




Instructions for Using Webex Personal Room for Virtual Drop-in Advising 

After logging in, students are prompted to 
configure the setting for audio and camera 
connection. 

After “joining meeting” students receive this 
message as they wait in the virtual Lobby. 

You will receive notification that students are waiting in the Lobby. 

The Participants is highlighted in bright orange color. 



Instructions for Using Webex Personal Room for Virtual Drop-in Advising 

Once you open the window to view participants, the color will turn gray like 
this. You can click on the Participants to expand the area and see the 
students’ name. 

When new students enter the Lobby, the Participants list will change back to 
orange. 



Instructions for Using Webex Personal Room for Virtual Drop-in Advising 

 When you are ready, you can Admit one student at time. Example here is 
showing the admission of Student A. 
 

 
 

After being admitted, students’ view will change 
to the Personal Room. Students can share their 
screens with you as well so you’re able to help 
them.  

 

Webex will maintain the order of students in the Lobby. 

 
  



Instructions for Using Webex Personal Room for Virtual Drop-in Advising 

When the drop-in advising is done, you can remove the student from the 
meeting space. Right-hand click on the student’s name and choose Expel. 

You will get a confirmation notice. Click Yes. 

Students will receive this notification that they’ve 
been removed. 






