
Instructions to Schedule Webex Meetings in Calendars 

 

Navigate to sunysccc.webex.com 

1. If you want to schedule a future meeting, choose “Sign In” at the top. An SCCC account will be given 

to you. 

 
2. This is the room you will see:

 

  



3. To schedule a meeting for later on, choose “Schedule.” 

 
 

 

4. You will see a form to fill out: 

 
 

 

5. When you are finished, choose “Start.” It will send a calendar invite to the meeting that they can 

accept in Outlook or O365. The meeting will have all of the information they need to connect.  

TITLE 

PASSWORD you 

can set your own 

(will automatically 

send to attendees) 
DATE OF 

MEETING 

ATTENDEES EMAIL 

ADDRESSES  

(separate their 

addresses by commas) 



6. This is what they will see in their calendar once they accept that invite. All they will have to click is 

“Join meeting” and enter the password when it is time to start the meeting. 

 


