How to Schedule a Zoom Meeting and Send an Invitation

Step 1: Log into Zoom. Make sure you are using your HIPAA secure Zoom account, and not a
private or school account.

Step 2: Click on “Schedule,” the blue button in the middle row on the right side.

Step 3: Give your meeting a meaningful topic name. Enter the date and time for your meeting.
When you are entering the time, pay close attention to the time zones if you will be meeting
with individuals in multiple zones.

If you check the box next to “Recurring Meeting,” you will be able to schedule a standing
meeting time that repeats every week, every month, etc. Remember to include this recurrence
in the invitation that you will send later.
In the “Video” section, you can determine whether you or your participants’ video feeds will
be automatically turned on or off upon entry to the meeting. Participants will still be able to
turn their cameras on or off after joining.

Under “Meeting Options,” you have the option to set a password for your meeting. Only those
with the password will be able to join your Zoom room.
Before scheduling your meeting, you must choose a “Primary Purpose.” This is important,
because if you have a Zoom license through the Wyoming Telehealth Network, this allows us
to track which general categories of use are most popular for providers and administrators
providing telehealth in Wyoming. This data allows us to continue to secure grant and other
funding to continue to serve Wyoming providers and residents.

Step 4: Schedule
When you are finished providing all the information for your meeting, click the “Schedule”
button at the bottom. Depending on which calendar you choose, the invitation Zoom creates
for you to send out will look different.

If you choose to use the Outlook Calendar, you will get a pop-up that looks like this:

In this pop-up, you will be able to send the meeting details to any e-mail recipient you choose.
Keep in mind that if you are sending a recurring meeting, you will have to click “Recurrence” in
the Outlook taskbar at the top. If you do not do this, the recipient will only get an invitation to
the first incidence of the meeting, not all of the recurring meetings.

If you schedule with Google Calendar, and internet window will pop up that looks like this:

You can add recipients to your invitation by clicking in the box labeled “Add guests,” which is
located to the right of the invitation body. After you select “Save” in the upper right corner,
you will see this window. Select “Send” to send out invitations to your participants.

Here is what you will see if you select “Other Calendars.” The text in this pop-up can be
copied and pasted into any word document, message, or e-mail.

Below is an example of what the invitation from Google Calendar would look like to a Google /
Gmail user:

Here is an example of what an invitation to a recipient would look like if the recipient has an
Outlook account and NOT a Google / Gmail account.

