
How to… CHANGE the numbers attending your meeting. 
 

 
 

 
 

1. Click on My Meetings 

2. Select the meeting you wish to amend  

3. Click  



 
 
 

 
 
 
 
 
 

4. Click on Reschedule/Modify 

5. Select Change no. 

people for selected 

functions? 

6. Enter the amended number 

and click the Apply button and 

click Close to finish. 


