
Scheduling a Zoom meeting  

After you create a free account, log in and you’ll see this: 

 

 

 

Enter the name of your class, set date and time, then determine if it’s recurring (every week at same 
time until a date you specify) 

 

 



You can choose to enable/disable password, depending on the level of security you want. If you do, 
you’ve got to be sure to communicate to participants to input it when signing on to the meeting. 

 

This summarizes what you input above. Click on copy the invitation (to right)  

 

 

 

 



This is what you can copy to paste into an email to all those you’re inviting to class.  

Since I disabled require password, they only have to have the link and Meeting ID to enter. 

If you want more security you can require a password, which will show on the line below Meeting ID. 

You also want to paste this into your own calendar so you’ll have the information when you host the 
meeting.  

 

You will go into the meeting.  

 

                       

When it’s time to start the meeting, select host with video on, and start the meeting 

 



As the Host, you will be admitting people as they enter the meeting. It will pop up above Participants 
here. I’ve clicked on Manage Participants so I can see who is in the meeting. 

 

 

Be sure to tell participants to mute their mics when someone else is talking. Otherwise you can mute 
them which can be done by clicking the mic by their name OR is you want to mute everyone, you can do 
that, (often background noise occurs so muting is a good option to be able to hear better). 

 

Screen Share: as you’re pulling up what you want to share, others cannot see your screen, it pauses.  
When you find what you want to share, you click resume sharing, and participants can see your screen.  

      

If you disable your webcam, this is how you’ll 
show up, only your name or initials  

On/off audio & 
webcam 

 

Mute  
individuals 

Mute  
everyone 

Chat with everyone 
 or individuals  

Opens screen at 
bottom right  

Pulls up screen 
to right  

Screen share allows 
you to pull things to 
show participants  

 



 


