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.

Meeting Scheduled

Thank you. You have successfully scheduled your meeting.

To start your meeting

Shortly before your meeting's starting time, click the Start link for your meeting on the My WebEx Meetings page.
1. Go to My WebEx page.

2. Click the Start link next to your meeting.

Meeting Information

Topic Test

Host: Steven Glendon

Date: July 7, 2011

Time: 10:30 am, Eastern Daylight Time (New York, GMT-04:00)
Location: https://wfu.webex.com/wfu

"ok (( [Addto My Calendar )

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

Meeting status: Not started © When it's time, start your
Starting date: Wednesday, July 6, 2011 meeting here.
Starting time: 10:29 am, Eastern Daylight Time (New York, GMT-04:00)

Duration: 1 hour
Host's name: Steven Glendon

More Info

Delete ViewAgendZ Add to My Calendar ’ Go Back
N —

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.

To add this meeting to your calendar program (for example Microsoft Outlook), click this link:
vfu/j.ph

QZYOgGth7othr7E8 &RT= MlMXMQ%3D%3D




What to do with the .ics file:

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

glensj9@wfu.edu
Tasks (v |

Add @ Settings

Other calendars -

Add a coworker's calendar

Bridge Master Schedule
US Holidays

Settings

Click Add, and four options will pop up. Choose
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“Import calendar.” Then another pop up window will Browse Interesting Calendars

Add a friend's calendar
Add by URL
Import calendar

appear (shown below). Click on “Choose File.”

Import calendar

File Choose File file chosen

Choose the file that contains your events. Google Calendar can import
event information in iCal or CSV (MS Outlook) format.Learn more
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Choose the calendar where these events should be saved.

[ Import ] [ Cancel ]




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.”
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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.

Import calendar x

File: 1[ Choose File | 144967327490735007001.ics ’
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eventinformation in iCal or CSV (MS Outlook) format.Learn more
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Ch Ihe calendar where these events should be saved.
(limport Jeanci)

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

Import calendar

Processed one event.

Successfully imported one event.




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.

Meeting scheduled: Test

7/8/2011 11:45am to 12:45pm 7/8/2011 Time zone
[CJAIl day [“IRepeat..
Event details Find a time

Where https://wfu webex.com/wiu
map
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Description

You are the host for this online meeting
Host Key: 840406 (use this to reclaim host privileges)

To invite others to join, copy and paste everything below into your invitation.

Meeting information

Topic: Test

Date: Friday, July 8, 2011

Time: 11:45 am, Eastern Daylight Time (New York, GMT-04:00)
Meeting Number: 641 298 085

Meeting Password: itall

To start or join the online meeting

Go to https://wfu.webex.com/wfu/j.php?
ED=1444743128&UID=490735007&PW=NMGU1NThmOGMx&RT=MiMxMQ%3D%3D

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.

Meeting invitation: Test

77712011 10:30am to 11:30am 7172011 Time zone
[CJAN day [[IRepeat...
Event details Find a time

Where https://wfu. webex.com/wfu
map
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Description
Hello Steven Glendon (Steven),

Steven Glendon invites you to attend this online meeting.

Topic: Test

Date: Thursday, July 7, 2011

Time: 10:30 am, Eastern Daylight Time (New York, GMT-04:00)
Meeting Number: 640 908 993

Meeting Password: itall

To join the online meeting (Now from mobile devices!)

1. Go to https://wfu.webex.com/wfu/j.php?
ED=144436682&UID=0&PW=NNThiOTNiZWM3&RT=MiMxMQ%3D%3D
2. If requested, enter your name and email address.

3. If a password is required, enter the meeting password: itall

4. Click "Join"




