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HOW TO Z00M — A USER’S GUIDE

How to schedule a Zoom meeting
from a desktop computer

®
Zoom provides a way to meet with people via video on your desk computer, laptop

computer, smartphone or computer tablet.

To use Zoom, you need to set up a Zoom account. Please see our “How to Create a Zoom
Account” document to learn how.

Here’s how to put that Zoom account to work and schedule a Zoom meeting. For this
example, we will be using a desktop computer with the Windows operating system and
Internet browser Mozilla Firefox.

(For more helpful How-To’s on using Zoom, feel free to visit the Getting Started page on
Zoom's website at https://support.zoom.us/hc/en-us/categories/200101697)

NOTE: To increase the size of type on this or other documents, hold down the Contrl key
(Command key if on an Apple computer) and click the + sign on your keyboard. To decrease
the type size, hold down the Control (or Command) key and click the - sign.

HOST A MEETING ~
Open your web browser and go -

to Zoom’s web page at https://
us04web.zoom.us/ and click Sign
In at the top right of the screen.

Sign In

2)  Enter your email address
and password & click Sign In. seaseanseans
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STEP 3
Click on Meetings on the left side of the PERSONAL
screen.
Webinars
Recordings
STEP 4

Upcoming Meetings Previous

Schedule 3 New Meeting

Start Time

Click on Schedule a New Meeting.

Enter in the meeting topic and give a
description if applicable.

www.ISL.fsu.edu ISL@fsu.edu 850-644-8571



FLORIDA STATE UNIVERSITY

Enter the date and time for your
meeting.

If you click on the Calendar Icon,
you can select your date. A drop-
down box will allow you to adjust
the time of your meeting.

Choose the duration of
your meeting. The Zoom
Basic Plan has a length of
40 minutes with 3 or more
participants.

Choose the appropriate Time
Zone for your meeting

Duration

Time Zone

If your meeting will be a recurring event,
you can check the Recurring Meeting
tab.

The drop-down arrow by the Recurrence
tab allows you to select how often you
want the meeting to repeat.
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You can choose how often
you want your meeting to End date
repeat, up to 15 times.

Repeal every

4/07/2020 = O After

Choose the end date, if
applicable, to show when
you want to end your series
of meetings.

Adpe ?

To secure your meeting from
intrllders, You can reqllire Your Meeting Password A Require meetng password
attendees to have a meeting
password.

Make sure this box is checked if you
want a password, which Zoom will
generate for you automatically.

You can un-check the box if you
don’t want a password, though a
password is strongly recommended.

You can control who can show
their video during the meeting.
If you don’t want video, you can
select off.

Video Host Con @ ol
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You can control the audio
in your meeting. It’s
recommended you leave it
at Both, in case people are
calling into your meetings
from their smartphones or
other devices.

Audio O Telephone O Computer Audio @ Both

Cial from  Edat

You can Control your meeting Meeting Options F Enable join before host
Optlons' [T Mute participants upen entry

[T Enable waitng room

M Record the mesting sutomatically on the local compuler

Enable Join Before Host allows

others to join the meeting before

[ Mute participants upon entry

The Enable Waiting Room feature
allows the host to control when
a person joins the main meeting ] Record the measing sutomatically on the local computer
from the Waiting Room.

[_] Enable waitng room
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Choose your settings for the

Waiting Room.
i Waiting room 0 @
Attendees cannat join a meeting until 2 hast acmits them individually
All participants: All from the waiting room. If Waiting room is enabled, the aption for
.. .. attendees Lo join the meeting cetore the host arrives is automatically
participants joining your disabled. &
meetlng WIH be admltted tO Choose which participants to place in the waiting room:
the Waiting Room. Al perticipents
O Guest participents anly (7
Guest participants Only: Only Allows internal participants to admit guests frem the waiting
L room 'f the host Is not present
participants who are not on
your Zoom account or are Ganee
not lOgged in will be admitted Customize the title, ogo, and description

to the waiting room. If not
logged in, they will have an
option to log in.

Once you have your settings
exactly the way you want them,
click Save at the bottom of the
screen.

Save Cancel

Once you've clicked Save, you Tast mesting
now have the option to add it to a
calendar.

Acr 1. 2020 10:00 AM Eastern Timgl

A o m

For this example, we're using
Outlook. Click on the Outlook 630921708
Calendar Icon.
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Opering meeting-63092 7 M05,ics X
A pop-up WindOW WIH occur You have chosen to open:
asking what your Internet [T meeting-630921705 kes
. which st iCalerder File [1.2K3)
browser Should do Wlth the from: Wit pss/fusMvsebi 2anm.us ;
file. '
What showld Hretox do with this file?
. @ Dpen with, | Outiook (defau) v
You want to tell it to open OSer Fic

with Outlook and click OK.

L D thes autamatically For files like this Tram now an,

Ox Cencel
STEP 21

Outlook will open the Zoom Test Meeling
event 1n a separate

. Start Fene Whod &71/2020 10:00 AMA - TAlldey [ @& Time sores
window. You want to ' ] ey 0@

o . trdbme Wed &/°/2020 - 10:20 A0 - ‘::.. Make Reaurir
click Save and Close, so it ‘ F Keaurnng
adds the meeting to your Location  httoa//usiweh 200m,ua Ba032) A7mmd = WA HhNAG caV d TESNK oA ZS LI

Outlook Calendar.

CALLIC KINDCLSPCRGOR is imdting vou 1o 3 schedulad Zoom meeting

Open your Outlook and click on ISL Invoices
the calendar tab at the bottom left 1. .
of your screen in Outlook. Mt 1 = Q8 e

Click through your
calendar in Outlook
until you find the date

fOI’ YOUI’ S cheduled 0 Zoom Test Meeting: https,//usOdweb 200m.u5]/53092 17057 pwd=aWZhNHR D d]enYreTESWESoMWZSLUT0S

meeting.

Double click on it to
open it.
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To forward the meeting to

. ﬁ E Calendar
others, click on Forward at ol || {
the top left screen. v

Actions

Click on the little drop-down

arrow next to forward and send it To rdess
as an [-Cal File. .
It will open a new email. Simply Subject  FW: Zoom Test Meeting
type in the names or email
Zoom Test Meeting.ics
address of the people you want to > KB

send it to in the “To” subject line.

Once you've inputted all the
names of your attendees, click
Send.

To start your meeting,
simply log in to your
Zoom account and click
on Meetings.

Your meeting should be
listed under Upcoming o
Meetings.
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Click on Start. Delete

To add people from the
Waiting Room to the
meeting, click Manage
Participants.

Manage Participants Share Scree

Toadd a person to the meeting, v Participants {3)
CliCk on Admit 1 person is waiting

Only if you can determine that
all the participants are legitimate,
click Admit All

Once your meeting in
Zoom has concluded,
click on End Meeting.
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