
1. Start & sign into Zoom  

How to schedule a meeting

2. Go to the meetings tab - you will see meetings that have already been 
booked.
In this case there is a one-off 'Budget Meeting for Finance' on Thursday 
between 10am and 11:30am.
There is also a recurring 'Galambila All Staff Meeting‘ (nb: with 
recurring meeting you cannot see the time of day).
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To book a meeting either:

Method 1: Schedule it in Zoom and then send 
a meeting link to the participants

1. Select Schedule 

2. Enter meeting details & Schedule
see ‘Security measures available in Zoom’ document for tips on how to 
improve security of your meeting
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3. Copy meeting details to Clipboard

4. Open your calendar
5. Create a meeting that matches the schedule you have created in Zoom
6. Paste the Zoom details into the meeting notes (so participants know how to 

join the meeting)
7. Send the invitation to participants
The below example uses the Office 365 online calendar, you could also use your 
Outlook, gmail or other calendar
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Method 2: Schedule in your calendar and 
make it a zoom meeting

1. Sign into Zoom using the account that will host the meeting (see page 1)
2. Open your Outlook calendar (your Office 365 calendar does not have the 

features used in this process)
3. Put in the meeting details and select 'Schedule a Meeting Zoom'

4. Check/update the meeting details and select Continue
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5. The meeting details will appear in the invitation
6. Send the meeting invitation to participants

5. Your meeting will then appear in the Zoom meeting list
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