Creating a Zoom Meeting Instructions

Scheduling A Meeting

e Go to the website: Zoom.us

e Signin:

o Username: enter your IU17.0org email address
o Password: enter the password for your account

o Conferer="

& C' @& zoomus A¢ ‘«

i Apps @ Gu '~ @ < _aMeeting-Z.. @ Basecamp logIn Health Advocate: L. " IU-PTS:login My Home Page -BLaST.. g Welcometc  RNR PAIU - 2020 PAIUA...

REQUEST A DEMO 1.888.799.9666 RESOURCES ~

2 OOI l I SOLUTIONS ~ PLANS & PRICING CONTACT SALES JOIN A MEETING HOST A MEETING SIGN UP, IT'S K

e Select Schedule A Meeting

3

zoom.us o Yt

®) Share a Meeting - Z.. @) Basecamp LogIn Health Advocate: L. " " I-PTS: Login "y Home Page - BLaST... " y Welcome to E-LRNR @ PAIU- 2020 H

REQUEST ADEMO 1.888.799.0125 RESO!

SOLUTIONS ~ PLANS & PRICING CONTACT SALES JOIN A MEETING HOST A MEETING ~

e Fill in the following:
o Topic
o When

[\My Meetings -~ Schedule a Meeting

Schedule a Meeting

Topic Meeting Example

Description (Optional) Enter your meeting descriptior

Use a template

Select a template
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e OPTIONAL — To create a Recurring Meeting, click the check box and fill
in the appropriate fields below

When 03/13/2020

Duration 1 o
Time Zone (GMT-4: -
Every day, until Mar 19, 2020, 7 occurrence(s)
Recurrence Daily v
Repeat every 1 v |day
End date ® By 03/19/2020 e After| 7 ~ | occurrences

e Clicking this allows others to show up early to the meeting (optional)

e Click Save

Mute participants upon entry

Meeting Options

Enable waiting room

Only authenticated users can join

Breakout Room pre-assign

Record the meeting automatically on the local computer

Alternative Hosts Example: mary@company.com, peter@school.edu

Cancel
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Add meeting to your calendar/send email invitation:
e Select Outlook Calendar

My Meetings Manage "Meeting Example”

Topic Meeting Example

Time Mar 13, 2020 12:00 PM Eastern Time (US and Canada

Add to [ m Google Calenda 1‘ ni Outlook Calendar (.ics) ’ @Yahoo Calcndar]

Meeting ID 566-714-594

If the email invitation doesn’t automatically pop up:
e Click on the meeting attachment above your start menu (bottom left
area of your screen)

> User Management

B meeting-69500648....ics

k-

£ Type here to search
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Emailing invitations with zoom link

¢ Invite others to the meeting by clicking Invite Attendees

T Meeting Example - Anpoir*

LVl Il Insert  Format Text  Revie W Ten. ~what,__ anttoc

EXe B @

Save & Delete & - Appointment Scheduling  Skype Invite
Close 2 Assistant  Meeting Attendees
Actions Show Skype M... | Meeti Attendees

opT

© 1 instances of this recurring appointment conflict with other appointments on your Calendar.
Subject Meeting Example

Location https://iu17 zoom.us/j/695006484

Recurrence  Occurs every day effective 3/13/2020 until 3/19/2020 from 12:00 PM to 1:00 PM (UTC-05:00) Easterr

|.Ioe Rafter is inviting you to a scheduled Zoom meeting.

Join Zoom Meeting
https://iul7.zoom.us/i/695006484

Meeting ID: 695 006 484

One tap mobile
+16468769923,,695006484# US (New York)
+16699006833,,695006484# US (San Jose)

Dial by your location
+1 646 876 9923 US (New York)
+1 669 900 6833 US (San Jose)
Meeting ID: 695 006 484
Find your local number: https://iul7.zoom.us/u/acuk0dMh9B
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e The To: field will appear
e Select To: so that you may add participants from the Outlook Global
Address, etc.

D You haven't sent this meetingg
1 instancegafthis recurr pointment conflict with other appointi

“ httne /i1 7 7o0m ns/i/AA5NNAAR4

e Click Send

**This zoom meeting will automatically appear on your outlook calendar where
you can access meeting information, start the meeting, reschedule or cancel a zoom
meeting.

If you have any questions, please email GROUPBLASTTECHNOLOGY@IU17.0RG
or contact the Technology Department (570) 323-8561 x6400. Thank you.
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