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Virtual classroom

	 Mahidol University has made agreement with The Siam Commercial Bank Public Company 
Limited to develop university to be Digital Convergence University (DCU). There is virtual classroom system 
as a part of then agreement. The virtual classroom system uses Cisco Webex Meeting as a technology for 
teaching and learning, Enabling teachers and students to communicate between wireless compatible.

	 Attendees can see files or documents include, video picture from the admin’s computer.  And 
everyone also can communicate with other people from home or university in different campuses. Attend-
ees can view files or documents include, video picture from the admin’s computer. And everyone also 
can communicate with other people from home or university in different campuses; in addition, everywhere, 
having the internet. There are many devices, being able to operate (PC, Tablet, Notebook, MAC, iPad, Smart-
phone) with high quality video  and can accommodate a maximum of 250 attendees per classroom.
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Requesting rights to access

Go to https://it-portal.mahidol.ac.th then, click Sign in

Enter Username and Password with your Mahidol University 
internet account, then click Sign in  
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Select Cisco webex then, click Register button. 

Read Terms and conditions of service
Click accept
Click Register button

Requesting rights to access
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Log in via browser

Webex Meeting

Your registration has been completed.
You will be able to access mahidol.webex.com in 24 hours. 

The Webex activating email will be sent to your Mahidol email. 
<name.sur@mahidol.ac.th>
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Log in via browser

Webex Meeting

Go to  https://mahidol.webex.com 
Click Sign in
Enter your Mahidol email address <name.sur@mahidol.ac.th> 
Click Next
Enter your Mahidol University internet Username and Password
Click Sign in 
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Schedule

Webex Meeting 4

Creating Timetable by Schedule
Click on Start a Meeting 
Choose Use web app for open Webex Meeting by Browser 
Click Schedule
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Schedule

Webex Meeting4

Meeting topic for setting up topic or subject which will be started.
password system shall automatically create the password for you, 
but you are able to set up the password by yourself as well.

Setting up a date and time 
for example, Monday, Jan 27, 2020 (Active date)
Time: 2:40 pm (starting time) Duration: 3 hours 0 minutes
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Schedule

Webex Meeting

Enter attendee’s email who shall attend the class.
If there are many attendees, uses : or , after each email, then click Enter on the 
keyboard. The programme will show the attendees’ email under the text box.
If you would like to delete someone out, just click x for deleting.

Automatically recording video when you start using Webex Meeting, 
which you have already set up Schedule, you can set up the recording at 
Show > advanced options > Scheduling 
Options > Automatic recording Click in the box in front of this sentence
“Automatically start recording when the meeting starts”. 
Video of the meeting will be kept at Could Webex Meeting, after finishing 
a meeting.
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Schedule

Webex Meeting

Choosing video format which you would like to record in 
the Preferences menu, click Tab Recording
Click in front of the text above the video format, you choose.
Following this, it will show the blue circle. 
Click save

Save as Template to use Schedule which you have already set up again 
without setting next time.
Click Save as Template
 There will be a pop up “Save as Template”.
Set up Topic/ Subject, then click Save
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Schedule

Webex Meeting

When you have already entered the information,
click Start for generate Schedule.

Setting up  new Schedule
The programme shall show new Schedule in the list. 
You can choose the schedule you will use from the list.
Admin is able to edit an active date and time. 
Following this, click Start to generate Schedule.
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Start

Webex Meeting 5

The programme shall show Schedule, that you have already set up. 
Administrator click Start Meeting, to get started.

Viewing all Schedules, click Meeting
The programme shall show all Schedules, you have.
When you would like to get started, click  Start.
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Edit Schedule 

Webex Meeting

Edit Schedule
Click on Meeting 
Choose Schedule, which you would like to edit.
 Click Edit (pencil icon) to edit.
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Go to information page > Setting Schedule 
When you have already finished editing Schedule, click Save.

Edit Schedule 
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Email to administrator

Webex Meeting

When you have already finished creating Schedule,
Webex Meeting shall send the email to the administrator’s email 
to inform the usage information.
In addition, the Administrator must click “Start Meeting” to get started.
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Email to student

Webex Meeting

When admin already finished creating Schedule, 
Webex Meeting shall inform usage information to the attendees’ email.
Click “Join Meeting” to get started
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Program installation 

Webex Meeting

Click “Start a Meeting” to begin  
Then download the program from the provided website.

Open the folder “webex.exe” 
Right click on webex.exe.
Select “run as administrator” 
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Click Next
Choose “I accept the terms in license agreement”
Click Next

Program installation 
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Program installation

Webex Meeting

Programme shows installation status.
When the programme has already finished installation, click Finish
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Installation on the IOS system

Webex Meeting

First using, click Join Meeting by open the email which you will get. 
Programme shall inform you to install the application by App Store, then 
click Join Meeting 
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Installation on the Android system

Webex Meeting

First using, click Join Meeting by open the email which you will get. 
Program shall inform you to install the application by Play Store, then 
click “Join Meeting “
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Mute on Entry

Webex Meeting

For advoiding reverse sound from some devices,
 which attendees  use with out headphone. 
If you would like to turn off microphone of all attendees
Click menu Participant “Choose Mute on Entry”
( there will be correct symbol in front of this text).
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Anyone can share

Webex Meeting

For avoiding disruption from attendees who might share their screen, 
while meeting operates.
Click Menu Participant 
Click check in the font of the text “Anyone Can Share” out.
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Tools
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Share content 

Webex Meeting

Sharing Instructor screen
Click share content chooses screen 1 for sharing screen and open file, which 
you prepared for the class.
This will help attendees to reach to all class materials.

If you share an application in the app but, you open some files or programme 
to cover it. The attendees will not be able to view what you share.
They will see only black window.
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Share content 

Webex Meeting

Sharing video, having sound
Attendees will be able to watch and listen when admin click drop down list.
Choose “Optimize for motion and video”
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Share content 

Webex Meeting

Attendee screen sharing
Admin has to give the permission to the attendee to share the screen
Attendee click Lower Hand.       
If admin allows the attendee to share screen,
the sharing button shall show in dark grey colour.
Sharing content method is same as sharing admin screen. 

Giving permission to attendee screen sharing
Right click on the attendee’s name.
Choose Change Role To 
Choose Presenter
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Chat

Webex Meeting

At Tools
Click Chat Icon 
Admin can communicate with all attendees or specific person by, 
Click To: > text messesages > Press enter 
The message will be sent only to specific people.

16



Webex Meeting Handbook 28 

Polling
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Polling

Webex Meeting
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Polling

Webex Meeting
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Polling

Webex Meeting

Polling show at Attendees’ computer.
Answering the poll, then submit

Closing Poll 
When entire attendees have already answered the poll, click “Close Poll”.



Webex Meeting Handbook 32 

Polling

Webex Meeting

Programme shall show poll results on attendees’ screen.
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Polling

Webex Meeting

Saving Poll Results to view poll results 
Click at, 
There is a pop up “Save poll results as”
Choose file location and file type
Click save
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Polling results

Webex Meeting

Poll Results saving and file from the poll saving
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End meeting

Webex Meeting

Finishing meeting 
At Tools,
Choose “end meeting”
The programme will open the pop up to ensure end meeting.
Click “end meeting”
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My recorded meetings

Webex Meeting

File recording will be kept in Recordings            
                        
	 Download           
                           	
	 Share link        
                          
	 Edit/Delete
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My recorded meetings

Webex Meeting

Downloading the video
Click              to dowload video.mp4
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My recorded meetings

Webex Meeting

Editting file’s detail
Click
Choose edit to edit file

Click to share file’s link,
after finishing setting, click save.
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End meeting

Webex Meeting

Edit and choose file’s detail and/or give the description
 Click save
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Delete Recording
Click              
Choose Delete 
There is an pop up “Delete Recording “.
Click “Delete” to delete file

End meeting

Webex Meeting
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End meeting

Webex Meeting

Admin sign out from Webex Meeting
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