Your Handy Guide to
Scheduling Meetings in Zoom Desktop App
There are multiple ways to schedule, join and use Zoom. The following instructions are focused on
scheduling Zoom meetings from within the Desktop App only. The screenshots below assume that you
have a webcam and microphone with your computer and reflect the version of the Zoom App available
on March 10, 2020 in the Windows 10 environment.

1. To schedule a meeting, start by clicking the Schedule icon in your Zoom App.

2. This will open your Scheduling window. Enter your meeting information.
Use the pulldown
option to select the
date for your meeting.
The Topic is what your
attendees will see as
the name of the
meeting.

Use the pulldown
menu to select the
time your meeting will
begin.
You may choose to start
your meeting with video on
or off. On is recommended
for both.

Please use the autogenerated ID for nonrecurring meetings.

Telephone and computer
audio is recommended for
both.
BSU is a Microsoft school.
Please use the Outlook
option for the Calendar
setting.
Please click the pulldown
for Advanced Options.

Click Schedule to complete
the Scheduling process.

3. This process will automatically generate an Outlook Meeting Appointment. You may send this
invitation to participants as you otherwise would when you schedule a meeting within your
Outlook calendar.

This is the only information
your participants will need.

Please note: there is a great deal of information included in this invitation. Your participants will only
need the “Join Zoom Meeting” link and meeting ID. Please feel free to delete everything else if you wish.
4. Once you have added your attendees’ email addresses in the To line of your invitation, click
Send, then skip to step 12. If you would like to use your Brightspace classlist to invite your
students to attend, please proceed to step 5.

5. To send an email invitation to your classlist in Brightspace, return to your Zoom App’s home
page. Find and click on the Meetings icon.

6. Find the meeting you’ve created for your students and click the Copy Invitation icon.

You will receive a “Copied”
confirmation bubble when
you click this icon.

7. Log in to your D2L Brightspace, and access the class you wish to send the invitation to. Click the
Communication tab, then Classlist.

8. Once you have opened your classlist, click the Email Classlist button to generate your entire
class list.

9. Click the Send Email button to generate an email editor. This will open in a new window.

10. In the email editor, your entire classlist will appear in the BCC line. Below this, you can edit the
Subject line and add any precursory information you’d like in the Body of the email. Then, you
would use the Ctrl+V function to paste the Zoom invitation you copied in step 6.

Again, please note: there is a great deal of information included in this invitation. Your participants will
only need the “Join Zoom Meeting” link and meeting ID. Please feel free to delete everything else if you
wish to.
11. The blue Send button is in the top-left corner of your email eeditor.

12. To begin your meeting, please open your Zoom App. Click the blue Start button to enter your
meeting room.

13. When you do, your Zoom App will ask you how you wish to manage your audio connection.
Please click the Join with Computer Audio button.

Please note: these instructions do not include information on meeting management.

14. To end a meeting, please click the End Meeting in the bottom-right corner of your Zoom
meeting window.

15. This will generate a confirmation pop-up window asking you if you wish to end the meeting for
all or simply leave the meeting. Please click the End Meeting for All button.

