected” with 
a green check mark next to it.  
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The Program 
Director is ‘sharing’ 
their desktop. 
 
The WebEx toolbar 
will be at the top of 
your screen 
throughout the 
meeting.  There are 
several important 
icons on the toolbar 
that you will use 
throughout the 
meeting. 



How to Chat with the Leader* 
1. At any time during the meeting, you can 

click on the “Chat” icon on the Meeting 
Center toolbar. 

2. The chat box appears.  
3. In the “Send to:” drop-down, select the 

Program Director’s name and click the 
“Send” button. 
 
 
 
 
 
 
 

 
* NSF does not permit chatting between 

panelists during a Virtual Panel. 
 



1. Click “Participants” to 
view the online 
participants. 

2. Click “Chat” to open the 
chat window.   

3. The camera button will 
share your Webcam 
(highly recommended).   

4. The microphone icon will 
turn Mute on/off for your 
telephone. 

5. Select “Thumbnails” to 
view all available 
webcams.  (Typically you 
need to drag the corners 
of the thumbnail window 
to view all of the 
participants.) 

Handy WebEx Features 



Set Up Your Webcam in WebEx 

If your webcam is not 
recognized automatically: 
 On the Participants tab, 

click on the “Settings” icon 
(round circle).  

 The window below  will 
pop up. Select your device 
and Click “OK”. 
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