
 
Adding a WebEx meeting to Google Calendar 

	
  

	
  

	
  

	
  

For Hosts: 

After scheduling the meeting you will be shown a page like the one below. Click on “Add to my Calendar,” and follow 
the prompts to download an .ics file.	
  

	
  

If, when you first scheduled the meeting, you did not click “Add to my Calendar,” go to “My WebEx” to view all of 
your scheduled meetings. Open the details about those meetings by clicking on the meeting title.	
  

	
  

This will open the meeting information as shown below and you will again see the “Add to my Calendar” button.	
  

	
  

For Attendees: 

As a meeting attendee, you will receive an email that will include the option shown below at the bottom. Click on the 
link and follow the prompts to download an .ics file.	
  

	
  



What to do with the .ics file: 

When viewing your Google calendar, look for “Add” 
underneath “Other calendars.” This is towards the 
bottom left of your Google calendar. 

	
  

Click Add, and four options will pop up. Choose 
“Import calendar.” Then another pop up window will 
appear (shown below). Click on “Choose File.” 

	
  

	
  



Then a file navigator will appear. Find the .ics 
file you had downloaded. Here, it is found in 
the “Downloads” folder. When the correct .ics 
file is selected click “Open.”	
  	
  

	
  

The .ics file will be shown in the File box. 
Below you can select which calendar to import 
the even to in the Calendar field. After 
selecting the correct .ics file and calendar click 
Import.	
   

	
  

The popup window shown on the right will 
appear. The event has been added to your 
calendar.	
  

	
  
	
  

	
   	
  



Hosts: 

Hosts will find that their calendar details 
correspond to the information entered when the 
WebEx session was scheduled.  
 
Subject: “Meeting scheduled: Meeting title.”  
 
Start and end times: as defined when 
scheduling the session.  
 
Location: https://wfu.webex.com/wfu.  
 
Description: includes the Host Key and the 
start/join link. 

	
  

Attendees: 

Attendees will find that their calendar details 
correspond to the information the Host entered 
when the WebEx session was scheduled.  
 
Subject: “Meeting scheduled: Meeting title.”  
 
Start and end times: as defined when 
scheduling the session.  
 
Location: https://wfu.webex.com/wfu.  
 
Description: includes the start/join link. 
 
 

	
  
	
  


