
Go to the URL : 

h ps://pi sfordk12.webex.com 

WebEx—Personal Mee ng Room Instruc ons 

Users are invited by email to finish the set up of their Personal Room. Please click on the link sent from Cisco and create a password to com-

plete the setup of your Personal Room. 

Once this is done, users will have all needed informa on for their Personal Room which can be copied and pasted into a Calendar invite 

and/or shared by email for others to join this virtual mee ng space. 

 

 

 

Click  the Sign in Bu on 

Enter your Username (your email address) and the password that you have  

chosen from the link in your email to set up your account. 

 

Click Sign In to enter your Personal Room. 

 

 

Click on the Copy icon to copy your 

Mee ng Room informa on. This link is 

now ready to be sent in an email, or 

pasted into a Calendar Invite. 

Informa on from the copy and paste: 

Tina Jarvis's Personal Room 

h ps://pi sfordk12.webex.com/meet/

na_jarvis | 716558095 

Join by video system Dial  

na_jarvis@pi sfordk12.webex.com and 

enter your host PIN . 

You can also dial 173.243.2.68 and enter 

your mee ng number. 

Join by phone 

+1-408-418-9388 United States Toll 

Access code: 716 558 095 

IMPORTANT 

Before every mee ng, the Host 

will need to Start the mee ng. 

This is done by clicking this 

bu on. 

The informa on in red is 

the important informa on. 

Feel free to delete every-

thing else. It is not needed 

for your mee ngs. 

Clicking on the More ways to join will 

bring up the same informa on that the 

Copy and Paste does. 

Hosts are able to paste the Personal Room informa on into an 

email to easily invite others. 

Invitees will just need to click on the link to enter your Personal 

room to a end the mee ng. It is recommended to remove all 

other Personal Room informa on from the paste to make it less 

confusing. 

The Personal Room invita on and informa on can also be  

pasted into a Calendar invite for single or reoccurring events. 


