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Basics of Video Conferencing
Scheduling an Online Meeting

ordi

When youjoin meetings and webinars hosted on
;.. picture, may be vsible o other partcipant. Your
' and host when you join meetings or webinars on

Now that Bo has an account, he can schedule and host an online meeting. In today’s
example Bo is using Zoom on a Windows 10 computer and his Gmail account to log
into his Zoom account.
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o C  www.zoom.com

Search

Bo wants to schedule a meeting with his daughter’s teacher next week. Bo opens a
browser window goes to the Zoom home page at www.zoom.com,

ZOOIM  sownons-  mwseracns  comcrsass

Enabling the Hybrid
Workforce

Explore how the Zoom platform
seamlessly brings together remote
and in-person teams, for work that
goes wherever you do. Explore hybrid
solutions.

Sign Up Free See pricing

clicks Sign In,
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ZOONN\  sowmons+  PLANS&PRICNG  CONTACT SALES JOINAMEETING ~ HOSTAMEETING = SIGNIN SIGN UP, IT'S FREE
Email Address
boyoung1992@gmail.com -]
SIGN IN Password Forgot password?
Welcome back!
v Tagree to the Zoom' Privacy Statement and Terms

)
£ //N\\
-

Stay signed in

New to Zoom? Sign Up Free

enters his email and password,

Z0O0IMN  cownons+  masemmenc NTACT SALES JOINAMEETING  HOSTAMEETING = SIGNIN
Emad Addn
bo young1992@gmail com [-]
SIGN IN Passwr
o s vees =

Stay signed in

New to Zoom? Sign Up Free

and clicks Sign In.
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ZO0OIM  sownows-  mansspmone  contactsales SCHEDULE AMEETING | J0IN A M HOST AMEETING = a

PERSONAL
Whien vou jnin messtings and webinars hasted on Zoom, your profile information, inclucing your name and profile
5, Picture. may be visbie to other partcipant, Your name and emsil address vl 50 be visbe to the account owner
and hast when you join meetings o webinars on their sccount while you're signed in. The account ovmer and
Meetings others in the meeting can share this information with apps and others.
Webinars
Bo Young 2
Edit
Recordings Bo Young
Settings
ADMIN
> User Management Persanal
+ Device Management
Phone Mot set. Add Phone Number
+ Raom Management
© Artount Mansgement Language English Edit
» Advanced
Time Zone [GMT-7:00) Mountain Time (US and Canadal Edit

Date Format mem/ddiyryy

£ 01/07/2022
Zoom Learning Center
_ . Tiene Format I:heiz-huurwnalw_m:yg.!fi _

From this page Bo can join a meeting now

FERSONAL
When you join meetings and webinars hosted on Zoom, your profenformation, including pour rame and profile
.. picture, may be visble o other participants. Your name nd el address wil also be vible t the 3ccount gurer
=* and host when you join mestings or webinars on thelr aceount while yeu're signed In, The account ovwner and
Meetings others in the meeting can share this information with apps and others.
Webinars
Bo Young 2
Edit
Recordings Ba Young
Settings
ADMIN
» UserManagement Persanal
> Device Management
Phone Mot set Add Phane Number
> Room Management
.\ Aetount Mans . Language English Edit
5 Advanced
Time Zane (GMT-7:00] Mountain Time {US and Canadal Edit

Date Format menidd vy %

Example- 01/07/2022
Zoom Learning Center
B, e Use 12-hour ame_lm‘u;pggﬁ II

or schedule a meeting for a later date.

Bo wants to schedule a meeting with his child’s teacher for next week, so he clicks on
Schedule a Meeting.
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PERSONAL 4 Back to Meetings

Schedule Meeting

Topic [ M. Brown and Bo Young Meeting L)) ]
Recardings + Add Description
Settings When £ 01/07/2022 200 | pm
ADMIN Duration 1 v w0 « | min

> User Management
Your Zoom Basic plan has 3 40-minute time limit on meetings with 3 or mare participants.
+ Device Management Ungrade now to enjoy unlimited group meetings. Ungrade Now

Di not show this message again
5 Room Management

» Account Management Time Zone (GMT-7:00} Mountain Time (US and Canada} ,

Advanced Recurring meeting

Mnatina I £ Conarsts dutnmetieslh Brrennal hisatins I 475 803 TTA0

Cancel °

Zoom Learning Center

The schedule meeting form displays.

Bo enters the Topic,

ZO0OIM  ownons-  masscpRonG  coNTACTSALES SCHEDULE AMEETING  JOINAMEETING  HOSTAMEETING - a

FERN. 5 Back to Meetings

Schedule Meeting

Topic Ms. Brown and Bo Young Meeting =
¥ Add Description
Settings When l 2 o1/14/2022 || 200 v | e
T Duration 1 v|w(o | min

5 User Management
Your Zoom Basic plan has 3 40-minute time limit on meetings with 3 or mare participants.
s Device Management Upgrade nows to enjoy unlimited group meetings. Upgrade Now

Do nat show this message again
+ Room Management

+ Account Management Time Zone (GMT-7:00} Mountain Time (US and Canada} v

Advanced Recurring meeting

Mootine IN Y Genecate datomaticalle Porcanal Meeting IR 475 801 7780

Cancel
Zoom Leing Coter e - o

the date and meeting start time,
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ZOO0OIT)  sownons-  ransspmone  conTacTsaes SCHEDULEAMEETING  JOINAMEETING  HOST AMEETING = a

PERSONAL ¢ Back to Meetings

Schedule Meeting

Topic B
il opit M. Brown and Bo Young Meeting

7]

+ Add Description

‘When 3 01/14/2022 2:00

- Duratian [ a Cinf 3 < | min ]

3 User Management

Your Zoom Basic plan has a 40-minute time limit on meetings with 3 or more participants.

¥ Dievice Muragariat Upgrade now to enjoy unlimited group meetings. Upgrade Now
Do nat show this message again
> Room Management
e Time Zone (GMT-7:00) Mountain Time (US and Canada) "
3 Advanced

Recurring meeting

Meating IN Y Generate Batnmaticalle Porcanal Mesting 11475 907 T7A0

Zoom Learning Center m Cncel °

and the duration of the meeting.

:
oo LI T T —— scutomeaneene  omaveenie  Hosrauene ()
FERSONAL

¢ Back to Meetings

Schedule Meeting

Topic My Meeting

]

+ Add Description

‘When 2 01/0772022 200 - PM

ADMIN Duration 1 v|n| o | min

> User Management

“Your Zoom Basic plan has 3 40-minute time limit on meetings with 3 or more participants,
> Device Management Ungrade now to enjoy unlimited group meetings. Upgrade Now

Do not show this message again
+ Raom Managemnent

Account Management Time Zone (GMT-7:00) Mountain Time (US and Canads)

Advanced Recurring meeting

Minating N [ T era— Brrcnnal Misatin I 475 007 TR0

Zoom Learning Center

Once the information is entered, Bo clicks “Save”
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ZOONT)  sownoss-  AavssrbaNG  CORTACTSALES scuomeanering  omaveenig  HostamenG - ()
PERSONAL X
My Meetings - Manage "Ms. Brown and Bo Young Meeting”
Prafile
e ———
Webinars Time Jan 14, 2022 02:00 PA Mountain Time (LS and Canads)
Recardings Add to ‘ B Geesle Cake
Settings
o Mesting ID 9830981 1588
> User Management Security v Passcode "' Show Waiting Room
+ Device Management
Invlte Link s/} BBACH =B 2ga TZEUHU WK VITFURVIATCS
» Raom Management € Copy Invitation
» Account Management
Video Host off
+ Advanced Participant ot
Meating Options Al participants to join anytime

Mute participants wpon entry (8
Zoom Learning Center

Autormatically record meeting on the local computer

and the meeting is scheduled!

Bo can add the event to his calendar.
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PERSONAL
My Meetings - Manage “Ms. Brown and Bo Young Meeting”
Profile
m Topic Ms. Brown and Bo Young Meeting
Webinars Time Jan 14. 2022 02:00 PM Mountzin Time (LS and Canada]
Recordings Add to | B Gocgle Catendar |
Settings
i Metirg ID 883 0981 1588
» User Management scurity « Passcode  *""UU™'  Show Waiting Room

» Device Management

Invite Link a00m.s//BEI0TEL

/qaTZC U
+ Raam Management l & Copy Invitation I

» Account Management

Video Hast off
5 Advanced Participant al

Meeting Options Allow participants to jain anytime

Mute participants uwpon entry
Zoom Learning Center

Autormatically record meeting on the local computer

He can also copy the meeting information by clicking the “Copy Invitation” button.

Copy Meeting Invitation

Meeting Initation

Bo Young is inviting vou to a scheduled Zoom meeting.

Topic: Ms. Brown and Bo Young Mecting
Time: Jan 14, 2022 02:00 PM Mountain Time (US and Canadal

Join Zoom Meeting
/1/8830981 /g TZCUHLaWSoKIVITFVRNVIIQTOS

Meeting IDx 883 0781 1588
Passcode: LNe6%u

This allows him to copy the invitation and paste the information into an email
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Copy Meeting Invitation
Copied to clipboard

Meeting Invitation

[Eo Young s inviting you to a scheduled Zoom meeting.

e Manags M Bressm st Ba Voumg Masting
s B an B0 Young Meeting

Jan 14, 20232 0200 P Mourtaie T

Ao | [E) Geope Catendar

o83 0B 1388
fecmh S S

PERge s . 250, s 80811588 b VR TRCUH LSS IVITF VNV TR
€8 Cou mvitaion

In this lesson Bo scheduled a meeting. In the next lesson he will host a meeting.
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