
Inviting & Joining From Outlook

If you’re scheduling a meeting in advance then use the Outlook calendar feature.

Your participants will receive the invitation below with the link to join. 
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They should accept it, and it will appear in the calendar as normal.   

At the time of the meeting they can just go to the invite and click on the link to join and 
the box below will pop up.

If they have not joined before they will enter name, and the phone number with country
code (office, mobile etc) they wish the system to dial them at.  Then click join.
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This screen appears showing the system is calling them 

They then click “join web conference” 

And they are in the meeting on the phone and on the web.
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