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HOW TO SET UP A WEBEX MEETING 
 

1. On CCCS WebEx page, click Schedule a Meeting. 
 

 
 

2. Give your meeting a title and password. Add email 
addresses of the people you want to invite. After entering all 

the details, click Schedule. 
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3. Once you are finished, you will see your scheduled meeting 

details. In the meantime, WebEx will send invitation emails 
to the entered email addresses. Anyone can join the meeting 
by using the meeting link and password. 

 

 
 

4. Click Back to Meeting List to see all your scheduled 
meetings. 

 
 


