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WebEx: Scheduling a Meeting 

If you do not already have a WebEx host account, you will need to contact 
the Aspirus IT Service Desk to request an account.  
 
1. Navigate to “aspirus.webex.com” select “Sign In”. 

 
2. On the WebEx homepage select “Schedule a meeting”. 

 
3. Adjust meeting settings specific for your meeting. 
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4. “Show advanced options” allow for adjustments to entry tones, mute on entry, adding 
meeting agenda, designating cohosts, and more. 

 
5. When configuration is complete select “Schedule”. 

 
6. When it is time to start the meeting select “Start” for the desired meeting listed on the 

“Home” section. 

 
 
If you have questions about this process or would like more information, please contact the 
Ascension Help Desk at 877-640-1416. 


