
21-Jan-10                                                             1 
 

MyConfer – View, Edit or Cancel Meetings 

 

View all scheduled meetings from the REQUESTED or PRESENTING tabs.   
Click on the meeting tile to display the call in telephone number and passcode. 

Meetings can be edited to change details, add other Presenters (who are members of the portal and 
your organization), or cancel a meeting.   

1. Log into MyConfer. 

2. Select MyMeetings > Requested tab.  

3. Click Edit > enter the changes and click Submit. 

Note: See steps below to edit a recurring series or add date to a series. 

4. To cancel a meeting click Cancel. 

 

 
Updated confirmations are sent to your email. 
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Edit a Recurring Series Meeting Schedule 

1.  Choose the meeting to change and click Edit. 

2. Enter the new date and /or time. 
3. Click Update to reflect the change. 
     
Note: Cancel will stop the change  

  4. Important!  Click Submit to confirm the change.   
      New confirmations will be sent with the updates. 
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Add Dates to a Recurring Series Meeting 
Schedule 

1.  Click Add a meeting to the series 

2. Enter the new date details 
3. Click Add series to reflect the new date 
 
Note: Steps 1-3 can be repeated to add more than one date. 

 4.  Important!  Click Submit to confirm the change.   
     New confirmations will be sent with the updates. 


