Scheduling a Zoom Meeting on PC or Mac

The easiest thing to do is to go to www.zoom.us and sign up for free. Once you're
signed up you can grab the Zoom Client (App) - you'll need that to run a meeting.
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Once you've grabbed the Zoom Client, follow the Scheduling a Zoom Meeting on Mobile guide
to schedule your first meeting - the two apps are almost the same.

© Zoom - Schedule Meeting

Your meeting has been scheduled.

Click the button below to copy the invitation to clipboard

nviting you to a scheduled Zoom meeting.

uper Zoom Party
2020 02:00 PM Canberra, Melbourne, Sydney

Join Zoom Meeting
https:;//usD4web.zoom.us/j/638289757

New Meeting Meeting ID: 638 289 757

Open with default calendar (ics) Copy to Clipboard

Once you've scheduled your meeting on your Zoom Client, you'll get this screen which
shows the meeting invitation text. You can copy that to clipboard and then email or
message people your invitation.



However, you can also schedule a meeting through your browser on the Zoom website. All
you need to do is log in with your free account. Then in the top right go to "My Account”
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Once you see your profile, you click on "Meetings" from the
menu on the right side of the screen.
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Here you have the option to schedule a meeting.

Upcoming Meetings Previous Meetings Personal Meeting Room Meeting Templates WM Get Training

Schedule a New Meeting Recently Deleted

Start Time = Topic * Meeting ID

The user does not have any upcoming meetings.
To schedule a new meeting click Schedule a Meeting.

NOW ﬁ” Out a” the Settings - My Meetings - Schedule a Meeting

first give your meeting a juicy Schedile 4 Mg

name and then set the time . ———
and date.

Description (Optional) Join the party online!

Once you're finished with all
the set-up, hit the "Save" (om0 m (200 ) M v
button at the bottom and

your meeting is scheduled.
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Your Zoom Basic plan has a 40-minute time limit on meetings with 3 or more participants.
Upgrade now to enjoy unlimited group meetings.Upgrade Now

@ Do not show this message again
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Once the meeting is scheduled, you'll get a special link that you can send to people. The link
is listed on the screen with all your meeting details. Once they click on the link they're taken
to the meeting automatically.

Join URL: https:#/usO4web.zoom.us/j/ 699351818  Copy the invitation

A

You can copy the join URL and send that with your invite message or copy the whole
invitation message with time and date included.



