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For Lotus Notes 5.0.13 users, Cisco MeetingPlace information 
is located in areas on multiple tabs; whereas, for Lotus Notes 
6.x.x users, information is located in one section with 
multiple areas.
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2  Rescheduling a Meeting

Tip You can also reschedule meetings by dragging the meeting entry from your 
Calendar Entry form to a new date and time.

Step 1 From your Lotus Notes calendar, double-click the entry of the 
Cisco MeetingPlace meeting you want to reschedule. The Calendar Entry 
form opens.

Step 2 From the Actions menu, choose Actions > Reschedule.

Step 3 From the Reschedule Options window, change the date or the start and end 
times for your meeting.
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1  Scheduling a Meeting

Note Depending on how your Calendar Entry form has been customized, some 
Cisco MeetingPlace scheduling parameters and options may not be available.

Step 1 From your Lotus Notes calendar, either double-click a date in your calendar 
or click Schedule a Meeting. The Calendar Entry form opens.

Note The first time you log in, you are asked for your user ID and password. 
This information populates your Cisco MeetingPlace preferences. If you 
switch between different Cisco MeetingPlace Audio Servers, you will be 
prompted to reenter your login information each time.

Step 2 Enter your meeting information, such as the subject, start and end times, and 
meeting description. 

• The time zone for your meeting is based on the time zone you choose 
within Lotus Notes, not on your Cisco MeetingPlace profile time zone. 

• To schedule a recurring meeting, check Repeats and specify your repeat 
option.

• To invite people to your meeting, click Meeting Invitations and 
Reservations. 

Step 3 To make this a Cisco MeetingPlace meeting, click MeetingPlace. 

Step 4 Check Include MeetingPlace; then, enter your Cisco MeetingPlace scheduling 
parameters, such as your Cisco MeetingPlace user ID and password, 
Cisco MeetingPlace Audio Server, and meeting ID. 

Step 5 When finished, click Save and Send Invitations. The meeting is scheduled and 
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To attend a Cisco MeetingPlace meeting from
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