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Cisco Unified Meeting Place 
 
 
Schedule a meeting in Unified MeetingPlace 
 
 

1) To gain acces to Cisco Unified MeetingPlace to schedule a meeting visit: 
https://conferencing.sanantonio.gov 

  

 
 

https://conferencing.sanantonio.gov/
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2) To set-up a meeting, click on “Schedule Meeting”. 
 

 
 
 

3) At the sign in screen, enter your COSA login and password. 
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4) Enter information for meeting: “Subject, Date, Time, Duration”.  Then click “More Options”. 
 

 
 
 

5) In More Options, for Meeting description, Enter meeting details and/or meeting agenda. 
 

 
6) Meeting Invitees can be added individually in the “Add Invitee” field, then click “Add”. 
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7) Once meeting invitees have been added, click “Schedule”. 
 

 
 
 
8) Meeting is now scheduled 
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9) All invitees should receive an email meeting invite from Meeting Place 
 

 
 

 


