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WebEx Meeting: Starting a Meeting in your Personal Room

Log into your Personal WebEx Account (Instructions can be found )here

Click on the  icon next to your Personal Room title.

Within Outlook open a new email or calendar invite and right click in the body of that email/invite.

Select the  icon to paste the attendee connection information for your WebEx.

In the "To" field, enter the names of the people that you'd like to attend your meeting and click "Send"

https://knowledge.nyserda.ny.gov/display/ERDADSK/WebEx%3A+Signing+Into+Your+WebEx+Account
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If you need to schedule a meeting at a later date/time, navigating here: WebEx+Meeting_+Scheduling+a+Meeting+with+your+WebEx+account0
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