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ABOUT BIGBLUEBUTTON AND GETTING READY 

BigBlueButton (BBB) is a web conferencing system integrated into Moodle at The University 

of the South Pacific (USP) that is used for online learning to reach remote students. BBB is 

designed for collaboration and engagement, you can also use it to record a lecture or lab 

session for students to access remotely.  

How will Centre for Flexible Learning be able to assist? 
There are 2 ways the Centre for Flexible Learning (CFL) will assist you: 

1. During the design and development phase of your course the Instructional 

Designer/ Learning Experience Designer will work with you on planning and 

scheduling the integration of contact sessions (student-teacher) at appropriate 

moments in your course; and 

2. If your course is an Unrevised or a Face-to-Face course, an Education Technologist 

(ET) will be assigned to assist lecturers in setting up and updating online activities 

on Moodle and to provide advice on appropriate online tools. Upon request your 

respective ET will help in setting up BigBlueButton on your course page and 

provide introductory training on the use of the tool. 

Note: BBB is not readily available for lecturers to select on Moodle, this is enabled upon 

request. it is important you plan in advance on the use of this tool so that your students are 

informed on how to use the webconferencing system. 

What do I need before a webconference session? 

You will need to prepare the following before you start your webconferencing session with 

your students: 

1. Make sure your students know when you have scheduled the webconferencing 

session. 

2. Check if your students have access to internet. 

3. Find a quiet room and ensure you will not be disturbed. 

4. If you use a webcam make sure you find a well lit room with the light facing you. 

5. Have good internet connection.  

6. Prepare your lecture slides and rehearse through the use of the annotation tools. 

7. Check the PowerPoint file is not more than 60MB. (If it is you may share the screen.) 

8. Have a headset with a mic or use a laptop with an in-built mic. 

9. Learn about the presentation features of BigBlueButton. 

Who do I contact if you or your students have technical issues with BigBlueButton? 

First contact your assigned Education Technologist. They will assess your issue and will advise 

accordingly. However, these are other Email contacts you may use: 

Error and Moodle issues: moodlehelp@usp.ac.fj  

Error, connectivity or bandwidth issues ITS: helpdesk@usp.ac.fj  

  

mailto:moodlehelp@usp.ac.fj
mailto:helpdesk@usp.ac.fj
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The BACK-END: BBB SETTINGS  
The Learning Experience Design and Development Team at CFL will work with you in setting 

up the BBB session. Even before you use BBB you should have discussed with a member of 

the Learning Experience Design and Development (LXDD) Team on how and when you 

would like to use it.  

As the moderator of the session(s) you can review and scroll through the following 

commonly updated settings with the assigned Education Technologist: 

 General settings; 

 Activity/Room settings; 

 Participant; 

 Schedule for session; and 

 Common Module settings.  

Please note when you scroll through that besides each setting there is a question mark icon          

.When clicked on, it provides more information about that particular setting. Also there is an 

asterix         besides some of the settings and fields this indicates that it is mandatory to fill. 

Can I change the settings of BigBlueButton session on my course page? 
Yes, you can change the settings. But if you are not familiar with each setting we advise you 

ask your assigned Education Technologist for assistance when updating the BBB settings.  

The following are instructions where the settings can be updated. 

Step 1: Go into your BigBlueButton session home page. 

Step 2: Click on the “Action Menu” tab and a drop-down menu will appear. 

Step 3: Click on Edit settings and you should be taken to the BBB session settings. 
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What changes can be made under the General settings? 
Under the “General setting” section you can update the name of your virtual classroom to a 

name that could be for the main lecture sessions or for a particular tutorial group. Then you 

can provide a brief description of the purpose for the venue. Follow the instructions below:  

Step 1: In “Virtual classroom name” field you can change the name.  

 

Step 2: To update the description for the BBB session click on “Show more” and the section 

will open and show the “Description” field. 

Step 3: Provide a brief description for this particular virtual classroom. You could explain this 

is where the main lecture will take place or it is for a particular group. 

Step 4: If you want to have the description appear on the course page then check the box 

below the “Description” field. This is not advisable if your description is lengthy.  
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What is the importance of the Activity/Room settings? 
In the Activity/Room settings you have the option to add a personalized welcome message 

for your session to greet the students when they come into the session home page. The 

message can be based on the 3 options you have checked for before and when students join 

the virtual class session.  

 

The purpose for the 3 options are as follows: 

 Wait for moderator – Students cannot “Join session” or enter the BBB session 

until the moderator enters the virtual classroom session. If you provide a link 

student will not be able to go in until you enter the session. 

 Session can be recorded- All sessions will be recorded so that students who have 

missed live sessions can access later. Check this if you are certain all sessions are to 

be recorded. 

 Mute on start- All the students will be on mute during the session and the mic can 

only be enabled by the moderator. 

What has to be done under the Participants section? 
By default everyone in your course will have Viewer access to the BBB session. However, if 

you have Teaching Assistants or a co- Lecturer in the sessions you need to customize the 

Participants settings to assign the role as “Moderator” to them. Follow the steps below to 

assign your teaching team. 

Step 1: You will find the Participants section collapsed. Click on Participants to open it. 
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Step 2: In the “Add participant” row click in the “All users enrolled” field and select “User”. 

You should notice in the next field it will have a name appear. Click into the field and drop-

down list of participant names will appear. 

Step 3: Select the teaching member’s name in the drop-down list or type in their name if 

you have a large class. 

Step 4: Click on the “Add” button.  

Step 5: You should notice their name listed below along with yours. 

Step 6: Now you can change their role from Viewer to Moderator by selecting from the 

drop-down menu. This will allow them to share Moderator role with you in the session. 

 

Can I schedule my sessions? 
Yes you may schedule sessions. However, by default BBB sessions can be joined at any time. 

If you want to set your BBB session to be accessible during a specific time frame for a special 

purpose such as a class webinar or conference follow the instructions to set up:   

Step 1: Click on “Schedule for session” to open section. 

Step 2: Set the date and time for the virtual classroom to open and students to join. Then 

check the “Enable” box.  

Step 3 Set the date and time date for the session to close. Then check the “Enable” box to 

restrict students from joining the session. 
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Can I organise grouped sessions using BigBlueButton? 
Yes. However to have grouped sessions, you must ensure that you have created groups/ 

groupings in your Moodle settings. Once you have created your groups/ groupings follow 

the instructions to organise group sessions. 

Step 1: Click on common module settings to open the section (if closed). 

Step 2: Go to the “Group mode” line and click on the drop-down option to change either to 

Visible or Separate groups. 

Note: Separate groups - Each group can only see their own group in the break-out session, 

others are invisible. Visible groups - Each group works in their own group, but can also go 

into other groups. 

 

Once you have finished customizing your settings you can either click on Save and return to 

course or Save and display at the bottom of the settings page. 

 

 

GETTING STARTED WITH BBB  

How to get into the webconferencing session.  
Please follow the steps for detailed instructions. You should first get to know where to go 

into the BBB session. 

Step 1: Click on the BBB lecture recording link on your course page. 

 

Click 

Here 
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Step 2: Click Join Session 

 

 

 

 

 

 

 

Step 3: Select Microphone 

 

  

Step 4: Select Yes if you can hear an echo after speaking into the mic. 

 

 

  

Click 

Here 

TROUBLESHOOT: If you find you can’t hear 

an echo after talking through the mic, select 

No. A pop-up will appear to “Change your 

audio settings”. Click on the drop-down 

menu “Microphone source” and select 

Microphone Array. Click “Retry” button. 
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FEATURES OF THE BBB INTERFACE  

What are the main features of the BBB interface?  
After the echo test the main BBB presentation area will appear. You should note there are 3 

columns, from left to right: 

1. Message, Notes and User Column, 

2. Chat column, and 

3. Main presentation column. 

 

 

  

1 

2 

3 
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USERS’ SPACE & FEATURES  
In the USERS section of the first Column 1 you will see the names of your students listed as 

they join the session. The following provide instructions on the significance of this box. 

How do I know who is present in the session? 
1.  You will know who has joined the session when you see the names of your students 

appear in the USERS section. If the headphone or mic icons appear in their User name 

icon (with first 2 letters of their first name) that means they can hear you or use their 

mic. If it is blank that means they are still joining the session. 

2. A number in brackets will be shown next to the USERS header indicating the number of 

people who have joined the session.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Can I manage the students’ mic (Mute/ Unmute)? 
Yes, just like in a classroom you want students to enter and wait quietly before you start 

your session. You can also advise your students some of the etiquette to follow during the 

session. There are 2 ways you can manage how students can join in the session: 

1. Remember in the Activity/ Room Settings you could check the box Mute on Start to 

ensure when students joined the session their mics will be off. You will know it is off if 

the mic icon is red and with a slash through it. 

 

2. As moderators you can manage the mic of the students and others in your session by 

muting all users or muting individual users. Follow the instructions:  

ERS (2) 
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Step 1: Click on the USERS settings icon for a dropdown menu to appear. 

Step 2: Click on Mute all users. 

Step 3: You will notice that the mic icon colour for all the students in the session will change 

from green to red with a slash through it. 

NOTE: Applying the mute settings to users via the users list does not restrict their ability to 

unmute themselves. You can also ask the students to mute themselves in the beginning of 

your session. 
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Can I mute individual students? 
Yes, you can. You may find one or students have left their mic on and you want to mute 

them. Follow the instructions: 

Step 1: Click on the name of the participant you want to mute. 

Step 2: A drop-down will appear, select Mute User. 

Step 3: Once a user is muted the mic icon colour will change from green to red. 

NOTE: Even if muted, the student(s) can still unmute themselves. 

 

  



12 
 

Can I mute all the students except the presenter? 
Yes. This can be done as follows: 

Step 1: Locate and click on the USERS settings icon to manage users/ students. 

Step 2: In the drop-down menu locate and click on Mute all users except the presenter. 

NOTE: You will see everyone else in the session except yourself are muted. 
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Can I save an attendance list for the session? 
Yes, you sure can create an attendance list. Follow the instructions as follows: 

Step 1: Click manage users tab 

Step 2: Click on save user names 

Step 3: The list will be a saved in txt format. 

 

 

Is it possible to prevent students from using or accessing certain features? 
Yes. As a moderator you can “Lock viewers” to restrict all students from accessing/ using 

various features within BBB. This includes locking student from using the Public/ private 

chat, microphone sharing, webcam sharing, and shared notes, etc. Below are some 

situations where you may want to prevent your students from using a particular feature: 

i. Lock the Private and public chat to encourage verbal/microphone participation. 

ii. Lock the ability to share webcams to encourage the viewers to focus on the 

presentation content and to reduce impact on bandwidth. 

iii. Lock shared notes so that only moderators can view them. 
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Follow the following steps to enable you to lock some of the features to restrict your 

students: 

Step 1: Locate next to the USERS heading the “Manage users” icon and click on it. 

Step 2: When the drop-down menu appears, select “Lock viewers” 

Step 3: The Lock viewers page will open up. 

Step 4: You will see next to each feature listed there is a slider which indicates its status and 

should indicate it is “Unlocked”. Click on the slider to change from Unlocked to Locked. 

Step 5: You will see the colour of the slider will change from green to red and the status of 

the feature is “Locked”. 

Step 6: Once you have set all the features you want locked, click on the Apply button at the 

bottom. 

NOTE: You can always unlock and lock the features for each BBB session. Ensure you advise 

your students beforehand if you intend to Lock a feature. 
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CHAT SPACE & FEATURES 
The chat feature allows participants in the session to send messages both publicly and 

privately. The public or private chat can be used to communicate with the participants. 

Below are answers and instructions to some of the common questions concerning Chats on 

BBB. 

How do I use the Chat feature? 
By default when you enter your BBB session the middle column will have the “Public Chat” 

space. Follow the instructions to locate and use the chat feature.  

Step1: Under the MESSAGES section you will see the “Public Chat” tab. (You can use this to 

open or close the public chat for yourself.) 

Step 2: Locate the chat box space at the bottom of the Public chat column and click into it. 

You can start to type your message in the chat space.  

Step 3: When you have finished typing your message click either the Enter key on the 

keyboard or click the “Send message” tab.  

Step 4: Your chat message will be displayed in the chat column. 
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Is it possible to save the chat? 
Yes, it is possible to save the chat session soon after the webconferencing session has 

ended. This must be done before you logout and end the session. The following instructions 

show how this is done.  

Step 1: Locate and click on the chat options tab at the top right corner of the public chat 

section. 

Step 2: A dropdown menu will appear and select “Save”. 

NOTE: The chat message will be saved in txt format as seen below. 

 

 

 

 

 

How can I delete the chat? 
Step 1: Locate and click on the Chat options tab at the top right corner of the public chat 

column. (The 3 vertical dots.) 

Step 2: A dropdown menu will appear and select “Clear”. 

Step 3: You will see a message “Public chat history was cleared by the moderator”. 
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How do I make a private? 
You and your students can private chat during the session. This is not seen by other 

members of the session. You can use it to pass on a message directly to the student or a co-

presenter to advise that they will be presenting shortly or to see if they are facing any 

technical issues. 

Follow the steps below to be able to start a private chat. 

Step 1: Find the person you want to chat with on the USERS list, then click on their user icon 

(which has first 2 letters of their first name).  

Step 2: In the drop-down menu select “Start a private chat”.  
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Step 3: You will notice at the top of the chat section it will state, “Private Chat with [name].” 

You now can private chat with the person. 

Step 4: Like in a public chat, type your message in the chat box. 

Step 5: Once you complete your message press either the Enter key on your keyboard or 

click on the Send message tab.  

Step 6: You will notice the person’s name will now appear under the “MESSAGES” section.  

 

How can I close my private chat? 
Simply click on the close icon (x) located on the top right corner of the chat column. 
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How will I know that I have private chat messages? 
1. You will know when someone has started a private chat with you when you notice their 

name appear in the MESSAGES section. 

2. A red circle with a number in it will appear next to their name. This indicates the number 

of unread messages.  

3. To read the private chat messages click on the person’s name with the red circle beside 

it. 

 

 

 

 

 

 

 

 

 

4.  The private chat message will be displayed in the chat column. (As seen below.) 
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SHARED NOTES & FEATURES  
Shared notes enable all the users in the session to contribute to a common text based file; 

you can use formatting options and always export the shared notes later. 

How do I view and use the Shared Notes feature? 
It is not too difficult to find and use this feature. Follow the instruction below: 

Step 1: Remember the default setting shows the Public Chat in the middle column. Locate 

Shared Notes under the “NOTES” section. 

Step 2: Click on Shared Notes. 

Step 3: You will notice the Shared Notes panel expands in the middle column. You can ask 

your students to do the same thing since you are not entirely in control of what they can do 

on their screen.  
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Step 4: You can instruct the students to type in the Shared Notes space during the session 

to comment on a video or problem.  

Step 5: The basic HTML formatting tools are available on top of the Shared Notes panel. 

NOTE: You will not be able to track which students had written in the shared notes space. So 

you may want to ask them to put their name down after their contribution. 
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Refer to the table “Shared Notes Formatting Tools” below for an explanation of each 

formatting tool. 

The formatting tools allow you to format the text when typing in the shared notes.  

Shared Notes Formatting Tools 

Icon Name of Icon Description 

 Bold Use bold fonts to emphasize text or to 
make a contrast between body and 
headline text. 

 Italic Italic fonts have letters that are sloped or 
slanted. This style is used to emphasize 
text.  

 
 
 

Underline This tool generates underlined text. 

 Strikethrough Strikethrough text is used to indicate a 
revision or edit, where you want to leave 
the original text for the sake of 
transparency or full disclosure. For 
example, the strikethrough is very handy to 
show transparency of your contribution a 
useful tool. 

 
 
 

Ordered list These are numbered points which are used 
when describing a sequential process, such 
as steps to follow. 

 
 
 

Unordered list An unordered list allows to list items in 
bulleted list. 

 Undo The Undo command undoes anything you 
recently done, which includes formatting 
text, typing and deleting text. 

 
 
 

Redo The redo command helps you to undo 
something that you may have edited or 
deleted. Redo command sets things back to 
the way they were.  
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Is it possible to export the Shared Notes? 
Yes, you can export the shared notes and save on your computer. Follow the steps below: 

Step 1: Click on the Import/export icon available on the right end of the Shared Notes 

formatting tools panel. 

Step 2: When you select EXPORT you will have an option to export the notes in HTML or 

Plain Text format. To keep the formatted text choose HTML. 

 

 

 

 

 

 

 

 

It is important to note the following: 

 Shared Notes are downloadable in HTML and Plain text format. 

 Shared Notes are not captured in the recording processing. 

 All users must open their Shared Notes pad individually. 

 Shared Notes contributions are anonymous.  
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PRESENTATION SPACE & FEATURES  
The presentation space is the third column on the right and you would notice it takes up 

most of the space on your screen. This where you would upload your lecture presentation.  

 

 

 

 

 

 

NOTE: If you wish to record the session click on the Start recording tab. It is important you 

inform your students the session is to be recorded. Also there is a separate manual on doing 

this. 

 

 

 

  

Presentation Space 

Mute mic 

Audio Share Webcam 

Share screen  

Action button to 

upload 

presentation 

Annotation 

tools panel  

Recording tab 
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How do I upload a presentation for the webconferencing session? 
Step 1: Click the Actions button with the plus (+) sign. This is located at the bottom left of 

the presentation window. 

Step 2: A pop-up menu appears, select Upload a presentation.     

 

 

 

 

 

 

 

 

 

 

Step 3: Click browse for files or drag and drop your presentation file into the upload area. 

(Make sure it is less than 60MB in size.) 

Step 4: Your file(s) will be queued and converted. You will see it listed with a green tick. 

Step 5: Click on the Upload tab at the top right corner. 
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What are the annotation tools and how do I use it? 
So you are now ready to present. The annotation tools allow you to highlight and annotate 

on your slides. Your students will not be able to see them. These can only be used if you 

upload a presentation, and not when you Share your screen. 

 

 

 

 

 

 

 

 

 

You should become familiar with the annotation tools before presenting. Refer to the 

numbered tools in the image below which are to do with when you select the Pencil (8) and 

shapes (9 - 11) and straight line-(12). The tools are listed and explained in the table “The 

Annotation Tools” on the next page.  

If you click on the annotation tabs 1-3 they will extend to reveal other formatting features.  

The various Annotation Tools. 
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The Annotation Tools 

Number Icon Name of Tool Description 

1 
 

Tools 
The tools under this feature allow 
presenters to write or draw on their 
presentation. These tools are listed 7-13. 

2 
 

Drawing Thickness 
This allows you to format the thickness of 
the line. 

3 
 

Colours 

There are 12 colours to select. These are 
to change the colour of the lines (8-12) or 
the text (13). The icon will change colour 
according to your selection. 

4 
 

Undo annotation 
This is to undo or remove the most recent 
annotation or actions on the slide. 

5 
 

Clear all annotations 
All annotations or drawings on the slide 
will be removed. 

6 
 

Turn multiuser on 
This allows students to write or draw on 
the slide. 

7 
 

Pan 
It allows the presenter to pan and zoom in 
and out of the presentation slide to focus 
on an image, diagram or graph. 

8 
 

Pencil 
.This  allows the moderator to mark and 
draw or write formulas. 

9 
 

Rectangle 
This is used to draw a rectangle on the 
presentation slide. 

10 
 

Triangle 
Used to draw a triangle. 

11 
 

Ellipse 
Used to draw circles or ovals. 

12 
 

Line 
Used for making straight lines. 

13 
 

Text 
Used for writing text on the presentation 
slide. 

13a 
 

Font size list 

The font size appears when the Text tool 
(13) is selected. This is to change the size 
of the font. There are 6 font sizes. The font 
colour can be changed.  
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How do I get my students to annotate on the presentation? 

As the session moderator you can allow participants to annotate on the presentation by 

selecting “Turn multiuser on” (Tool #6 in table above). 

 

How do I share the screen? 
If you want to present and share something to the class on your desktop then you should 

Share your screen. It is advisable that when sharing your screen you have dual screens. If 

you have a single monitor/ screen you will see the image duplicating in the presentation 

space. Follow the instructions to be able to share your screen. 

Step 1: You should have what you want to show ready on your desktop. Then click on Share 

your screen located at the bottom pane of the session window. 
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Step 2: A pop-up will appear showing 3 options. Select one of the tabs to start sharing: 

a. Your Entire Screen (Desktop) 

b. Application Window (Excel, Word, PowerPoint, etc.)  

c. Chrome Tab (or any web browser that is open on your desktop.) 

 

 

 

 

 

 

 

 

 

 

Step 3: Click Share after you have selected one of the 3 options. 

Can I share webcam? 
Yes you can share your webcam. Though it would be great to see everyone this may not be 

encouraged since it can affect your internet connection. However these are the basic steps 

to follow: 

Step 1: Locate and click on the Share webcam button at the bottom pane of the session 

window. Note the camera icon will have a slash across. 

 

 

 

 

 

 

 

 

 

  

a. b. c. 
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Step 2: A pop-up will appear for you to adjust the camera and quality settings for your 

webcam. You will also have a preview of how others will see you. 

Step 3: Once you adjust your settings click on Start sharing. 

 

 

 

 

 

 

 

 

DOING A QUICK POLL DURING THE SESSION 
The Poll is a useful tool to get your students to provide quick feedback or answers to a 

question you have planned for the session.  

How do I do a quick poll? 
Follow the instructions below to make a quick poll: 

Step 1: Click on the Action (+) button located at the bottom left of the session window. 

Step 2: When the menu appears select Start a poll.     
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Step 3: Select the type of poll you would like to use.  You can use preset poll types, such as 
Yes/ No, True/False or multiple choice polls – A/ B/ C…, or you can create a Custom Poll. 

 

Step 4: Students will see the poll options on their screen. 

Step 5: Prompt participants to answer the poll. You will see their responses appear on your 
screen. 

Step 6: When all or most participants have answered the poll, click Publish polling 
results and the poll totals will display in the session for students to view.  
 

  

Click on Publish polling 

results to publish results to 

participants. 



32 
 

SHARING AN EXTERNAL VIDEO 

How do I share an external video, such as YouTube?  
Step 1: Click on the Action (+) button located at the bottom left of the session window. 

Step 2: Select Share an external video in the menu.     

 

 

 

 

 

 

 

 

 

 

 

Step 3: The Share an external video pop-up will appear. Copy and paste the URL into the 

“Add Video URL” field. 

Step 4: Click on Share a new video button.  

 

NOTE: Read the note at the bottom of the URL. It explains that shared videos will not appear 

in the recording. It states the sites that can be supported such as YouTube, Vimeo, etc.  
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ASSIGNING PRESENTER ROLE 
As a moderator, you can assign a viewer the role of a Presenter to allow your students and 

guest speaker(s) to control the presentation area.  A presenter can upload slides, and use the 

tools a moderator can use to present. Once the presenter has finished their presentation, you 

can take back presenter status to regain control of the presentation area. 

How do I assign presenter role to a student/ guest speaker in the session? 
Step 1: Go to the USERS list and locate the name of the student who will present. 

Step 2: Click on the name of the user you would like to assign as a presenter. 

Step 3: In the drop-down menu, select Make Presenter. (A projector screen icon will appear 

on their user name icon. 

How do I take back the presenter role?  
There are 2 ways: 

1. Click on your name in the USERS list or  

2. Click on the Action (+) button at the bottom left of your session window.  

In the drop-down menu, select Take Presenter. All the presentation tools will return.   

 

 

 

 

 

 

 

 

 

 

THE END 

Click here to take back 

the presenter role. 

https://carleton.ca/culearnsupport/instructors/bigbluebutton/#assign1
https://carleton.ca/culearnsupport/instructors/bigbluebutton/#takeback1

