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Scheduling a Zoom Meeting (Desktop Version) 
1. Double-click on the “Zoom” desktop icon. 

 
2. Click on the “Sign In” button in the dialogue box that appears. 

 
3. Type in your email address and password that is associated with your Zoom 

account and then click on the “Sign In” button. 

 
4. Double-click on the “Home” icon located at the top of your window. 
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5. Double-click on the “Schedule” icon. 

 
6. A new window will appear with different meeting settings available. 

 
a. Topic: Type in the title of your meeting. 

b. Date & Time: Select the date and time of your meeting. 

c. Time Zone: Select which Time Zone you want for your meeting. 

7. If you would like to create a series of the same meeting, click on the 

“Recurring meeting” button that is listed directly below the “Time Zone” 

field. 



[3] 
 

 
 

8. When you select the “Recurring meeting” option, a new window will 

appear where you can select what days/times you want this meeting to 

take place.  

 
9. You also have the ability to select the level of security for your meeting.  

 
a. Meeting ID: The meeting ID is a number that is created anytime a 

meeting is scheduled. It is how a meeting is identified and can be used 

to help attendees join the meeting. You have the option to select 

whether this number generates automatically by selecting the 

“Generate Automatically” option, or you can select the “Personal 

Meeting ID” option to use the existing meeting ID number that is 

displayed. 
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b. Security: This option allows you to enable certain features that can 

increase the security of your meeting. 

o Passcode: Select this option if you would like any person joining 

the meeting to be required to enter a code to join before they can 

be admitted. 

o Waiting Room: Select this option if you would like participants to 

be placed in an online waiting room where you can control if they 

are allowed to join your meeting instead of having them 

automatically join themselves. 

o Require authentication to join: Select this option if you want to 

require participants to be signed into their own Zoom account 

before they can join the meeting. 

10.  You can also adjust your video and audio settings. 

 
a. Video: This feature allows you to turn both yours and/or the 

participant’s video camera on so that you can see each other on the 

computer screen once the meeting begins.  

b. Audio: This feature allows you to select how you want participants to 

hear the meeting.  
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o Telephone: Select this option if you only want participants to be 

able to join the meeting by phone. 

o Computer Audio: Select this option if you want participants to 

only join the meeting through their computer and computer 

microphone. 

o Telephone and Computer Audio: Select this option if you want to 

allow participants to be able to join the meeting through their 

telephone or their computer. 

c. Dial from United States: If you click on the “edit” link, a list will appear 

where you can select what countries/regions and their available phone 

numbers you would like listed on your Zoom meeting invitation before 

you send it out to participants. 

11.  You have the option to select if you want your Zoom meeting saved to your 

Outlook or Google Calendar as a visual reminder. In this example, the 

“Outlook” option is selected. 

 
12.  To view more meeting options, click on the carrot next to the “Advanced 

Options” section. 

 
13.  A new list will appear where you will have the ability to select additional 

meeting features that you would like to enable.  
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14.  Lastly, click on the drop-down arrow to select the Primary Purpose of your 

meeting. In this example, “Education/Training” is selected. 

 
15.  Once you are satisfied with your meeting settings, click on the “Save” 

button. 

 
16.  If you selected the “Outlook” calendar option when creating your meeting, 

a new email window will appear that lists your Zoom meeting time 

information. From here you will simply need to enter the email address of 

the person/people you would like to invite to your meeting in the 

“Required” field.  
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**Please note: If you did not select the “Outlook” calendar option when 

setting up your Zoom meeting, this specific window will not appear; 

however, a similar email window should appear listing your meeting 

information depending on the type of calendar option you previously 

selected.  

17.  Click on the “Send” button when you are ready to email your meeting 

attendees with the Zoom meeting link. 
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18.  If you need to access your Zoom meeting link, you can click on the 

“Meetings” icon located at the top of your Zoom account once you login. 

 
19.  Your scheduled Zoom meetings will be listed.  

 
a. If you would like to begin your Zoom meeting, click the “Start” 

button. 

b. If you would like to send your Zoom meeting link to another person, 

simply click on the “Copy Invitation” button and paste the link in the 

body of a new email message by right clicking and selecting the 

“paste” icon.  
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From here you will just need to enter the email address of the person 

you wish to send the link to and then click the “Send” button. 

c. If you would like to make any changes to your Zoom meeting, you 

can click on the “Edit” button and adjust your Zoom information. Be 

sure to click the “Save” button after you make any changes. 
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• We also recommend checking out Zoom’s training videos that are available 

through the Zoom Learning Center: https://learn-zoom.us/show-me. 

 

• If you have any questions or concerns, please email the Wyoming 

Telehealth Network at wy-telehealth@uwyo.edu. We are here to support 

you and your telehealth Zoom experience! 

https://learn-zoom.us/show-me
mailto:wy-telehealth@uwyo.edu

