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Removing attendees from Webex sessions 

Prerequisites 

You must be logged into the Webex account for the host of the session you wish to remove a student 

from the session for before continuing with this process.  

Procedure 

1. Click on the My Webex tab. 

 

The My Webex Meetings page should appear. 

2. Find the session in Webex that you wish to remove the student from. 

3. Click on the Topic of the session. 

 

The Session Information page for the session should appear. 
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4. Click on the Edit button. 

Note: If you don’t see the Edit button, you cannot edit the session because you aren’t the 

Presenter of the Webex session. You’ll need to ask the Presenter of the Webex session to 

make these changes. 

The Edit Scheduled Training Session page should appear. 

5. Scroll down to the Attendees section. 

 

6. Click on the Invite Attendees… button. 

An Invite Attendees window should appear. 
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7. Check the boxes next to the attendees (students)  you wish to remove from the session. 

8. Click on the Delete button 

 

9. Click on the Invite button. 

You should be returned to the Edit Scheduled Training Session page. 

10. Scroll down to the bottom of the page, and click on the Update button. 

A Send updated session information message may appear. 

11. Select whether you wish to send a notification e-mail to all invited participants, only to 

participants added or removed from the invited list or to no one and click on the OK button. 
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