
Zoom Training  

Set Up and Scheduling Meetings 
      

           Go to https://zoom.us/ 

                                  You will be creating a free account.  Click on Sign up for Free.

Sign up using your Outlook email. Click on Sign Up 

https://zoom.us/


Go to your work email and click on Activate Account 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Set up your account.  Use a unique password for your use only.  Click on Continue 

 

You can Skip This Step 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Your account is set up.  Click on Go to My Account 

Keep the information in your profile confidential.  Click on SCHEDULE A MEETING. This is available on all screens so you 

do not have to be in your profile to schedule a meeting.  

Keep this information 

confidential. 



To schedule a meeting, you will need to fill in the information on this page. 

1 – Make the Topic unique to what the meeting is about.  This is what will show up on your Outlook calendar.  

2 – Pick your date and time.  The default time is one hour, you will not be meeting that long, but there is no need to change it.  

3 – If this a recurring meeting you can set it up here, follow the directions.  

4 – Make sure this is not checked, unless you really like security, might not be a bad idea.

5 – Make sure these are checked for both the host and participant.  

6 – Enable Waiting Room.  This is more secure rather than letting anyone join before you, and you will be notified in the Zoom Meeting Toolbar that you 

have to admit each of the participants.

Make sure you SAVE it. 
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Once your meeting is saved you have the option to add it to your Outlook Calendar and invite others. Click on Outlook 

Calendar and it will download it to the lower left corner of your computer.  

Click on the  

download and your 

Outlook calendar 

 will pop up. 



Confirm the date and time are correct and then you can invite others.  Click on the person icon 

to invite attendees.   

Type in the emails of everyone you want to attend.  There is not an option to BCC email addresses. Then click on 

the Send button.  



To find your scheduled meetings, click on the Meetings button on the left, and your scheduled meetings will be listed 

there.  When you are ready to start a meeting, click on the button.   

During the meeting you have the option to share your screen, or an image from your desktop.  You need to make sure 

the image is already open on your desktop before you start the meeting.  At the bottom of your video screen, if you 

hover over it a tool bar will show up. Click on Share Screen  

A window will open up with what you have open on your desktop.  Click on the icon you want to share and click Share. 



 Your image will now be shown on all screens, and your image along with other participants will be shown on the side. 

When you are ready to stop sharing, just click on Stop Share it the regular zoom meeting screen will be back.  

If you want to record the meeting, it is very similar, hover over the bottom of the zoom screen and click on the Record 

icon at the start of the meeting.  Click on Save on the Computer.  

Make sure you let all participants know you will be recording. When you are done recording, hover over the bottom of 

the screen and click on Stop Recording. 

When you are done with your meeting click on End Meeting. 



When you end the meeting your recording will automatically start converting to save it. 

When saving, make sure you know where the recording is saving to.  Then click on the OK to save it. 




