
Enter your course site in eLearning. 

 
 
Click on “Add a Page”. 

 
 
  



Choose “Online Meetings”. 

 
 
You will now see a page titled “Online Meetings” in your course’s eLearning site. 

 
  



You will now need to allow students to have security permissions to view the “Online Meetings” page.  
Begin by clicking on the wrench icon from within the “Online Meetings” page. 

 
 
Then choose “Access”. 

 
 
Click on “Students”. 

 
 
Click on “Hidden” and it will change to “Visible”. 

 

  



From here, click on “Back to Online Meetings” to return to the “Online Meetings” page. 

 
 
If you wish, you can add an introduction to your “Online Meetings” page: 

 
 
To use an image in the introduction: 

 
 

 



 

 
 

 
 
 
This is what the “Online Meetings” page will then look like: 

 
  



To schedule an online meeting, click on “Schedule a meeting for later”. 

 
 
Give the meeting a name, a description if desired, and a start date/time.  If you wish, you can also elect 
to record the entire meeting, require a password to enter the meeting, and require the password to 
watch the recording.  When finished, click on “Schedule this meeting”. 

 
  



Back on your “Online Meetings” page, your future meetings will be listed.  To send out a link to the 
meetings to your students, click on the meeting name(s). 

 
 
Click on “Send an Email”. 

 
  



A pop-up window will appear to edit the email about the meeting.  You will need to check “Students” to 
send the email to the students in your course.  The subject and body of the email will automatically 
contain the meeting name, date, time, the link to join, and the password (if applicable).  You can elect to 
edit the subject and body of the email if you wish.  When finished, click “Send this email”. 

 
 
Back on your “Online Meetings” page, 15 minutes before your meeting is scheduled to start, the blue 
area will contain the link to start the meeting. 

 
 
 
Instructions from this point onward can be found in the tutorial videos at 
https://bigbluebutton.org/html5/. 

https://bigbluebutton.org/html5/

