
Our Instant Access Plus scheduler plug-in allows your Microsoft Outlook® 
email and calendar system to invite participants to your Instant Access 
Conferencing Audio and/or Web Meeting. 

Send an email invitation to participants that will automatically include the 
information and instructions participants need to join your Audio and/or Web 
Meeting Conference.

Allow you to start a Web Meeting from your Microsoft Outlook® tool bar 

Allows  participants to click on a link in the email invitation to automatically
log in to the Web Meeting. 

Follow the included instructions for installing and using this great tool. 

Microsoft Outlook Meeting Scheduler



MS Outlook Plug-in Location

www.instantaccessplus.com

http://www.instantaccessplus.com/�


Enter Your Account Info



After Restart, Button Appears on your Microsoft Outlook Tool Bar

Scheduler Tool Bar



From the drop down menu, select Instant Access Plus Setup

Scheduler Setup



Enter your account details, select ‘Apply’ , then select ‘OK’

Scheduler Setup Information



Instant Access  Conferencing

Instant Access  Meeting Request

Start Instant Access Web Meeting

Instant Access Set-up

Instant Access Audio
Instant Access Web Meeting
Instant Access Audio/Web

Places Quick Access Buttons On Your Microsoft Outlook Tool Bar

Scheduler Tool Bar



Instant Access  Conferencing

Instant Access Meeting Request

Start Instant Access Web Meeting

Instant Access Set-up

Instant Access Audio
Instant Access Web Meeting
Instant Access Audio/Web

Choose which type of Meeting Request is best for each meeting invitation

Choose Meeting Request



Email Invitation
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