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Recurring Meetings 
 

Any type of CCC Confer meeting that will occur on a regular basis over a period of time can be 
scheduled with one request form.  The confirmation you receive will list all the scheduled dates,  
and the same telephone passcodes are assigned to all the meetings. 
 
 

 
 
 
 
 
 

 
 
 
 

Step 1: 
 

1. Select the type of meeting you want to 
schedule from the Meeting Request 
Forms. 

 
2. Check the Recurring Meetings box. 
 
3. Fill out the request form with the first date 

in the meeting series. 
 

4. Click Submit at the bottom of the form. 

Step 2:  
 
Under “Recurrence pattern”, click the Weekly 
or Monthly radio button. 
 
Weekly: 

 
1. Enter the pattern of days or weeks. 

For example, “1” means every week,  
“2” means every other week. 
 

2. Check the day/s of the week. 
 
3. Enter the last date of the series. 

 
4. Click Continue. 

 
 
  
 

 
 

Weekly Series Example 
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Step 3: 
 
1.  A new screen appears to review the   
     meeting details.  
 
2.  Click Submit to confirm the request    
     and receive email confirmations. 
 
3.  Use the Back button to edit meeting  
     details. 
 
4.  If the details are correct, but you want  
     to delete one date in the series, click in 
     the box next to the date you want to  
     delete.  Click the Delete Checked  
     button.  
 
5.  Click Submit to complete your request, 
     or click Add Presenter (and continue  
     to Step 4). 
 

Monthly Series Example Monthly: 
 

1. Select: 
a. a specific date for 

each month/s, or 
b. a specific pattern of a 

day         
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Step 4:  
 
Allow others to use the presentation tools 
when they Connect to the meeting 
through MyConfer.  Added presenters 
must be members of MyConfer and 
associated with the same organization. 
 
1.  From the Portal Members list, select  
     the names and click Add as   
     presenter.  The names will then  
     appear on the Presenters list. 
 
2.  Click Back when finished to complete 
     your request. 

Note the added presenters appear on 
this screen. 
 
1.  Review the final details. 
 
2.  Click Submit to complete the  
     request. 


