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2. Type the access code in the Access 
Code field.  

3. Type Host code if necessary. 
4. Type the Conference Call 

Instructions. These instructions will
be included with the notification 
email. 

 

If the default teleconference information is part 
of your User Profile, the information appears by 
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 Click Select All to select all users and 
groups on the page.  
 users or groups are immediately invited to

 meeting.  Invit
individual users in that group. 

Click Unselect All to e
currently checked users. 

If the Centra domain has email 
the Subject, and enter a message. 

6. Click Send Email to send the email. 
Or 

default. Change it if necessary. 
While participating in the event, Participant
can view the teleconference information. 
If the Telephone option is selected, users have 
the option of using VOIP during the event. 

Cancel Email to cancel the email; the user 
still invited. 
Note: If the Centra
attachments, the em

Attendees 
1. Type the email address of each Particip

calendar attachment. The recipient double-
clicks the calendar attachmen
new calendar item is automatically created in 
the recipient’s calendar. Contact your Centra 
System Administrato

the Email Address area. 
2. Click Done to send the meeting invitation 

Or 
Click Edit Attendees 

 Edit Attendees 
1. Click Edit Attendees. 

feature. 
tra emails use the BCC field for all e

ddresses of other attenThe Edit Attendees: 
Meeting Topic (Meeting ID) page opens. The 
Meeting Topic is the topic of the meeting a
Meeti

Administrators do not receive their passwo
the email. 

en he Edit Attendees: Meeting Topic page re
pdates to 2. Click the Invite Attendees tab. 

3. Locate the name
vit d” to indicate the user(s) or groups have
n i vited. When a Group is invited, all users in 

up are also marked as Invited. 
up is invited to a meeting, the

enroll. 
4. Click Invite associ
5. Enroll multiple u no  be removed for specific individuals in 

the followin up without removing the invitations for the 
roup. 
eting now 

 Select the users and/or groups by selecting
the
click Invite Selected. 
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