1. Choose Schedule

2. Add necessary topic, time, choose Generate Automatically and click Require Password.

Add to Outlook (Other leaves all calendars alone)

3. Check date/time then COPY INVITATION and paste into an Email to share the details

Invitee should end up with:
TOPIC

TIME AND DATE

LINK

MEETING ID
PASSWORD

This is the recommended way as it’s considered more secure

All of this info will be retained in your Zoom Account

New Meeting v

Schedule

=

Join

m

Share Screen

v

How to Schedule a Zoom Meeting

Schedule Meeting

Topic
Dave Wain's Zoom Meeting

"Date
12/06/2020 ~ 1300

* W 20600 ~ 1330

‘

Rocurting meoetry

Meeting ID
O Gerarate Astomancaly

T Zoe. LOndon ~

Personal Meeting 10 667 121 0229

Passworda
DBIMN O
Vileo
Host on © o Partcoores on O O
Calerdar
ICal Goojghe Caberdar OO0k O Other Calendars
Advanced Options

Cancel
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Your meeting has been scheduled
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