How to Schedule a Zoom
Meeting

Browser Edition
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After logging in, click on “Meetings” on the par—————— B'® o
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Click “Schedule a meeting”

PERSONAL

O R Profile
m Schedule a New Meeting Recently Deleted

Webinars

Upcoming Meetings Previous Meetings Personal Meeting Room Meeting Templates W Get Training

Start Time = Topic =+ Meeting ID

Click “Schedule New Meeting” wes, Mar 25
04:00 PM

Tue, Mar 31 Melanie IFSP 911-686-104 Start Delete
ADMIN 11:30 AM

> User Management
> Room Management

> Account Management Save time by scheduling your meetings directly from your calendar.

> Advanced n' Microsoft Outlook Plugin e Chrome Extension

o Download Download @ Help




2. Schedule Meeting

Name your meeting in the open line next to

“topic”

Enter a description if you wish

Select a date

Select a duration
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Webinars
Recordings

Settings

ADMIN

> User Management

> Room Management

> Account Management

> Advanced

PLANS & PRICING CONTACT SALES

My Meetings Schedule a Meeting

Schedule a Meeting

ni Outlock Plugin for Zoom
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Do not show this message again

Schedule your Zoom meetings directly from Outlook with the Outlook plugin. Click here to download.

Topic [y Meeting]

Description (Optional) Enter your meeting description

When 03/23/2020 | | 800 PM
Duration 1 v |nhrl o v | min
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Click “recurring if the you want this
meeting to occur at the same time every
Wee k/month. Video Tutorials

Time Zone (GMT-4:00) Eastern Time (US and Canada)

Recurring meeting

Knowledge Base

Meeting ID ® Generate Automatically Personal Meeting ID 518-642-4346

Meeting ID: Click Generate Automatically

Meeting Password Require meeting password

Password is now Required for each ;@
meeting Participant on @ off

Audio Telephone Computer Audio ® Both

Video: Turn ON for Host an ON for
Participant

Audio: Click BOTH



° G Google | Il Vision | M Your$' | & O&M:= | & Virutal | B Remot= | @) Postar | [y Tccsa | @) httpsy/ | o9 MyNCC | |- Special | @ Richlan @ Sch X G delllat | + = X
[] C e u e e e I | I g <« C 8 zoom.us/meeting/schedule r a [+]
)

ZOONIY)  sowrons-  PLANSEPRICNG  CONTACTSALES SCHEDULEAMEETING  JOINAMEETING  HOSTAMEETING =
Meeting Options:
Mute upon entry — it is nice to greet and
test sound so do not mute, but click on
your participant list after the meeting
starts and mute all while you are speaking.

Mute participants upon entry

Waiting room you have to admit but can
control when participant enter so you can e tgese

Meetings Client 1.888.799.9666 Test Zoom English ~
Zoom Rooms Client Contact Sales Account

be on line and admit or remove people if S o i
needed

Currency

Click SAVE
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In the middle Of the page, On the right-hand zoom SOLUTIONS - PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN A MEETING HOST A MEETING g-
side, click “Copy Invitation”

PERSOMAL . i
My Meetings Manage "My Meeting"

Profile Start this Mee

Topic My Meeting

Mar 23, 2020 08:00 PM Eastern Time (US and Canada)

Add to [ m Google Calendar ] [ ai Qutlook Calendar (.ics) ] [ e\fshoo Calendar J

Recordings

Settings

Meeting ID
ADMIN

> User Management
Require meeting password

Meeting Password
> Room Management

Join URL: https:/zoom.us/j/400126799 [ Copy the invitation

Video Host On
@ Help

Participant Oon

» Account Management

> Advanced
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Click “Copy Meeting Invitation”
Copy Meeting Invitation

Meeting Invitation

Christine McElfresh is inviting you to a scheduled Zoom meeting.

Topic: My Meeting
Time: Mar 23, 2020 08:00 PM Eastern Time (US and Canada)

Join Zoom Meeting
https:#zoom.us/j/400126799

Meeting ID: 400 126 799

Copy Meeting Invitation Cancel




Untitled - Message (HTML)

File Message Insert Options Format Text Review Help @ Tell me what you want to do

- o= = Attach File v fA Follow Up ~
. Calibri (Boc~ 11~ A" A7 =+ i=~ L . R |8 FlE] P D Q

|:| (& ol 2 attach item ~ | High Importance ¥

aste . — — = o= ress ec S5 Ictate angouts ew

. Past s BIU 2. A. === =x  Addes Check [ Signsture - A d Dictate | H t Vi

= Book MNames Policy ~ \L Low Importance = Meet + Ternplates
Your invite is now copied to your clipboard. N
b From McElfresh.Christine@moesc.net
Enter your email, generate a new email and send T
either right click and select “paste” in the c
body OR ctr V to paste in to the body of the Subject
email. - - _
Christine McElfresh is inviting you to a scheduled Zoom meeting.
Your meeting invite will be pasted. Topics My Meeting _
Time: Mar 23, 2020 08:00 PM Eastern Time (US and Canada)
Add your meeting participants via email Join Zoom Meeting

https://zoom.us/j/400126799

Meeting ID: 400 126 799

Your recipient can click on the link to join the
meeting OR hit “join meeting” within their
app and type in the Meeting ID listed within
the invite.




Voilal

G Google | Kl Vision | M Your$' | & 0&M= | & Viutal - | B Remote | @) Postar | Gy Tocsa | @ nttpsy | O MyNCC | | Special | @ Richlan @ My X G delllat | +

* You are officially a zoom
scheduling master!

* Access your scheduled meetings
by clicking “Meetings” (like you
did to start!)

< C & zoom.us/meeting

Zoom SOLUTIONS ~

‘Webinars
Recordings

Settings

ADMIN

> User Management

> Room Management

> Account Management

» Advanced

Attend Live Training

Video Tutorials

REQUEST A DEI

PLANS & PRICING CONTACT SALES SCHEDULE A MEETING

Schedule a New Meet

Start Time Topic Meeting ID

Today My Meeting 400-126-799

08:00 PM

Wed, Mar 25 Evan El 389-606-671

Tue, Mar 31
11:30 AM

nie IFSP 911-686-104

Save time by scheduling your meetings directly from your calendar.

ai Microsoft Outlook Plugin #&>  Chrome Extension

Download Download

BBB.799 9666

JOIN A MEETING

= =

* @ O

RESOURCES ~ SUPPORT

HOST A MEETING ~ g

Start

Start

Start

Recently Deleted
Delete

Delete

Delete




