WebEx Guidelines - To Schedule a Meeting for Later within Outlook

Scheduling Meetings:

1. To get a meeting scheduled for a later time/date use “Schedule Meeting” in Outlook (this is one of the WebEx
productivity tools that should have been installed and configured)
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2. Enter the Meeting Subject and location:
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Subject: IPACD Meeting
Location: §VWebEx

Starttime: | Thu 12/2/2010 v | [5:00 P1 v | OJan day event

Endtime: | Thu12/2/2010 v | [5:30 PM v|




3. Next, click on the “Add WebEx Meeting” button (this is a part of the WebEx Productivity tools that should be
installed on your machine)

(O [ I B IPAO Meeting - Appointment
~ | Appointment | Insert Format Text

: - L ¥
l ;i_ % mCalendar 0 ﬁ E E B susy _ |A¥ Recurren
L o }( Delete F | == g Time Zon
Save & Invite Add WebEx} |Appointment|Scheduling || & 15 minutes * |mg .
Close Attendees 6\# Forward ~ Meeting Assistant om Categori
Actions WebEx Show Options

| Adjacent to another appointment on your Calendar.

Subject | IPAQ Meeting
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4. When prompted for your WebEx account username and password, enter it here:
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5. Next, enter a password for your WebEx meeting and click OK.
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6. You will returned to your Outlook appointment meeting window, click the Invite Attendees button and enter in
the email addresses for anyone you wish to invite and press the send button. This will automatically save,
schedule, and send the invite to the attendees. If you do not wish to invite attendees at this time, click the
Save & Close button.
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Your meeting will now be scheduled and should show up on the IPAO WebEx Portal: https://nasaipao.webex.com
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