
Cisco Webex End User Setup Steps 

Download the Webex app 

• The Webex app is available in Apple App Store and the Google Play Store 
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End user application setup & installation instructions 

When the end user has been added to the platform by an Account Admin and been assigned 

the correct Webex add-on, they will receive a number of provisioning emails including their 

Business Portal login details which will give them access to download the application from 

the Business Portal. 

To set up the application, they need to go to the Business Portal and log in using the details 

provided in the provisioning email. They then need to follow these simple steps: 

• Click on ‘My Account’ and make a note of the application username as this is needed 

later in the process 

• Click on ‘Password to Change’ and select ‘Application’ and enter a memorable 

password as this will be the password for all applications which will be needed to set up 

Cisco Webex 

 

On the same screen, the user should then click the ’Setup Cisco Webex’ button. The below 

help screen appears and takes them through the steps required for setting the service up. 

Once they click ‘Continue’, it will take them through a series of self-activation pages. 
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Self-activation pages 
The user needs to enter the application username and password that was set up earlier in the 

Business Portal and click the ‘Submit’ button. 

 

Self-activation screen 

The second activation screen will require an email address to be entered.  This email address 

should be associated with the service and is where the verification email will be sent. This can 

be any email address but would normally be a work email address.  
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*If the user already has other Cisco Webex Accounts this cannot be the same 

email address used by those accounts. It must be a unique email address.* 

 

Confirmation of email sent 

The following page will then appear if successful and the verification link will be sent to the 

email address provided. 

 

Error screen 

If an email address is entered that has previously been registered for Webex, the user will see 

the following screen. 
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Verification email 
After receiving the verification email, click the ‘Join now’ button to proceed to the progress 

provisioning screen. 

 

Progress provisioning screen 

After the ‘Join now’ button is clicked within the verification email, the user will be presented 

with the progress provisioning screen,  which will check the validation of the email, and 

provision the Webex service. 
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Final screen - application download 

The final part of the process will display a screen where the Webex application can be 

downloaded.  

There will be three download options depending on what device the user has. It will 

automatically recognise which operating system is being used and recommend a download 

by displaying this option as the first download button.  

The user will also be able to download the softphone app from the Business Portal, and the 

mobile app by searching for ‘Cisco Webex Teams’ in the App Store.  When downloaded, the 

user will be prompted to enter their email address, application username, and application 

password again. 

 

 

Logging in and out 
When using the Webex Desktop App, clicking ‘Exit Webex’ will store your login details when 

the app is restarted. 

If the Sign out function is used, it will completely sign the user out and they will have to log 

in with their full app username and password.  

On a mobile device, closing the app window is the equivalent of 'Exit’ as only ‘Sign Out’ is 

available in the app. 

 


