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1 Navigate to https://zoom.us/meeting/schedule

2 Click "Meetings"

Zoom e

Join Host «

Get more with Zoom One Pro: Experience unlimited meetings, productivity apgs and more with Zoom One Pro. Plus, save up to 16% when you choose an annual plan
Upgrade today

Discover Zoom Mail & Calendar Cliant Werk mare efficiently with all your communications in the Zoom app. Supports mail from Microsoft 365 or Gmail. Ge

PERSOMAL
< Back to Me
Profile
Schedule Meeting
Topic My Meeating
Webinars
Phone

al Contacts m Cancel

Wit aby el

Click "Schedule a Meeting"

Support 1,88 BE66 Contac

Zoom

Schedule Join

Gat more with Zoom One Pro: Exparience un

mited mestings, productivity apps and mors with Zoom One Pro. Plus, save up to 16% when you choose an annual plan

Discover Zoom Mall & Calendar Client Work more efficiently with all your communicatio

n the Zoom app. Supports mall from Microzoft 365 or Gmail. C

PERSOMAL

Meetings

Prafile

] = Start T te  EndTir + Schedule a Meating
Wabinars

Phone

-

[

Upcoming Previous Per: Room Meeting Templates

]
W
(=]

Tue, Oct 10
al Contacts
08:00 AM - 08:30 AM 11 with Ysabelle

it b
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4

5

Click the "Topic" field.

zoom Products

PERSONAL

Profile

Webinars

Phone

Personal Contacts
Whiteboards

Notes ([ED)

@ dings

Zoom

PERSONAL

Profiie

Webinars

Phone

Parsenal Contacts
Whiteboards

Metes (D

dings

< Back to Meetings

Plans & Pricin

Q) Search Support 1B88795.9666

Schedule Meeting

Topic

Nhen

Duration

Save Cancel

£ Back to Me

tings

Add Description

1 09/15/2023 8:00 o AM

Your current plan can only support 40 minutes per meeting.

Schedule Meeting

Topic

When

Duration

Maad mare tima? | lnarade Mo
(Q Search  Support  1888.799.9666 Cantas
Schedule  Join  Ho
My Mesating
fgd Description
8:00 AM ’
1 .| he| o v | min

Wour current plan can only support 40 minutes per mesting.

Maad mara Hma? 1lnors
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Schedule Join Host ~

Request a Demo

Whiteboard

Sales Requosta Demo
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6 Click "Add Description”

Search Support 18887990668 Contact Sales  Request a Demo

Zoom Fr Plans & Pricing Schedule Join Host ~ Whiteboard n

« Back to Mee

FERSOMAL
Schedule Meeting
Prafile
Moatings Tepie My Meeting|
Wealinace + Agdd Descriplion
Phone
When i 08N5r2023 8:.00 AM
Personal Contacts
Whiteboards Duration 1 v | hr| O min

Metes (D
Your current plan can only support 40 minutes per meeting.

7 Click the "agenda" field.

Search Support 1,88 Contact Sales  Request a Demo

200m e Schedule Joln  Host~  Whiteboard n

4 Back to Meetings

PERSOMAL
Schedule Meeting

Prafile
Webinars I

Jrdd Descriptior ]
Phone

Personal Contacts

‘When

[=1
@
o
X
(=]
%]
@

B.00 AM
Whiteboards

Notes (D

Duration 1 e hr 0

dings Wintar mrsmrmet minn man anbs esnnack A7 minctee nae e tin
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8 Type "(The agenda or details of the meeting)"

9 Click the "When" field.

Q) Search  Support  1888.709.5686 Contact Sales  Requesta Demeo

¢ Bac
PERSOMNAL
Schedule Meeting
Profile
e L
nai i
Webinars Project Desigr| ]
Ph
Parsonal Contacts When 08152023 B:00 AR

Whiteboards

Notes (JEI

10 Click "(date)"

K < September 2023 > oM
roducts Solutions Resources S M ¢ Wed  Thu  Fr Sat it~ Whi

Schedule Meetir

Meetings Topkc

Parsonal Contacts When 081572023 B:00 AM
Whiteboards

Notes (D)
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1 Click here. [to choose the time]

@
&

arch  Support 1, Contact Sales  Request a Demo

Zoom Plans & Schedule  Joln iteboard ()
< Back to Meetings
PERSONAL

Schedule Meeting

Profile

Meetings Topie My Meating

sl Froject Design

Phone

Parsenal Contacts Whean B:00 AM

Whiteboards
Duration 1 hr | 0 min

Notes (D

dings RN P N T R TR [

12 Click "[your desired time)"

o

) search  Support 1 Contact Sales  Request s Dema

Zoom

Plans & Pf

Schedule Jain Host ~ Whiteboard

Get more with Zoom One Pro: Experience unlimited meetings, productivity apps and more with 2oom One Pro. Plus, save up to 16% when you choeose an annual plan

Discover Zoom Mall & Calendar Client Work more elliciently with all your communications in the Zoom app. Supports mail from Microsoft 385 or Gmail. Get Started

FERSOMAL
© Back to Meet

Qo0
Prafile =
Schedule Meeting o730
Topic My Meating
Wabinars P ¥ 9 08:30
Q9:00
Phone Prainet Nanion
Q830

al Contacts m Cancel 1060
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13 Click here.

Zoom

Topic
PERSONAL

Profile

Maeatings

Webinars

‘When

Phaone
Parsanal Contacts
Whiteboards

Notes (D

Time Zone

dings

14 Click here. To choose the duration of the meeting.

Zoom

PERSONAL

Profile

Meatings

Webinars

Phone
Personal Contacts
Whitaboards

Notes (D

dings

Time Zane

@
&

Support 1 Contact Saies  Request a Demo

Schedule Joln Host ~ Whiteboard n

Flans & F

My Maating

Froject Design

Your current plan can o

upport 40 minutes per meeting
Need more tims? L

{GMT-7-00) Pacific Time [US and Canada)

() Search  Support 1888 85 Contact Sales  Request s Dama

Schedule Join Host -~ \ teboard n

Plans & F

My Mesting

Froject Design

hr 0O min

Wour current plan can o

Meed more time? L

(GMT=T-00) Pacific Time (L
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15

Zoom

Topic

PERSOMNAL

Profile

Webinars

sration

Phone
Personal Contacts
Whiteboards

Notes (ED

dings

Time Zone

16 Click here.

Zoom

uraTian

PERSOMAL

Profile

Mestings

Webinars

Time Zone

Phone
Personal Contacts
Attendeas

Whiteboards
Notes (ED
dings

Cancel

Example: 2 hours and 15 minutes

Q, searen  Support 18887 Conta
Plans & Pricing Schedule Joln Host ~
My Meating
Project Design
091672023 0330 AM
2 hr min
Wour current plan can or per mesting
MNeed more time? Lpgr
30
45
(GMT-7-00) Pacif s -
Q Search Support 18887900886 Contact
Plans & Pricing Schedule  Joln  Hostw
& =
Your gurrent plan can sppert 40 minutes per meeting
Need more time? | Now
imer (US and Canada) o

@D Enable Continuous Meeting Chat

How to Schedule a Zoom Meeting and Send Invitations

Request a Demo

Whiteboard

s3  Request a Demo

Whitebc
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17 Click the "Enter user names or email
addresses" field.

Qs.-,.-,r.;-;n Support 18887000666 Contact Sales  Request a Demo
ZO0OM  rproducts  Solutions Resources Plans & Pricing Schedule Joln Host~  Whiteboard

Recurring meefing

PERSONAL

Attendess Enter usesn er rasse ]

Profile
@D Enable Continuous Meeting Chat

Meetings Added atter ] tot
Webinars . )
Phone Meeling ID O Generate Automatically Personal Meeting |D 384 2781027
Personal Contacts

Template
Whitaboards

Whiteboard [J Add Whiteboard
Notes (I

dings Rt Pac el MR

18 Click here if you want to customize your
meeting link, or not.

Qs..-,;,r.;-;n Support 1888.709.0886 Contact Sales  Request a Demao

200m e Plans & Pricing Schedule Join  Host~  Whiteboard
Recurring mesting
PERSONAL
Meating ID Generate Automatically O Personal Mesting ID 384 2781027
Profile
Mestings Eacurity F i 2wZoze
Webinars S
Waiting Room
Phene

Personal Contacts
Whiteboards

Notes (JHD)

dings
m Cancel

Video Host an O ot

Participant on O o
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19 Click here to choose if you want the
camera/videos to be turned on as soon as
they join the meeting.

() Search Support 1888.799.9868 Contact Sales  Requesta Domo

Z0O0M Froducts  Solutions Resources Plans & Pricing Schedule  Join  Host~  Whiteboard n
Webinars
S t 2wZCzBb
Phare ve t
Persenal Contacts 8 waiting R

Whiteboards

Notes (JED

Recordings Video Host an O off

clips GED

Settings Options Shaw

Scheduler
Cancel

8

About Sales Suppart Language

20 Click Options for permissions.

O Search Support  1828.709.9668 Contact Sales  Request a Dema

ZO0OM Pwoducts  Solutions Resources Plans & Pricing Schedule Joln Host~  Whiteboard n

Webinars
Phone
Parsonal Contacts Video Host on O ot

Whiteboards

Clips

Automatically record meeting on the local computer

Settings Approve of block entry to users from specific regions/countries

Scheduler
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21 Click "Save"

Zoom -

Profile

Webinars

Phone

Parsanal Contacts
Whiteboards
Neotes (JED
Recordings

ciips (ED

22

Zzoom

PERSOMAL

Profile

Wabinars

Phone

Persenal Contacts
Whiteboards

Notes (I

dings

Q) search

Support 1828 66 Cont

Schedule Joln

Video Host on O oeft
Participant on O oft

Options Hide
Allew participants to jein anytime

Mute participants upon antry

Autematically récord mesting on the local cemputer

After scheduling this mesting, the & 8 you ehange Rare will apph

mestings with the Personal Mesting ID. Revert Sa

Approve of blogk entry to users from specific regions/countries

m Canos)

Click "Copy Invitation". (Optional)

arch  Support 18887089868 Contac

cing Schedule Jain Host ~

Manage "My Masting”

Details
Tapic My Meeting
Tima Sop 18, 3 09:20 AM Eastern Time (US and Canada)

Meesting 1D 364 27027

Security + Pastcode """ Show

Waiting Room

Invite Link hiti

m @ Copy Invitation Edit

0SGJSTOCVYXBW

Delote
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Sales  Request a Demo

Whiteboard n

ies  Request a Demo

Whiteboard n
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23 Click "Meetings"

() Search  Support  1B28.700.5668 Contact Sales  Request a Demo

Zoom =

Schedule Join He

Discover Zoom Mall & Calendar Client Werk more afficiently with all your communications in the Zoom app. Supports mail from Microsoft 365 or Gmail. Get Sta)

Al Manage "My Meeting"
L Dotails
. Topic

Webinars

Tirme Sep 16, 2023 09:30 astern Time (US and Canada)
Fhone
Personal Contacts Mesting I 364 2781027
Whiteboards s

Security o+ Dasssnda

. m T Copy Invitation Edit Delete

QE:‘:&r—;‘;h Support 1,888, GEEE Contact Sales  Requesta Dema
200m Plans & Pricing Schedule Joln  Host~  Whiteboard n
Meetings
PERSONAL
Upcoming Previous Personal Room Meeting Templat
Profile
Meetings T StartTime to EndTim + Scheduls
Weabinars
Tomorraw
Phone

b&:30 AM - 08:45 AM My Meeting
Personal Contacts

Whiteboards

MNotes
m Tue, Oct 10

dings
08:00 AM - 08:30 AM L1 with Ysabelle
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