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Creating a Meeting in Zoom

Table of Contents

Starting an IMpPromptu MeEeting ...c..civeiiiieiiiiiiiiiiiiiiiiireiereerreetreeisreesrnessrensssenssssnsssrasssssnsssansssans 1
LT o] o0 Y]« JR SRR 1
WVED VBISION ...ttt et b e bt s he e s at e et e bt bt e bt e s bt e sae e eateeabeeabeesbeesaeesatesaseeabeeneenes 4

SChedUliNg @ MEEEING....c.cii ittt reeerreeereeeeenenereanerenserensessnsesensseransssansessnsssensesenssssnssssansenanne 6
D LT o] o AN« JR PSR 6
VBB VBISION ...ttt b e bt s h e st st et e b e e bt e s bt e sae e e ate et e e beesbeesbeesaeesaseeabeebeens 7

Starting an Impromptu Meeting

1. Launch the Zoom desktop app and sign into your account using your Winthrop credentials

2. Onthe Home screen, click on the orange New Meeting button.
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3. A new meeting will instantly launch. To invite participants to your meeting, click on the up
arrow in the Participants tab at the bottom of the window and select Invite.
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4. A pop-up window will appear. Here, you can invite participants in four different ways:
a. Choose participants from your contacts list
b. Send the invitation information via email (requires email integration)
c. Copy and share the invite link or meeting invitation
d. See and share the Meeting ID and password with participants

2 Invite people to join meeting 988 2276 5715
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Brandon B... Brian Dres... Craig Sauvi...

Dana Brune... David Gor... eckertj@wi... Frank Pullano
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John Timm... Kimarie W... Leah Kend...
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Patrice Brun... Sandra Ne... Wanda Ebr...

(' Copy Invite Link | | Copy Invitation ) Meeting Password: 933440
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5. When a participant joins the meeting, you will see them appear in the Participants pane. To

open the Participants pane, click on the Participants tab.
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Jayme Charles
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6. To end the meeting, click the red End button. You can choose to End the Meeting for all
participants or Leave the meeting which will remove you from the meeting while keeping the
meeting active for the remaining participants.
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1. Visit winthrop-edu.zoom.us and sign into your account using your Winthrop credentials.
2. Inthe upper right corner of your screen, click on Host a Meeting. Choose whether to start the
meeting with video on or off (you can change this once you are in the meeting).

JOIN A MEETING HOST A MEETING ~ 8
With Video Off
Meeting Templates With Video On i

Recently Deleted

3. Your new meeting will open in a new window. If prompted, click Join with Computer Audio.

|@ Choose ONE of the audio conference options

Phone Call Computer Audio

Join with Computer Audio

Test Spedker ana Wilcrophone

| O Automatically join audio by computer when joining a meeting
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4. If you chose to start the meeting without video, you will see this screen. Here, you can share the

meeting password, copy and share the meeting invite link, choose to share your screen, or invite
others from your contacts.
o

Talking: Jayme Charles

Meeting Topic: Jayme Charles' Zoom Meeting

Host: Jayme Charles

Password: 751464

Invite Link: https://winthrop-edu.zoom.us/j/93926989282?pwd=Tyt4RI...
Copy Link

Participant ID: 377343

P

Join Audio Share Screen

Invite Others

Computer Audio Connected

5. To start sharing your video, click Start Video at the bottom of the screen. To end the meeting,

click the red End button. Here, you can choose to End Meeting for All or Leave Meeting if you
want the other participants to be able to continue the meeting without you.
© Zoom Meet

Meeting Topic: Jayme Charles' Zoom Meeting

Host: Jayme Charles

Password: 751464

Invite Link: https://winthrop-edu.zoom.us/j/93926989282?pwd=Tyt4RI...
Copy Link

Participant ID: 377343
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Join | Share Screen

Computer Au nnected
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Scheduling a Meeting

1. Launch the Zoom desktop app and sign into your account using your Winthrop credentials
2. Onthe Home screen, click on the Schedule button.
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Chat Meetings Contacts
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3. The Schedule Meeting pop-up window will appear. Here, you can enter your meeting details
and adjust some meeting settings. When you have entered all of your information, click

Schedule.

©) schedule meeting

Schedule Meeting

Topic

Department Meeting

—
Start: Tue September 1, 2020 v | 11:00 AM Y6
Duration: 1 hour v 0 minute ¥

1; Recurring meeting Time Zone: Eastern Time (US and Canada) v
Meeting ID

o Generate Automatically Personal Meeting ID

Password

Require meeting password |493781

Video
Host: \ On o Off Participants: n o Off
Audio
) Telephone () Computer Audio o Telephone and Computer Audio
Dial in from United States Edit
Calendar
n NutlAnl Canala Calandar L Othar Colandace
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4. The meeting is now scheduled. Go to the Meetings tab to see your meeting. Here, you can Start
the meeting, Copy Invitation and send it to participants, Edit the meeting details, or Delete the

meeting.
@ Zoom e ] X
@
@ J o Q. Search ﬁ
Home Chat Meetings Contacts 4
(@ Upcoming Recorded

Department Meeting

My Personal Meeting ID (PMI) 11:00 AM - 12:00 PM

Meeting ID: 959 3818 3194

Wed: September 1 Host: Jayme Charles

Department Meeting
- wi o s o
11:00 AM-12:00 PM m ® Copy Invitation # Edit X Delete

Host: Jayme Charles
Meeting ID: 959 3818 3194 Show Meeting Invitation

1. Visit winthrop-edu.zoom.us and sign into your account using your Winthrop credentials.
2. On your Meetings page, click Schedule a New Meeting.

ZOOm 1.888.799.9666  SALES  PLANS

Profile Upcoming Meetings Previous Meetings Personal Meeting Room
V
Schedule a New Meeting Hoin a meeting from an H.323/SIP room system
Webinars
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3. The Schedule a Meeting window will open. Here, you can enter your meeting information. You
can adjust several meeting settings, but at minimum, you need to enter the Topic, date and
time, and Duration. Your meeting can begin before your start time and can last longer that your
set duration, but the information you enter will be used to generate the meeting invitation.

My Meetings Schedule a Meeting

Schedule a Meeting

Topic Department Meeting

Description (Optional) Department meeting to discuss fall semester plans

Use a template

Select a template v
When 09/01/2020 ™ 1100 v | AM o
Duration 1 v hr| 0 v min

Time Zone (GMT-4:00) Eastern Time (US and Canada) v

[C] Recurring meeting
4. When you have entered all of your meeting information, click Save.
5. You will be directed to the Meeting Summary page. Here, you can see the information you
entered as well as the Meeting ID, passcode, and Invite Link. You can also start the meeting from
here.

My Meetings Manage "Department Meeting"

Start this Meeting

Topic Department Meeting
Description Department meeting to discuss fall semester plans
Time Sep 1, 2020 11:00 AM Eastern Time (US and Canada)

P

Add to L m Google Calendar ’ | ni Outlook Calendar (.ics) J [ eYahoo Calendar W

Meeting ID 980 8218 2084
Security v Passcode SREEEREE. Show v Waiting Room
Invite Link https:/winthrop-edu.zoom.us/j/98082182084?pwd=VTRIcmFXV3NMeHhDdEpFWEFFak9ZUT09 2 Copy Invitation
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6. To invite participants, you can click on Copy Invitation and send it in an email or other platform
or you can give participants the Meeting ID and Passcode they can use to join your meeting.

Start this Meeting

My Meetings Manage "Department Meeting"

Topic Department Meeting
Description Department meeting to discuss fall semester plans
Time Sep 1, 2020 11:00 AM Eastern Time (US and Canada)

Add to [ Google Calendar } [ ai Outlook Calendar (.ics) ] [ aYahoo Calendar J

Meeting ID 980 8218 2084
Security v Passcode R Show v Waiting Room
Invite Link https:/winthrop-edu.zoom.us/j/98082182084?pwd=VTRIcmFXV3NMeHhDdEpFWEFFak9ZUT09 2 Copy Invitation
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