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Job Aid: Scheduling Webex Meetings in Outlook
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Scheduling Webex Meetings in Outlook

What is the Webex Meeting Plugin?

The City of Chandler has added a Webex Meeting plugin to the Outlook desktop client. With
one click, users can create a Webex session when scheduling a meeting. Users can choose
to Schedule a WebEx Meeting or a Schedule a Personal Room Meeting. Meetings can be
scheduled from the Outlook top-menu ribbon or from the Outlook calendar.

Note: The Schedule Personal Conference Meeting option only provides a phone number and
does not allow computer access; therefore, it is not recommended.

Schedule Webex Meeting Invite

A WebEx meeting invite contains links that are unique to the meeting. Anyone who is
invited can attend even if the host does not. Additionally, cohosts can be added. This
option is best for meetings that require a room or meetings that require planning ahead.

1. Log into your City of Chandler Outlook account.
2. To schedule a meeting from the Outlook ribbon, select Schedule a Webex Meeting
from the Schedule Meeting drop-down menu (Figure 1).
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Figure 1

3. To schedule the meeting directly from the Outlook Calendar, click the Calendar
icon on the lower-left menu. (See Figure 2).
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Figure 2

4. The calendar opens. Right click the time slot for your meeting and select New
Meeting Request.
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Figure 3
5. A meeting invite opens. Webex creates a placeholder as shown in Figure 4.

Note: Do not delete or change the placeholder.

() Your organization shortens events by default. View Settings

() You haven't sent this meeting invitation yet.

= Title Testing Webex
Send Required
Optional |
Start time Tue 1172372021 E 330 PM ~ Oandsy [0 @ Time zones
End time Tue 11/23/2021 5] 400Pm w| € MakeRecurring
Location

-- Do not delete or change any of the following text. —
A Webex meeting has been added. Meeting details will replace this section after you save or send this invitation.

Figure 4
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6. Select the required attendees and choose the time and date.
a. If you would like to take advantage of One Button to Push in a video
conference room, add the video conference room name as a required

attendee.

= - = Meeting - Meeting
File [UESOCM lnset  FormatText  Review Help  Q Tell me what you wantto do

)

Xz O alEl®E & REHL awemm O QFF W 7

Delete . ConcelWebex Change Appointment Scheduling  Teams  Cancel Address Check Response & eminder; 15 minutes - Recurience Time |Room  Categorze
Meeting ~ Settings Assistant ~ Meeting  Invitation Book Names Options~ Zones Finder
Actions Webex Show Teams Me... Attendees Options " Tags

@ You haven't sent this meeting invitation yet.

To... © Traci Tenkely;
= subjea Meeting
send | | ocation ~| | Rooms...
Starttime | Mon 5/30/2022 ] [s:00AM v | [J Al day event
End time Mon 5/30/2022 E 8:30 AM v

-- Do not delete or change any of the following text. -
A Webex meeting has been added. Meeting details will replace this section after you save or send this invitation.

Figure 5

7. ltis highly recommended to add a co-host in the event you are unable to start the
meeting. Click Change Settings on the top ribbon.

Test email--ignore - Meeting

-

Meeting Insert Format Text Review Help O Tell me what you want to do
Xe O BIENE & [ E LD Zeowmm O
P 6 | g N RN oicac? | Mecimg | imation Bock. Names Oponas | = Rerider 5 minites _-[fet
Actions Webex Show Teams Me... Attendees Options
© vou haven't sent this meetin n yet.

To.. @ Traci Tenkely:

:'[j Subject Test email--ignore
send | | o cation

Starttime | Mon 5/30/2022 8:00 AM v| [ Al day event

Endtime | Mon 5/30/2022 E |&:30aM -

-- Do not delete or change any of the following text. --
A Webex meeting has been added. Meeting details will replace this section after you save or send this invitation.

Figure 6
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8. The Webex Setting window opens. Click Resources.

Q Webex Settings X
Meeting Information

Meeting template:  \Mc: webex Meetings Default v @

Meeting type: webex Meetings Pro Meeting

Meeting password: RDPCT3nKd23 *

Attendees can join meeting 5 minutes before starting time
Don't include meeting password in email invitation ©

Enable breakout sessions

Audio & Tracking Registration Resources

Audio connection type: Webex Audio @

Display global call-in numbers to attendees

Attendees can also join teleconference before starting time

Figure 7

9. Select the cohost(s) from the list of attendees. Then, click OK.

Q Webex Settings X
Meeting Information

Meeting template:  pmc: webex Meetings Default o

Meeting type: webex Meetings Pro Meeting

Meeting password RDPCT3nKd23 .

Attendees can join meeting 5 minutes before starting time

Don't include meeting password in email invitation ©

Enable breakout sessions

Audio & Tracking Registration Resources

Info tab templates: pefault Information Tab

Cohost: d

« Required fields
Don't show me these settings again

Figure 8
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10. Click Send to send out the meeting invitation.

File Meeting Insert Format Text Review Help Q Tell me what you want t

x &= Q o2 D $ D( Eﬂ é‘.@ (Ej 22 show As: M Busy - g

Delete S -~ Cancel Webex Cha.nge Appointment Schefiuling Tearrls Cénc.el Address Check Response Reminder|| 15 minutes  ~ |Recul
Meeting  Settings Assistant Meeting  Invitation Book Names Options ~
Actions Webex Show Teams Me... Attendees Options

0 You haven't sent this meeting invitation yet.

To.. @ Traci Tenkely

:'[j Subject Imeetind

Send Location
rttime | Mon 5/30/2022 8:00 AM v| [ Al day event
dtime | Mon 5/30/2022 ] |a:30am v

-- Do not delete or change any of the following text. --
A Webex meeting has been added. Meeting details will replace this section after you save or send this invitation.

Figure 9

11. Once the invitation is sent, click on the calendar invite. The Webex meeting
information populates the invitation.

B Title Testing Webex

Send

Update Required
Optional
Start time Tue 11/23/2021 3| 330em v [Oaldy [1@ Tmezones
End tme Tuelv2v2l | 400pM w| O Make Recurring

Location | |

When it's time, join your Webex meeting here.

More ways to join:

Join from the meeting link
https:/ichandleraz webex comv/chandieraz/] php?MTID=m196371a96d7ab75c9d5d6c30b14420ae

Join by meeting number
Meeling number (access code): 2694 946 6517
Meeting password: aCmnsxQM727

Tap to join from a mobile device (attendees only)
+1-415-655-0001, 2594946651 7## US Toll
+1-602-6566-0783, 259494665174 United States Toll (Phoenix)

Join by phone

+1-415-655-0001 US Toll

+1-602-666-0783 United States Toll (Phoenix)
Global call-in numbers

Join trom a video system or application
Dial 25949466517 @chandleraz webex com
You can also dial 173.243.2.68 and enter your meeting number.

Figure 10
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Schedule Personal Room Meeting Invite

A Personal Meeting Room invite contains a link that is unique to the sender, and the link
can be used multiple times. The sender needs to attend the meeting, and meetings can be
scheduled on the fly.

(R -

1. Log into your City of Chandler Outlook account.
2. To schedule a meeting from the Outlook ribbon, select Schedule Personal Room
Meeting from the Schedule Meeting drop-down menu (Figure 11).

File Home Send / Receive View Help
Tl New Email ~ || [*] Schedule Meeting ~ [l Delete ~ B Archive
Schedule Webex Meeting
wFavorites i ByDatev T
(@) Schedule Personal Room Meeting
Inbax

', Schedule Personal Conference Meeting
Sent ltemns

Dirafts Preferences 11:54 AM
Deleted ltems About...
More > | 114z aM
T -
Figure 11

3. To schedule the meeting directly from the Outlook Calendar, click the Calendar
icon on the lower-left menu. (See Figure 12).

= RQ amn

Iltems: 339 Unread: 2

Figure 12
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4. The calendar opens. Right click the time slot for your meeting and select New
Meeting Request.

(R -

Scheduling Webex Meetings in Outlook

Wednesday Thursday
24 25

[] Mew Appointment

New All Day Event

[ Mew Meeting Reguest
B New RE(urrin@ntmEnt
= Neiw Recurring EVERt

Mew Recurring Meeting

Today

ia Silver Goto Date...

G3 Color >
Calendar Options...

{@? View Settings...

Figure 13

5. The meeting invite opens. The Webex meeting info populates the invitation.

B W s inviting you to a Webex Personal Room meeting.

More ways to join:

Join from the meeting link
https://chandleraz webex com/join/m” |

Join by meeting number
Meeting number (access code) 145 914 7258

Tap to join from a mobile device (attendees only)
+1-415-655-0001,,1459147258## US Toll
+1-602-666-0783,,1459147258## Unite

Join by phone
+1-415-655-0001 US Tol
+1-602-666-0783 |

Globai call-in numbers

Join from a video conferencing system or application
Dial patricia silverberg@chandleraz. webex.com

Figure 14
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6. Select the required attendees and choose the time and date. Click Send.

(R -

Scheduling Webex Meetings in Outlook

14 EIIWDLII arganization shortens events by default. View Settings

(1) You haven't sent this meeting invitation yet,

= Title Testing Webex
Send Required
Optional
Start time Tue 11/23/2021 [=1]| 330eM v [OAlldey [ @ Timezones
End time Tue 11/23/2021 (]| %o0PMm w| 3> Make Recurring
Location

|- Do not delete or change any of the following text. -

Figure 15
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