
Step 1: Sign into zoom with your school Google credentials 

Step 2: Once on the zoom dashboard make sure you are on the meetings tab.  The tab selected will be 

highlighted in blue similar to the image below. 

  

Step 3: click the “Schedule a Meeting” button located toward the right of the page.  Indicated by the red 

highlighted section below 

 

 

 

 

 

 

 

 

 

 

 



Step 4: fill out the meeting options. Choosing the options that you prefer for your meeting.  (to allow 

anyone with the link/meeting ID to join, make sure the passcode and waiting room boxes are 

unchecked) 

 

Step 5: once the meeting options are chosen click the save button at the bottom of the page.  This will 

take you automatically to the meeting overview.  You can find the invite link here, optional passcode if 

setup for a waiting room, as well as an overview of the meeting options.  There are also options to edit 

the meeting, save as template, start the meeting, etc.  

 

 

 

 



Step 6: If you are satisfied with the meeting options on the overview page, you can close out if this is a 

future meeting or navigate to any other zoom features you may need at this time.   

To find the scheduled meeting for meeting id or links when needed.  Select the meetings tab when you 

sign into your zoom account. See step 2.   

You should automatically be on the upcoming tab which is a sub tab near the middle of the page 

highlighted in red below.  Any upcoming meetings that are scheduled/setup will show in the list along 

with the meeting ID.   

You can click on this meeting to see the meeting overview screen from the last step.  You will get the 

share link and start the meeting from the overview page.  

You can also find tabs for previous, personal room meetings, as well as any meeting templates you have 

created here. 

 


