
Rev 07/25/14 

Cisco Unified Meeting Place 
 

To schedule Meeting Place meetings via Outlook 
 

1) To download plugin visit: https://conferencing.sanantonio.gov/.  Close Outlook, then click on 
“Download Outlook Plugin”. 
(Download of the Outlook Plugin only needs to be performed once, unless new or reimaged PC) 

 

 
  

https://conferencing.sanantonio.gov/
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2) Once plugin is installed, open Outlook.  Click on “Schedule a MeetingPlace Meeting”. 
 

 
 

3) For the Appointment tab, complete the meeting fields for: To (email for meeting invitees), Subject, 
Location, start and end time, and meeting description/details. 
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4) If not already added, click on the Scheduling Assistant tab to add meeting invitees. 
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5) To create a new meeting, click on “Meeting Place”. 
 

 
 
6) If you get this login screen, use your COSA login credentials.  Otherwise, you should be at step 7. 
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7) Select “Yes, create a new meeting”. Other meeting info should be visible (ex: “meeting Subject”). 
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8) Once ready to send the meeting request out, click on “Appointment” and then click on “Send”. 
 

 
 

9) Meeting Place meeting has been scheduled, and meeting details for accessing meeting sent out.  
(ex: Number to dial in for meeting, Meeting ID, and meeting agenda) 

 

 
 

10) Meeting should be visible on the Outlook Calendar for invitees/attendees. 


