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How to schedule a meeting

Start & sign into Zoom

B Windows system
X

@  Xbox Console Companion

booked.

(2 Zoom Cloud Meetings

Sign In

x

Email

(zuum@galambila‘urg.au J ‘ Q

Sign In with S50 ‘

[[aaron Forgat?

Sign In with Google ‘

(O) Kkeep me signed in

Sign In with Facebook ‘
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Sign Up Free

2. Go to the meetings tab - you will see meetings that have already been

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).

Recurring meeting

Galambila All Staff Meeting
Meeting |D: 267-194-7868

O Zoom
e Upcoming Recorded
267-194-7868
My Personal | Meeting ID (PMI)
Thu, Apr 09

Budget Meeting for Finance

Budget Meeting for Finance

10:00 AM - 11:30 AM

Meeting ID: 519-597-443

Show Meeting Invitation

fa Copy Invitation # Edit

X Delete




Method 1: Schedule it in Zoom and then send

a meeting link to the participants

1.

2.

Select Schedule

© Zoom

New Meeting ~ Join
Schedule Share screen v

05:32 PM

Monday, 6 April 2020

No upcoming meetings today

Enter meeting details & Schedule

see ‘Security measures available in Zoom’ document for tips on how to

improve security of your meeting

[ Schedule meeting

Schedule Meeting

Require meeting password | 004758

Video

Host: On O Off Participants:

Audio
() Telephone () Computer Audio

Dial in from Australia Edit

Calendar

( Outlook Google Calendar

Advanced Options -

Topic
My meeting
Start: (Wed April 8, 2020 v [ozoopm
Duration: 1 hour ~ 15 minutes
|| Recurrin g meeting Time Zone: Canberra, Melbourne, Sydney -
Meeting ID
O Generate Automatically () Personal Meeting ID 267-194-7868
Passwort d

) on © off

© Telephone and Computer Audio

o Other Calendars




3. Copy meeting details to Clipboard

&) Zoom - Schedule Meeting x

Your meeting has been scheduled.

Click the butten below to copy the invitation to clipboard.

Zoom Galambila AMS Site Account is inviting you to a scheduled Zoom meeting.

Topic: My meeting
Time: Apr 8 2020 02:00 PM Canberra, Melbourne, Sydney

Join Zoom Meeting
https://z00m.us/j/9696479367pwd=KzhBNUSIcGYxT2 vbOxoeESwlytuZz00

Meeting 1D: 963 647 936
Password: 004758

©One tap mobile

+61280156011,,9696479362 Australia

+612 8015 6011 Australia
Meeting |D: 969 647 936
Find your local number: hitps://zoom.us/ufadctfyTnA3

Open with default calendar f.ics) Copy to Clipboard

4. Open your calendar

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

o

B Send [i] Discard [F Scheduling Assistant g Busy ~ {7 Categorize ~ ] Response options

Ly My Meeting|

/\ e Paul Fernon X Optional

©  08/04/2020 B 200PM v to 315PM v & Alday @ )

Free: Fri 10/04 10:00 AM - 11:15 AM | 11:30 AM - 12:45 PM Mon 13/04 1:30 PM - 2:45 PM

Repeat: Never

®  Search for a room or location Add online meeting

Remind me: 15 minutes before ~

= Zoom Galambila AMS Site Account is inviting you to a scheduled Zoom meeting.

Topic: My meeting
Time: Apr 8. 2020 02:00 PM Canberra. Melbourne, Sydney

Join Zoom Meeting
https://zoom.us/j/9696479367 pwd =KzhBNU9icGYxT2lvbOxoeESwUytuZz09

Meeting ID: 969 647 936
Password: 004758



Method 2: Schedule in your calendar and
make it a zoom meeting

1. Signinto 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. Putin the meeting details and select 'Schedule a Meeting Zoom'

B d R
MEETING INSERT FORMAT TEXT REWIES

=T 32l e iz [ ] Private
Calend Tl = v 22) o ﬁ Show 4s; M B 18y B e

x 3 Calendar B = b X ! V@ €& 5o s M Busy o = | & n ! High Importance
Delete L:.’,Forward - Schedule  &ppointrent Scheduling  Meeting Cancel Address Check Response Reminder: |15 minutes - |Recurrence Time Room  Categorize :LL | . Zoomm

a Meeting Assistant Motes Irvdtation  Book MNames Options = Zones  Finder - ouy [mpartance
Adtians Zoam Shi Meeting M... Attendees Optians [ Tags Zoom
) ¥ou haven't sent this mesting invitation yet. Rowe
To.. Baul Fernon; P

=1
Subject My Meeting »
Send

Location M Rooms.. &l
13
Start time Wed 8/04/2020 E 2,00 PR - A1 day event 20
Endtime | Wed 60472020 3| 315em - 21
G
Choo
Man
sugg
8:00
Moo
10:0
Moo
In Shared Falder [ Calendar- Jon Relph@galambila.org.au 120
Moo

4. Check/update the meeting details and select Continue

Yideo [when joining a meeting)

Host: On * Off
Participants: On * Off
Audio Options
Telephone Computer Sudio ® Telephone and Camputer Sudio
Dialin from Australia  Edit
Meeting Options
Require meeting password
Enable join befare host
Wute participants upon entry
Use Personal Meeting D 267-104-7868

Record the meeting automatically

A

Farce include Join URL in location field

3

Imsert Zoom meeting invitation above existing text
Alternative hosts:

Examplesjohn@company.cormpeter@schooledu

Save and do not show again Cancel




5. The meeting details will appear in the invitation
6. Send the meeting invitation to participants

[
x [ Calendar

B8 O

WA} E2ad

s ch
Delete () popyard - Cancel Change  Appointment Scheduling Meeting  Cancel "@R(
Settings Lssistant  Mates  Imvitation €] Res
Actions Zoom Show Meeting... Atter
o\fou haven't sent this meeting invitation yet,
Ta... Paul Fernon
=1
Subject My Meeting
Send
Location hitpsiyfzoom.us/jf352155837
Start time ‘Wied 8/04/2020 El 2:00 PM - Al day eve

Endtime | Wed /042020 EE 315Pm -

Zoom Galambila 25 Site Account is inviting you to a scheduled Zoom meeting,

JoinZoom fMeeting
https://z00m.us/j 352155337

Meeting ID: 352 155 837

One tap mohile
+61280196011,,35219583 74 Australia

Dial by your location
+£1 2 8015 6011 &ustralia
hieetingID: 352 155 837
Find your Iocal number: https://zoom. us/ufadctfyTnas

In Shared Falder [ Calendar - Jon.Rolph@galambila,org.au

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

O Zoom - Pro Account

LF\J =) o 1 Search
Hiome Chat Meetings Contacts
(s} Upcoming Recorded
My meeting
267-194-7868

My Perzonal Meeting 1D (PMI) 2:00 PM - 3:15 PM

Meeting ID: 969-647-936

m Ta Copy Invitation # Edit X Delete

Shiowe Meeting Ireitation

Wed, Apr 08

My meeting

5 PM

Thu, Apr 09
Budget hMeeting for Finance

10:00 AM-11:30 AM
Meeting 1D: 519-597-443

Recurring meeting

Galambila All Staff hMeeting
Meeting ID: 267-134-7365




