What to Do if You Experience a Webex Audio Dial-in Issue

The following section shows you how to update your Webex audio settings from Outlook. There are
two sets of instructions, one for previously-scheduled meetings and one for upcoming meetings.

To update the audio setting for previously-scheduled meetings from Outlook, please follow the steps
below:

1- Find your Webex meeting in your calendar, and click to open it. From the top bar
menu, select “Change Settings.”
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2. In the Settings window, click the “Audio connection type” drop-down menu, and then
select the “Webex Audio” option as your default.
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3- If you need Global call-in numbers, check the “Display global call-in numbers to
attendees” box (as shown below):
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To update the audio setting for a new upcoming meeting from Outlook, please follow the steps
below.

1- Create a new meeting in your Outlook calendar, and click the “Add Webex
Meeting” button to add Webex to your meeting.

2- After adding Webex, the “Webex Setting” window will appear.

3-  From the “Audio connection type” drop-down menu, select the “Webex Audio”

option.
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4- If you need Global call-in numbers, check the “Display global call-in numbers to
attendees” box (as shown below):
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