
INTRODUCTION TO CONFERENCES



Data Access: 

Data Bundles: Cell C; MTN; Telkom and 
Vodacom offer students 10GB per month 
daytime and 30GB nighttime data

VPN:  Students need to install and use the 
Wits DataBundleVPN to visit links approved 
by Wits. Turn off  VPN when on the Wits 
network

Zero-rated Sites: Switch off  VPN to use 
these sites (with the 4 MNOs) 

Ulwazi: Access Ulwazi via VPN since certain 
aspects consume data

BBB: Currently the audio aspect of BBB 
consumes some data and with  VPN 
switched on the audio in BBB will not work



GETTING STARTED WITH 
WEB CONFERENCING

¡ Why Web conferencing?

¡ Web conferencing tools

¡ Navigation

¡ Facilitation (BigBlueButton)



• synchronous lectures 

• one-on-one consultations with 
students

• student group meetings 

• sharing of presentation slides 

• applications and online resources 
demonstrations

Why Web Conferencing?



WEB
CONFERENCING
TOOLS



MS Teams 
Located in the Rich Content Editor (RCE)

You can set up a Teams meeting via the 
following items in the Course menu:

• Announcements
• Assignments
• Discussions
• Pages
• Quizzes







Open Announcements



Click on the New 
Announcement button 
to add an announcement





Give your announcement a title



Give your announcement a title



Add some instructions



Add some instructions



Click on the MS Teams 
icon



Add some instructions



Add some instructions

Click Sign In



Add some instructions

Click Sign In



Add some instructions

Click Sign In

Click Create meeting link



Add some instructions

Click Sign In

Click Create meeting link



Add some instructions

Click Sign In

Click Create meeting link

Add a title for your meeting



Add some instructions

Click Sign In

Click Create meeting link

Add a title for your meeting



Add some instructions

Click Sign In

Click Create meeting link

Add a start date and time



Add some instructions

Click Sign In

Click Create meeting link

and an end date and time



Add some instructions

Click Sign In

Click Create meeting link

Click Create to create the 
MS Teams meeting link



Add some instructions

Click Sign In

Click Create meeting link



Add some instructions

Click Sign In

Click Create meeting link
Click Copy to copy the 
MS Teams meeting link



Add some instructions

Click Sign In

Click Create meeting link
Click Copy to copy the 
MS Teams meeting link

MS Teams meeting link 
appears here



Add some instructions

Click Sign In

Click Create meeting link
Click Copy to copy the 
MS Teams meeting link

The MS Teams meeting 
link will appear here

Click on the link to 
change the text



Add some instructions

Click Sign In

Click Create meeting link
Click Copy to copy the 
MS Teams meeting link

And select Link Options



Add some instructions

Click Sign In

Click Create meeting link
Click Copy to copy the 
MS Teams meeting link



Add some instructions

Click Sign In

Click Create meeting link
Click Copy to copy the 
MS Teams meeting link

Type in your preferred 
text here



Add some instructions

Click Sign In

Click Create meeting link
Click Copy to copy the 
MS Teams meeting link

And click Done



Add some instructions

Click Sign In

Click Create meeting link
Click Copy to copy the 
MS Teams meeting link

Your new link



Add some instructions

Click Sign In

Click Create meeting link
Click Copy to copy the 
MS Teams meeting link

Scroll down to Save



Add some instructions

Click Sign In

Click Create meeting link
Click Copy to copy the 
MS Teams meeting linkClick Save



Add some instructions

Click Sign In

Click Create meeting link
Click Copy to copy the 
MS Teams meeting link



Setting up a BigBlueButton 
Conference in Ulwazi

• BBB is only compatible with Google Chrome and 
Firefox web browsers

• The recommended number of participants in a BBB 
session is 100 (more than this may affect the audio 
quality)

• The recommended duration for a BBB session is 90 
minutes

• Allow 24 hours for the recording to appear in the 
Conferences tool

• For technical queries contact: ulwazihelp@wits.ac.za

mailto:ulwazihelp@wits.ac.za


Begin here!



Select the Conferences 
tool in the Course Menu





Select the New Conference 
button to create a new BBB 
conference





You can change the name 
of the conference here



BigBlueButton is the only 
conference option available 
in the Conferences tool



You can adjust the duration 
of the BBB conference here



You can adjust the duration 
of the BBB conference here

Please note:
Even if the 
conference runs 
over time, it will 
only come to an end 
after the last 
participant leaves.



Click here to enable 
recording 



Click here to enable 
recording 

Please note:
If you do not enable 
recording, you will 
be unable to record 
the BBB session



Click here for long-
running conferences



Click here for long-
running conferences

When you select No time 
limit you will notice that the 
duration disappears





You can add a 
description for your 
BBB conference here



This session aims to get you started with
facilitating online classes in BigBlueButton

You can add a 
description for your 
BBB conference here



This session aims to get you started with
facilitating online classes in BigBlueButton

This is where 
you select your 
participants



This session aims to get you started with
facilitating online classes in BigBlueButton

Check this box to 
invite everyone 
on your course



This session aims to get you started with
facilitating online classes in BigBlueButton

Uncheck this box 
to invite specific 
course members 



This session aims to get you started with
facilitating online classes in BigBlueButton



This session aims to get you started with
facilitating online classes in BigBlueButton

Check this box to 
remove course 
observers



This session aims to get you started with
facilitating online classes in BigBlueButton

Click Update to send 
out the invites





Your new BBB conference will appear 
here under New Conferences



Click here to launch the 
BBB Conference





Click here to join the audio 
with your microphone



Click here to listen only



Click here to listen only

Please note:
This option will disable 
your microphone for the 
duration of the session



Always select microphone



To participate in today’s 
BigBlueButton conference
1. Click on the following link to enroll in the 

course, ‘BBB with Technologies for Teaching 
(T4T)’: 
https://ulwazi.wits.ac.za/enroll/EKLXJP

2. Raise your hand to indicate that you have 
enrolled in the course so that we can invite 
you to the conference

3. The facilitator will create the conference and 
invite you to join. Refresh your screen in 
Ulwazi and go to the conferences tool to join 
the BigBlueButton conference

https://ulwazi.wits.ac.za/enroll/EKLXJP


BBB INTERFACE



Presentation screen (with 
share screen, whiteboard 
and recording 
functionalities)



Public chat, shared notes and 
user functionalities



MODERATOR AND PARTICIPANT ICONS

The Moderator will have a 
square icon and the 
participants/students will 
have circle icons



GETTING STARTED

¡ Audio and Webcam

¡ Start/Stop Recording

¡ Download participant list 

¡ Mute participants

¡ Emojis

¡ Chat (public and private)



AUDIO

Click on the mic 
to mute and 
unmute audio



WEBCAM 

Click on the 
webcam icon to 
switch on/off 
webcam



START/STOP RECORDING 

Start recording



Click Yes



PRESENTATION 

Recording time 



Click on the red 
dot to stop 
recording



Click Yes



The session will 
stop recording 
and the button 
will appear as 
Resume 
recording



DOWNLOAD PARTICIPANT LIST 

Click on the gear 
icon/manage 
users icon



Select Save users 
names and a txt file 
will download onto 
your computer



MUTE PARTICIPANTS

Click on the gear 
icon/manage 
users icon



Select Mute all 
users except 
present 



All the users 
mics will appear 
muted except 
the present’s mic



EMOJIS

Click on your name in the 
users section and select set 
status



Select an emoji



The emoji will appear next 
to the users name



PUBLIC CHAT

Type your message in the 
box and click on the arrow 
to post your message



The messages will appear 
in this box



To download a copy of the chat, 
click on the 3 dots and select save.  
A copy of the chat will be saved as a 
txt file on your computer



PRIVATE CHAT

Click on the persons name in the 
users section and select Start a 
private chat



Type your message in the 
box and click on the arrow 
to post your message



The message will appear in 
the box



BBB FEATURES

¡ Sharing your screen

¡ Uploading a presentation

¡ Shared notes

¡ Whiteboard 

¡ Breakout rooms

¡ Polling



WHAT 

APPLICATIONS 

CAN YOU SHARE?

¡ A Word Document or

¡ A PDF

¡ PowerPoint Presentation (with video)

¡ Excel document

¡ Chrome tab



Click this icon to 
Share your 
screen



Choose what you want to 
share 



Click on Application 
Window



Click on your document 



Click Share





Click Stop sharing



UPLOADING A 

PRESENTATION

Please note that choosing the upload a 
presentation option saves data but there 
are limitations:

¡ All files (e.g PPT, Excel docs) will have to 
be converted to PDFs before uploading

¡ Upload file limit is 27 MB



Click on the + sign 
and select Upload a 
presentation



Click browse for 
files, to select a 
PDF, Image File 
from your 
computer



Select a file from 
your computer and 
Click Open



Click Upload



Click on the 
Fit to width 
arrows, to 
expand the 
doc 



Use the hand 
annotation tool to 
scroll up and down



RETURNING TO THE DEFAULT SCREEN

Click on the + sign 
and select upload 
a presentation



Click inside 
the circle to 
select the 
default.pdf



Click Confirm





SHARED NOTES

Click on Shared 
Notes



Start typing in the box



To download the 
shared notes click on 
these arrows



Click on the file type 
you want the shared 
notes to be exported 
in e.g Word Doc, PDF 
etc



WHITEBOARD

Click on the arrow to 
go to the next slide





Click on the hand 
icon to expand the 
list of annotation 
tools



Click on the Undo 
annotation icon to 
delete an annotation



Click on the bin icon to 
clear all annotations



Click on the whiteboard 
icon to turn on multi-user 
white board



When the participant hovers 
their mouse on the white 
board or starts to annotate 
their name will appear on 
the screen



HOW  TO  TAKE A 

SCREENSHOT OF  THE 

WHITEBOARD

¡ PC:  Windows key + Shift + S

¡ Mac: Shift + Command + 3

¡ NB! Make sure you expand your 
screen to full screen to take the 
screenshot by clicking on these 
arrows at the bottom of your screen

HOW TO  TAKE A 

SCREENSHOT OF  THE 

WHITEBOARD

¡ PC:  Windows key + Shift + S

¡ Mac: Shift + Command + 3

¡ NB! Make sure you expand your 
screen to full screen to take the 
screenshot by clicking on these 
arrows at the bottom of your screen



BREAKOUT ROOMS

Click on the 
gear/Manage 
users icon 



Select Create 
breakout rooms



Click on the box to 
change the Number 
of rooms



Select the number 
of rooms you want 
to create 



Click inside the box to 
enter the Duration time 
for the breakout rooms



To assign a person to a room 
click on their name in the 
Not assigned box and 
drag it to the room you 
want to place them in



For large groups you can 
click on Randomly assign 
and it will randomly put 
people into rooms or 



For large groups you can 
click inside the box to 
Allow users to choose a 
breakout room to join



You can also assign 
yourself to a room 
or click on the 
breakout room tab 
once you have 
created the rooms 
and join different 
rooms



Click Create 



If you want to join different 
rooms without assigning 
yourself to a room. Select the 
breakout room tab on the left 
and click in the room you 
want to join



Click Join room. 
NB! Select the microphone option and 
do the echo test when joining a room



Breakout room 
number



Breakout room 
time duration



ICONS

In the break-out rooms the 
icons change to squares, 
however only one person will 
have presenter rights



WHEN PRESENTING IN BREAK-OUT ROOMS

Presenting in Breakout rooms 
very similar to presenting in the 
main room, take presenter by 
clicking on the + sign to take 
presenter rights



ENDING BREAK-OUT ROOMS

As a facilitator you can either wait 
for the breakout rooms to end or 
you can click on End all breakout 
rooms to end the breakout room 
sessions



POLLING

Click on the plus sign (+) at 
the bottom and select Start 
a poll (NB! make sure the 
polling question is on your 
presentation or you can put it in 
the chat)



Select the poll question 
type



Click Publish Polling results 
once everyone has had a 
chance to answer the poll 
(NB! make sure you have 
stopped sharing your 
presentation so that your 
students can see the results)



Poll results will appear 
at the bottom right of 
the screen



Click the delete icon 
to remove the poll 
results



POLL 
QUESTION

What are you most looking forward to post 
COVID-19? 

a) Giving Hugs

b) Travelling 

c) Social Gatherings

d) Not wearing masks!



END MEETING & LOGOUT When the 
session is 
over -Click 
on the three 
dots and 
select End 
meeting or 
Logout

Please Note that if 
you have multiple 
moderators in a 
session only the last 
moderator in the 
meeting should end 
the session



Make sure you also 
click End meeting 
in Ulwazi
(Conferences)  



VIEW RECORDING 

Click on the drop-down arrow on 
the meeting title (in the 
Concluded Conferences Section)



Click on the 
presentation link



Click on the play 
button to playback 
the presentation


