
The Virtual Classroom

1

Prepared by Eddy Nini

Updated on September, 2024



 If you already have an account and forget your password go to https://balamanduni.webex.com , Press on sign in
o Type your user name and press login
o Press on forget password 

 If you don’t have an account, email Robert.Chreiky@balamand.edu.lb and ask him to open a WebEx account 

 If you need further assistant with WebEx email: eddy.nini@balamand.edu.lb
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1. Login to WebEx

https://balamanduni.webex.com

o Open your browser and type the following URL:

o Press on “Sign in” 

o Type your balamand email : ex: eddy.nini@balamand.edu.lb
, and press on ‘sign in”

o Type your webex password, and press on “Sign in” 
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1. Login to WebEx
Your account Home Page 
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2.  Schedule a WebEx meeting

o Press on “Schedule” , then press on “schedule a meeting”
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2.  Schedule a WebEx meeting

o Fill all the blank fields:

 Meeting Topic : Class name or Class code 
 Date and time : Schedule the course date 

Press on recurrence to repeat each week
 Invitees: Fill with the students’ email 

separated by comma or semicolon
 Meeting Agenda (optional)
 Press on Security: 

 Press on Schedule

 Change the meeting password to simpler one.
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3. Edit a scheduled meeting 

o Go to your home page

 Be sure you are under 
“Meetings”, and “Upcoming “

o Press on your class name to edit 

o A new page will open, Press on Edit , 

and a  small window will also appear.

 Choose the option depending on what 
you want to edit, either this meeting or 
the entire series

o A new window will open to edit your meeting.
o Press on save after editing  
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4.  Start a meeting 

o Go to your home page

 Be sure you are under “Meetings”, and “Upcoming “
 Press on Start for the upcoming session
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o Press on share: To share a document ,
Be sure to open the file before sharing it.

o Press on mute/unmute : To disable 
or enable your microphone

o Press on start / stop video: To start 
or stop your camera

o Press on chat: To start with 
attendees

o Press on Attendees to see the list of 
attendees in the meeting.

Attendees chat

Share a file/ see attendees, and chat  

4.  Start a meeting 
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5.  Record a meeting 

o Start a meeting ( see section 4)

o Press on Record 

o Two options appear

 Save to the cloud
 Save to my computer

Saving to the cloud is always the best 
choice, if you want to send the 
recorded session to your students 
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5.  Record a meeting 

o To send the link of the recorded session to students, 
 Go to your home page and press on recordings
 Press on share icon 
 Copy the link and password shown in the windows 
 Send them to your students
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a)    Step away from the meeting 

o Press on the icon as shown 
 It will automatically mute the microphone and stop the camera

6.   More options

o Start a meeting ( see section 4)
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b)      Add files to the meeting 

o Press on the three dots, and press on content 
o Now you can add files within your session, once you ended this session, all files will be deleted     

6.   More options

o Start a meeting ( see section 4)
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7.   Breakout Session

o Start a meeting ( see section 4)
o Press on the three dots 
o Enable breakout sessions

o Breakout session will appears on the button of the screen as shown below
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7.   Breakout Session

o You will see three options:
1. Automatically breakout sessions
As shown you put number of breakout session and 
WebEx will assign students automatically 

1. Manually breakout sessions
You will have to assign each student to a breakout 
session
1. Participant choose a breakout session 

o Finally press on create breakout sessions

o You can start breakout session anytime by pressing on Start 
Breakout Sessions

o You can also press on Settings, see next page 



17

7.   Breakout Session

o Set the options as you see convenient for you.

 Automatically end breakout session after ???
Depends on you

 Set countdown timer : give them minimum 60 
seconds to end the discussion

 You can always stop the sessions anytime by 
pressing on stop


