
Default Online Lecture, Office Hours, and Meeting Instructions for MAE Students 
Mechanical and Aerospace Engineering Department 

Note to Instructors and TAs: Provide your NETID in addition to the instructions below to the students.   
 
Dear Students, Please go through these instructions as soon as you receive this announcement, if possible, at 

least a week before the first online lecture/office hours/meeting. First, try to debug issues on your own 
as human resources will be severely limited during this period. Most problems can be solved quickly with 
a quick online research. More information is available at https://webex.rutgers.edu/webex-meetings-
best-practices-and-overview/ 

 
How to Address Problems: If you cannot solve a technical problem during your preliminary testing, or during 

the lecture itself, contact your instructor via EMAIL ONLY and describe the problem fully. The subject 
line of the email must start with “Online Lecture/Meeting Issue for MAE XXX” where XXX should be 
replaced with the course number. Do not try to use the “Chat” option in WebEx to send a message. 

 
Default Communication Modes: Lectures will be initially “one-way” meaning that participant input will be 

limited because of number of participants and other technological limitations. Questions to instructors 
should be communicated to the instructors using the method indicated by that instructor. Over time 
two-way communications will be enabled. Office hours and group meetings will be “two-way”. 

 
Lecture, Office Hours, Group Meeting Days and Time: Scheduled events such as lectures, recitations, office 

hours, group meetings, etc. will continue to occur on the same days and times as scheduled. No 
additional scheduling is needed. 

 
Hardware and Environment: Try to use a Desktop or a Laptop Computer that is connected to LAN. This will 

improve live-streaming. If you are using a Tablet-type Device, then you will have to rely on a strong Wi-
Fi signal. Test the speed/strength of the Wi-Fi signal in your location in advance. If you cannot access a 
fast and strong Wi-Fi signal, then try to use a LAN connected device. Note that you may not have a fast 
connection in public places and with shared Wi-Fi access points – avoid heavily shared Wi-Fi access points. 
Make sure that the devices are fully charged and/or plugged in. (Avoid using mobile phones.) 

 
Step 1: Download Cisco WebEx Meetings App for your desktop, laptop, and/or tablet-type device: 

https://www.webex.com/downloads.html    
iOS App for iPhone and iPad is available in the Apple App Store.  
If you have multiple devices, have all of them ready. Determine and use the best device only. 

 
Step 2: For testing or to attend the lecture, connect to the instructor’s/TA’s WebEx Personal Room by typing in 

this address in your web browser, https://rutgers.webex.com/meet/NETID  
where NETID is the instructor’s/TA’s NETID which will be provided by the instructor/TA. Alternatively, 
you may launch your Cisco WebEx Meetings App that you have installed and enter your 
instructor’s/TA’s NETID in the “Join a Meeting” field.  
 
You must use your Full Name and Rutgers email to enter the rooms. If the meeting has not started, you 
will be admitted to the hosts “Lobby.” When the instructor/TA starts the meeting, you will be 
automatically added to the meeting – simply wait for the start of the meeting. You should start the login 
process at approximately five minutes before the start of the lecture. Do not login earlier or later. 

 
Step 3: Select your connection options, including video and audio. Test your speakers, microphone and video 

(optional). By default, TURN OFF your camera and MUTE the microphone using WebEx controls. 
 
Step 4: Listen to the lecture (or participate in the meeting) and take notes as you would normally do. When the 

lecture/meeting ends, leave the meeting/room. 


