—7 TELUS Business

TELUS Cloud PBX Collaboration with Cisco Webex:

Enabling Webex Meetings
Scheduler Add-in for Outlook



TELUS Cloud PBX Collaboration with Cisco Webex: Enabling Webex Meetings Scheduler Add-in for Outlook

Instructions for enabling the Webex
Meetings Scheduler Add-in for Outlook

Cisco Webex Scheduler for Microsoft Office 365 and Exchange makes it easy for you to schedule
Webex meetings and Personal Room meetings directly from Microsoft Outlook.

The instructions below will guide you through the process of enabling the Cisco Webex Scheduler in
your Microsoft Outlook.

Identifying your default Webex site URL
1. Launch and log into the Webex Collaboration app

2. Click on the image or your profile picture at the top left corner of the main window,
then select “Settings” ... The “Webex Options” window will open.

3. Click on “Meetings” in the left pane of the “Webex Options” window.

4. Make a note of the “Default Webex site URL” (e.g. “orgname-prwebex.com” or “orgnamesd.
webex.com”)

‘ Webex Options * '
EEns Default webex site URL
i Your account is using the following default Webex site for starting and
'::” Audia scheduling meetings:
1 Video Itbsdemupr'l.webex.cu:rm I Edit

Configure Advanced Settings
£} Motifications

You will need this information to configure the Cisco Webex Scheduler Add-in for Outlook.

5. Close the Webex Options window.
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Installing the Cisco Webex Scheduler in your Outlook

1. Open your Microsoft Outlook and locate the “Get Add-ins” icon on the home ribbon of the

Mail window.

File Home Send / Receive Folder View Help
% = ﬂ;‘ — 9 5 7 Elttestiog | [Flreroru 5 £ % T Fl & HE qu 28 New Group. Search Peaple A H+ )
R Cleanlpe -~ =1 [ Team Email = [ t= - 4 Browse Groups | [ AddressBook | \ =
New New Dele e ad B Crasten = & Rules Assign e st Read Get nsights
Email Items~ | 4O Junk~ EfyMo = L2 | - Policy~  Read S Fiter Ermail = Al
New Deete Respond Quick steps 5 Move Tags Groups Find speech | Addiins

2. Click the “Get Add-ins” icon to display the list of available add-ins.

Type “Cisco Webex Scheduler” in the Search box, then click on the icon when it appears in

the results box.

Ciseo Webex Schedule] X Q ‘

o Cisco Webex Scheduler

Show all results

The Cisco Webex Scheduler Add-in page will pop up; click the “Add” button.

< Back

Cisco Webex Scheduler
CiscoWebkx | k¥ ¥ (38 | May require additional purchase

Dy clicking on add, you agres to the add-in's License terms and Privzcy policy

Add

5. When added, you will see a check mark next to the word “Added”, as shown below. Click on

the “X” at the top right of the window to close it.

< Back

Cisco Webex Scheduler
CiscoWebEx | k%% % (38 | May require additional purchase

By clicking on add, you agree to the add-in’s License terms and Privacy policy

@ added | > Getstarted (8 Remove
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Configuring the Cisco Webex Scheduler in your Outlook

1.  Open your Microsoft Outlook calendar.

2. Click on the “New Meetings” icon on the home ribbon of the Calendar window.

File Home Send / Receive Folder View Help

& v &l & e e
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New Meet MNew Teams | Today Mext Day Work Wesk Month Schedule Add Share
Appointmerdl Meeting fitems ~ Now  Meeting 7 Days Week View Calendar ~ Calendar ~

Teams Meeting GoTo P} Arrange ] Manage Calendars Groups Find

3. Click on the “Webex Preferences” on the ribbon of the New Meetings window (see below).

File Meeting Scheduling Assistant Insert Draw Format Tex Review Help Q Search
=t H o= EE Private D
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Actions Teams Meet..  Meeting Mo... Attendees Options Tags Voice Cisco Webex | My Templates | ~

4. If this is the first time you’re clicking
this icon, you'll be presented with the Cisco Webex Scheduler Welcome page.

5. Click the “Get Started” button to start the setup wizard.

Cisco Webex Scheduler X

Welcome

The Cisco Webex Scheduler helps you schedule and
update Webex meetings easily in Microsoft 365,

+ Schedule Webex meetings easily 5

Get Started

Sign up

6. You'll be asked “Which Webex site you want to use?”; click the circle next to the URL that you
had made a note of, back in the “ldentifying your Default Webex Site URL” section above; then
click Next.

@® Enter your Webex site URL:

Itl:usdem::u;:nr’l webex. n:::urnl

Note that this URL must match the Default Webex Site URL on
the Settings->Meetings Tab of your Webex Application.
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Configuring the Cisco Webex Scheduler in your Outlook (continued)

7. You’'ll be asked to grant permission 9. Once successful, you should be
to Cisco Webex Meetings; to access presented with a window like the one
your calendars and Outlook data, click to the right.
“Accept”.
10. Click on the “X” in the top right corner
8. Ifyou’re prompted to log in, then enter of the window to close it; you are now
your email address and the password all set to schedule Webex meetings
for your Microsoft Office 365 account. from Outlook.
Permissions requested Cisco Webex Scheduler
Cisco Webex Meetings Telus Mihir Test
App info
I | thedemopriwebex.com

This application is not published by Microsoft or

S Change Webex site | Sign out
your organization.

This app would like to:
“~ Signyou in and read your profile Default meeting type

.~ Have full access to your calendars

“~ Maintain access to data you have given it access to ‘ Wehex meeting -

Accepting these permissions mezns that you allow this app to use
your data as specified in their terms of service and privacy

statement. The publisher has not provided links to their terms Default Webex MEEﬁﬂg te I'ﬂplﬂte

for you to review. You can change these permissions at

https://myapps.microsoft.com. Show details
Does this app look suspicious? Report it here ‘ Webex Meetings Default -

Webex Personal Room meeling

Personal Hoom nan

lelus Mihur lest’s Personal Room

Add Webex Meeting

version 41.5.0 4 202 | Clsco and/for its amiiates. Help
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