Removing toll-free phone numbers froma recurring meetingin
WebEx Meeting Center

Toll-free phone numbers are no longer available in NIH WebEx meetings. Free audio options and
toll numbers are still available in WebEx, but toll-free numbers will no longer be provided. WebEx
users may incur carrier charges when using toll numbers. This policy change allows the NIH Center
for Information Technology to continue offering WebEx to the NIH community at no additional
cost.

The following procedure describes how to remove toll-free phone numbers from scheduled
recurring meetings in WebEx Meeting Center:

1. Using your web browser, go to https://nih.webex.com, and click Login.

Center for
Information
Technology

Log In /

2. At the login prompt, enter your NIH username and password in the appropriate fields, and
then click Log in.

User Name: |your NIH username (
Password: ﬁnqe Password

__» €T
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https://nih.webex.com/

3. On the NIH WebEx site, click the My WebExtab, then click My Meetings.

L Unified Communications & Collaboratio

Home  Meeting Center ~ Event Center ~ Training Center ~ Support Center My WebEx

My Meetings

My Personal Room _

4. Select the scheduled recurring meeting you wish to update, and then click Edit.

/y " 430pm test 2 Meeting

Home  Meeting Center ~ Event Center ~ Training Center ~ Support Center My WebEx

My Meetings .
My Personal Room test @
My Files Tuesday, April 25, 2017 | 2:45 pm Eastemn Daylight Time (GMT-04:00) | 1 hour | ® Not started
My Contacts Recurrence: Every Tuesday, from Tuesday, April 25, 2017, to no end date
My Profile
Host: Alfonso Mercado ~ Edit | Cancel meeting = Add to my calendar
Preferences
b . :
My Reports More information
Training
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5. In the pop-up window, select Edit the entire series, then click OK.

Edit Recurring Meeting X

_ | Edit only this meeting
© Edit the entire series

6. Click Save Meeting.

Home Meeting Center Event Center Training Center Support Center My WebEx

My Meetings

My Personal Room Required Information

My Files

My Contacts

My Profile + Schedule for: Myself

preferences - Meeting type: Meeting Center Pro 1000 -

My Reports

Training - Meeting topic: test

Support Delete from My Meetings when completed
Join a Test Meeting

‘How Do I' Videos = Meeting password: | aiBhMrCk ®
Submit a Support Request Password must be at least 4 characters

Save as template

' Save Meeting MNext Cancel
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7. Select “To all invited attendees”; then click "OK".

-

(22 https://nih.webex.com/?actionType =save&diff=false&siteurl=nih - MC - Intern... | = | [ElujsT .|1
~
Send updated meeting information:
/ © To all invited attendees
1 Tonoone
/ m Cancel
v

WebEx sends you an email about the change, including the meeting information which now no
longer includes a toll-free number. Only a toll number is included.

You changed the WebEx meeting information.

test
Every day, from Thursday, April 20, 2017, to Saturday, April 29, 2017
3:55 pm | Eastern Daylight Time (New York, GMT-04:00) | 1 hr

Meeting number (access code): 629 287 596
Host key: 319194
Meeting password: 1234

Add to Calendar When it's time, start your meeting.

Join by phone
1-650-479-3208 Call-in toll number (US/Canada)

You have successfully removed the toll-free phone number option from your recurring WebEx
meeting in the Meeting Center.
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