
 
 

• To Schedule a Meeting you will select the “Schedule a Meeting” option on the top right. Then proceed, 
please be sure to leave the Meeting ID as “Generate Automatically”. 



 
 
• Once you have saved the meeting it will give you the option to add the Meeting to your Outlook Calendar. 

Once its saved on the Outlook calendar, you can always open it on the calendar. However, you must send 
the invite link to the participants via email/text by “forwarding” or “cut and paste”. Note that this link can 
be located under Meetings at any time once the Meeting has been scheduled on Zoom. 

* When the participants receive Text or Email with link they will be able to open the Meeting on their internet 
browser. Therefore, please inform them that they will not need to download the Zoom App. 



 

• “Meeting Options” - Click under Video: Host and Participant to “ON”, do not de-select the “Enable 
waiting room” option or select any additional options. Once you have completed the process of schedul- 
ing the Meeting Save the Meeting. 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

-Under “Meetings” you will be able to access Meetings that have been previously scheduled. This is also how 
you will be starting your meeting by visiting the “Meetings” option. 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Select to 

 
 
 
 

Select to start 

Audio 
Connection 

 

Select to view 

participants 

 
 
 

Select to Share Screen 

Select to Record 
Meeting to Share 

with others 

 
 
 

“Chat” viewed for questions, 

mute self video Select to view chat and 
send questions or 

comments to host or all 
participants 

or comments 


