
How to schedule a Zoom meeting: desktop computer

1. Go to Zoom’s web page at https://zoom.us and click Sign In at the top of the screen.
2. Enter your email address and password. Click Sign In.
3. Click on Meetings on the left side of the screen.

4. Click on Schedule a New Meeting.

5. Enter the meeting information: 
 a. Topic.
 b. Date and Time. 
 c. Duration of the meeting (Basic Plan has a length of 40 minutes with 3 or more participants). 

 d. Choose the Time Zone from the drop-down menu. 
 e. Click if the meeting will be a recurring event (you can choose how often you want the 
     meeting to repeat). 
 f. Meeting ID can be generated automatically by Zoom, or you can use your Personal 
    Meeting ID number. 
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How to schedule a Zoom meeting: desktop computer (cont.)
 g. The "show video" option allows you to decide whether you will appear on your 
             computer's web camera during the meeting. You can also decide whether you allow 
             participants to do the same.
 h. If you use an online calendar, you can create a reminder by selecting the correct option. 
 i. Additional meeting options vary according to the type of account. They may allow you 
     to enable others to join the meeting before you do, automatically record the meeting, 
             mute participants on entry, or choose an alternative host.



How to schedule a Zoom meeting: desktop computer (cont.)

6. Click Save at the bottom of the screen.

7. You can invite others to join two ways:
 a. Invite them through an Outlook, Yahoo or Google Calendar. If the recipient does not 
 use the calendar, they will miss the invitation.

 b. Click on copy invitation to the right of the invitation link, then paste the invitation into 
 an email inviting participants.

For more information, visit the Utah Assistive Technology Program at UATP.usu.edu
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