
 

 

 

Cisco Webex - Schedule a meeting without a host!  

If you ever need to schedule a meeting for your supervisor or a coworker but know that you won’t attend 
the meeting, here are quick instructions on how to schedule a meeting with no host. For this type of 
meeting to work, someone from the City of Long Beach has to join but it can be anyone with a City of 
Long Beach Webex account!  
 

Step 1: Log into 
WebEx and select 
Schedule.  

 
Step 2: Enter the 
meeting details: title, 
date, duration. 

 

 
 

Step 3: Select “Show 
advanced options” 
and then select 
“Scheduling Options.” 
Tick the check box to 
let anyone host your 
meeting. This just 
means that anyone 
with a City of Long 
Beach Webex login 
will be able to start 
the meeting.   

 



 

Step 4: Send out your invite with simplified call-in information so that you only include the link and the 
call-in information. Participants do not need any other information to join. Sample language below: 

Click here: 
https://longbeachcity.webex.com/longbeachcity/j.php?MTID=mf6f5bb56305fa82a6ad989cfe1b5ea08 

Call here: +1-408-418-9388  
Access code: 264 362 781 

BONUS TIP!  

Are you nervous about joining a call using your computer? You can use this link to test that your video 
and audio are working: https://www.webex.com/test-meeting.html 

If you have questions or technical difficulties with Cisco Webex, please call the Cisco Webex 
helpline 24/7 at: (866) 229-3239 or click here. 

 

https://longbeachcity.webex.com/longbeachcity/j.php?MTID=mf6f5bb56305fa82a6ad989cfe1b5ea08
https://www.webex.com/test-meeting.html
x-apple-data-detectors://2/
tel:(866)%20229-3239
https://help.webex.com/contact?language=en-us

