
Webex User Guide –
Telephone & Video Conferencing 



Signing into your Webex Account
• All staff received an email from Cisco to activate their account by clicking 

on the provided link, example below:
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Your Home Screen
• You can access your Webex Account via the Webex internet address: 

https://monashhealth.webex.com/webappng/sites/monashhealth/dashboard?siteurl=monashh
ealth and also through your Outlook.

• Your Home screen contains the details of your Personal Room, options to start a meeting and 
to schedule a meeting e.g:

• Your current and previously scheduled 
meetings can be viewed in the ‘Meeting 
Section’ tab:
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Webex Meetings available in Outlook
You can schedule Webex meetings 
directly in your Outlook inbox: 

And/or your Outlook Calendar:
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Sending the Webex meeting invitation via Outlook from your 
Calendar or your Executive’s Calendar

• Majority, if not all Executive Assistant’s send out calendar invitations via their Executive’s 
Outlook Calendar. You will need to have scheduling permission set within your 
Executive’s Webex account prior to sending out invitations on their behalf. 

• IT can assist with setting the permission function or please refer to slides 6 and 7 below 
for instructions.

• Your Executive’s Webex login details (i.e. their MH email address and current password) 
will be required to set up this permission.
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Setting up Scheduling Delegation

• Access your Executive’s Webex account via the internet at this address: 
https://monashhealth.webex.com/webappng/sites/monashhealth/dashboar
d?siteurl=monashhealth

• Sign into the Webex Meetings account with your Executive’s MH login 
details.

• Once you have logged in, go to the “Preferences” tab on the left side of the 
screen. 
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Setting up Scheduling Delegation Continued…

• You will see the five options available under Preferences, namely ‘General’, ‘My Personal 
Room’, ‘Audio and Video’, ‘Scheduling’ and ‘Recording’.

• Choose ‘Scheduling’:
• Within this section under ‘Scheduling Permission’,

type in the Assistant’s email address who is to be
granted permission to send on behalf of the Executive. 

• Then press Save.
• The allocated email address now holds the 

permission to send Webex meeting invitations
from the Executive’s Outlook calendar.
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Scheduling the Webex Meeting invitation via Outlook 

• Go to your Outlook Calendar or your Executive’s Outlook Calendar and 
double click on the meeting time you intend for the meeting to commence.

• Navigate to ‘Add Webex Meeting’.
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Scheduling the Webex Meeting invitation Continued…

• Choose from the drop down arrow ‘Add a Webex Meeting’.

• The add in will connect to the server and the
following text will appear once webex unique 
meeting ID is created:
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Scheduling the Webex Meeting invitation Continued…

You can now invite the attendees and add in any location details and other required content 
into the body of the invitation.
Click ‘Save’:

You will now be able to view the Webex meeting 
details in the body of the invitation i.e. the meeting number
(access code),dial in number, the auto join green button
and video system details:
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• Press ‘Send’ and the Outlook calendar invitation will be sent out to the attendees.

• If the participant has a Webex account on the device they are using to attend the 
conference, when they click on the green link, they will be directed to join via the Webex
application on their device:
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What is received by the Meeting Attendees via the Webex Invitation 

Participants will receive the following details within the Webex calendar invitation:

• Meeting Number (access code).

• Meeting Password.

• Green ‘Join Meeting’ link.

• Join by phone dial in details for VIC and NSW. 
plus a link to details for global call in numbers if 
any participant dials in from another location.

• Video system details.

• Microsoft Lynch and Skype for Business dial in details.
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• The green ‘Join Meeting’ link within the email invitation
is a function for quick access to enter into the meeting you 
have been invited to. 

• If the participant does not hold a Webex account on the device they are using, they are able to join 
the webex meeting as a guest by choosing the option to join the meeting via access through Safari 
and/or Google:
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Once the option of how to open the green Join Meeting link is chosen 
by the participant, the following options will be displayed:

Clicking on the “Call” option will populate the dial in phone number 
And the meeting ID for the participant: 
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Manual Dial in to conference

• If the participant prefers to dial in by manually typing the phone dial in details from their 
mobile or landline and then entering the meeting ID, as specified on the invitation, this is 
also an option for any attendee.
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Cisco Webex Meetings Application

• Majority, if not all, Monash Health staff will now have the Webex app on their desktop, 
iPad or laptop devices.

• If you are invited to join a Webex meeting, you can easily participate in the meeting via 
the app on your device by clicking “Join Meeting” when the pop occurs. This will activate 
the video conference and audio functionality through your desktop, iPad or laptop device.

2/04/2020
Webex User Guide –

Conferencing 16


