Including a Webex Device when scheduling a MS Teams Meeting

Open Calendar in Outlook

Click on New Appointment or New Meeting
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Appointment or Meeting will be created in Outlook. Enter appointment/meeting details for Title, start
time, end time, etc.

In Location field, type Boardroom and select Webex.Boardroom.

3 Webex.Boardroom X : “This is a webex device, not the actual room.”

() You haven't sent this meeting invitation yet.
This appaintment conflicts with anather ane on your calendar,
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Microsoft Teams meeting

Join on your computer, mobile app or room device
Click here to join the meeting

Meeting ID: 216 912 471 014

Passcode: ipEonU

Download Teams | Join on the web

Join with a video conferencing device
d11@m.webex.com

Video Conference ID: 115 353 635 4
Alternate VTC instructions

Learn More | Meeting options

Finish meeting details and click send.



