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There are multiple ways to share a WebEx meetinglink to Blackboard. This document will teach you how

to add a Web Link on the course menu, how to create an announcementwith the link, and how to send
an email with the link. Students will be able to click the link to access the meeting.

1. Log into https://www.ccsu.webex.com/.
2. Click on Calendar from the menu on the left (Figure 1).
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FIGURE 1
3. Click on a scheduled meeting.
4. Copythe URL by clicking on the Copy URLbutton rI:] next to the meeting link (Figure 2).

Example Meeting

Matthew O'Donnell @ 12:00 AM - 1:00 AM  Monday, January 1, 2024 (UTC-04:00) Eastern Time (US & Canada)

Join information

Meeting link: a

https://ccsu.webex.com/ccsu/j.php?MTID=m4611e4f9f110f25e6ebe975828480b3¢ D

Meeting number:
2622 489 6968

FIGURE 2
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Create a Web Link on the Course Menu
1. On Blackboard, point to the plus |€)]icon on the top left course menu and select Web Link (Figure 3).
2. Enteranamein the name box (e.g., Meeting link) (Figure 4).
3. Pastethe link you copied earlierin step 2 into the URL box.
4. Check Available to Users and click Submit (Figure 4)
Note: Make sure that you do not make the Web Link the first link in your Blackboard Course Menu. This will cause
the Web Link to automatically open, preventing you from accessing the rest of your course.
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FIGURE 3

Create an Announcement
Note: You must already have an Announcements page to create an announcement. Click here to learn how to
create one.
1. Navigatetoyour course’s Announcements page.
2. Click on Create Announcement at the top of the page (Figure 5).

Announcements

MNew Announcements appear directly below the r
shown here is the order presented to students. 5t

Create Announcement

FIGURE 5
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3. Enterasubjectandamessage. Toinsertthe link, press the Ctrland V keys at the same time (Figure 6).
4. Click Submit once you’re done. The announcement will be sent tothe class via Blackboard and email.

ANNOUNCEMENT INFORMATION

Subject WebEx Meeting Link B Black

Message
For the toolbar, press ALT+F10 (PC) or ALT+FN+F10 (Mac).
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Here is the link for cur WebEx meeting tomorrow: https://ccsu. webex.com/cesu/| php?MTID=m2b83f086b3c8880aece] 75ceddIA68df

FIGURE 6

Send through E-Mail

1. Inyour course, scroll down tothe ControlPanel on the Course Menu. Clickon it to Course Tools

expand it, then click on Course Tools. Then, click on Send Email (Figure 7). Achievements
2. Click on All Users. Enter a subject and a message as shown in Figure 6. Paste the link 2;:i:2;i’:e”ts

to the meeting by pressing Ctrl and V at the same time. Blackboard Collaborate Ul
3. Once you're done composing the email, click Submit. The email will be sent out to Blogs

everyone in your course. Cengage Learning
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