
How to Schedule a Zoom Meeting
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 


