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WebEx – Scheduling a Lesson 
 

1. Click on Schedule Training  
 
 
 
 
 
 

2. Set Topic to name of the 
lesson. 

3. Set an easy to remember 
password. Place this 
password in Daymap or 
Moodle for students. 

4. Uncheck Automatically 
delete session after it ends. 

 
5. Set the conference type to 

WebEx Audio. 
 
 
 
 

 

6. Set Starting time as the date 
of the first lesson and the 
time the lesson begins 

7. Set the Recurrence to the 
week days the lesson is on 

8. Set Ending to the date of the 
last lesson 

 
9. Click on Invite Attendees…  
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10. Type in the name and email 
address of the student then 
click Add Attendee. 

Repeat for each student. 

 
 
 

11. Click Select Contacts…  

12. Switch to Company Address 
Book. 

13. Search for trt. 

14. Select TRT Teacher. 

15. Click Add as Alternate Host. 

 
16. Click Select All 

17. Click Invite 

 
 
 
 
 
 
 
 
 

18. The attendees field should 
now be populated with the 
names of the students and 
the TRT Teacher. 

 
 
 
 
 
 
 
 
 
 
 
 

19. Click Schedule  
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