How to Host a Meeting by Scheduling it Ahead of Time Using the Zoom App
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1. Login to your Zoom app using the Zoom icon on your desktop Fra Sign in using the Sign in
with SSO option. (This login will match your Simpson username and password.

Ioud M

Sign In
anda GIbson@simpson ed Sign In with $50
B v ocoon
n Sign In with Facebook
2. From the Home screen, choose Schedule. a
Manda Gibson's Zoom ... start
Name of the meeting
© Schedule a new meeting =]
3. Follow the instructions below to set your options. Schedule a Meeting
Topic:
Date and start time. Please note FREE Zoom Manda Gibson's Zoom Mesting
accounts will only run up to 40 minutes long Star: Th January 24,2019 @+ 100am [
if there are more than 2 devices used. Durstion: 2 b o T in
Time Zone: (GMT-06:00) Central Time (US and Canada) ~ ~

Recurring meeting

Leave both of these options off so each

. . h . h Video
participant can turn on their camera when Host () on © o Paricpantz (. on O 0F
they are ready. pudio

Telephone Computer Audio © Telephone and Computer Audio
The Audio option should be “Both” in case Dist i from United tates it
someone needs to call in because their Options
device does not have video. Reauiremesting possword

Enable join before host

Mute participants on entry
You will want to click on the ‘Advanced Use Personal Meging D 5159611759
Options’ in this section to open the block. e ey el
Then click on Enable join before host. This Example;john@company.com;peter@school.edu

way your participants will not have to wait
until you login.

Advanced Options

Calendar

Outlook Google Calendar © Other Calendars

Choose Other Calendars in this section so
that you have the text containing the link to
copy and share with all participants.

Cancel

Click Schedule when done.
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4. Once you click Schedule, the box below will appear with all the information need to access your

Zoom meeting. Click Copy to Clipboard at the bottom and paste the invite into the email to the
invitees.

& Zoom - Scheaule a Meeting us ‘

Your meeting is scheduled.

Click the button below to copy the invitation to clipboard
Hi there,

Manda Gibson is inviting you to a scheduled Zoom meeting ‘

Topic Manda Gibson's Zoom Meeting
Time: Aug 17, 2018 3:00 PM Central Time (US and Canada)

Join from PC, Mac, Linux, iOS or Android: https://zoom.us/}/372376223

Or iPhone one-tap
US: +16465588665,372376223# or +14086380986,372376223#
Or Telephone:
Dial(for higher quality, dial a number based on your current location,
US: +1 646 558 8665 or +1 408 638 0986
Meeting 1D: 372 376 223
International numbers available: https//zoom.us/u/dkiVbnP4p

Copy to Clipboard

5. If you are the host, to access your meeting, click on the Meetings option from your Zoom app.
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S
Q) Search G]
Home Chat Meetings Contacts

° Thursday, January 24, 2019
New Meeting ~ Join o
Manda Gibson's Zoom ...
10:00 AM - 11:00 AM | Starts in 5 minutes
0 G Meeting ID: 319-837-271
Schedule Share screen

View today's upcoming meetings (2)
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Click on the meeting you want to start at the left, and you will then see the option to Start the
meeting, Copy the Invitation, Edit, or Delete the meeting on the right.

& O Ll
(n) bt 0 1 Search
Home Chat Meetings Contacts
& Upcoming Recorded E]

Manda Gibson's Zoom Meeting with...

515-961-1759
My Personal Meeting ID (PMI) 04:30 PM - 05:30 PM

Meeting ID: 365-960-638

m fa Copy Invitation # Edit X Delete

10:00 AM-11:00 AM Show Meeting Invitation
Meeting ID: 319-837-271

Today

Manda Gibson's Zoom Meeting

Manda Gibson's Zoom Meeting with ...




