
 

 

Turn editing on (top-right) and click on 'Add and activity or resource' in the 
section where you wish to place the link (this is usually near the top of the page). 
  

 
  
Select 'External Tool' 
  

 
  
Type in an appropriate name for the link and Select 'Edinburgh Napier Webex' as 
your external tool. You may wish to set the activity to open in a new window 
(under 'Show More' link) and to set 'Grade' to 'None'  (as this is seldom a graded 
activity). The other settings can be safely left as per defaults. Scroll to the 
bottom and click on 'Save and return to course'. 
  
 
 
 



 
 
 
 

 
  
To continue set up, click on the link you have now set up on your course. 
  
  

 
  
 
 
 
 
 
 
 
 



Schedule your meeting. The meeting can be a single event or a daily or weekly 
recurring event. Select your personal id from the dropdown list and make sure 
you have selected 'Webex Meetings'. Save your changes. 
  
  

 
  
Your Webex online meeting is ready to go, but should you need to change the 
host from yourself to another lecturer, you can do so following the steps below. 
(Note that the substitute lecturer must have visited the module at least once for 
their name to be selectable from the dropdown list). 
  
  

 



Students Joining Your Online Meeting  
 
 
The student can now join the meeting at the appropriate time from the Webex 
meeting link on Moodle and then by selecting ‘Join’ on the Webex event 
calendar. 
  
  

 
  

 
  
Students should use PCs or laptops with a good Wifi connection where possible. 
Prior to the meeting it can be useful to send students the Webex Test Meeting 
link in a Moodle announcement, perhaps about a week before your very first 
Webex online lecture. It allows students to check they can use Webex on their 
device. 
  
https://www.webex.com/test-meeting.html  
  

https://www.webex.com/test-meeting.html


Recordings  
  
Once your online meeting is underway, if you wish to record it, make sure you 
choose 'Record on the Cloud'. If you record to your computer it could degrade 
the performance of your machine. You must also remember to click the 
recording ‘Stop’ button at the end. Your recording will not be saved if you do not 
remember to do this. 
  

 
  
You will receive an email when the recording is available. You can inform the 
students via ‘Announcements.’ (Occasionally there is a lag between this email 
and actual online availability, so you may wish to inform the students the day 
after you receive the email). 
 
Students can view the recording by clicking on the Moodle Webex meetings link 
and clicking the 'Event Recordings' tab. They should then select the 'Streaming' 
option for immediate playback rather than download. 
  

 
  

 


