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Steps to Schedule a Zoom Meeting and Invite
Attendees Using Email and Calendar Event

This guide will help you to access your account in Zoom using your SJSU Id and will show
you the steps to start a meeting session, set up a calendar event, and invite the attendees with
the meeting session details.

Part 1: Steps to Sign in to Zoom Account and Create a Meeting

1. Go to https://sjsu.zoom.us. To log into your Zoom account, click on the “Sign In” button.
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2. Next, log in with your SJSU Id and Password to access your Zoom account.

Connecting to ZOOM

SJSU
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3. After signing in, to schedule a new meeting session, please click on the
“SCHEDULE A MEETING” link.
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4. Enter the meeting details like topic, time, and duration of the meeting.
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After setting up the meeting, press the “Save” button to schedule the meeting. Update the

required audio/ video settings and other meeting options for the conference.
S’SU Lo A e T X NG ¥ ,@

)

Part 2: Inviting the Attendees to the meeting

You can invite the attendees and share the meeting session details by the following options:

1. By creating a calendar event by using Google/Outlook/Yahoo calendar
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Click on Google Calendar to add the meeting session to a Calendar event and share it with
the attendees.

b Once done,click on save button to add event to calendar

My Meetlng :

712412017 | 3:00pm to 400pm | 712412017 Time zone Meeting Topic

[ Aliday | Repeat..

Event details Find a time
Guests Rooms

Meeting Date & Time

hitpsisjsu.zoom.us/ji213"
map

Joining info Add video meeting details Participants

Whens | Add guests
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Description i there

iis inviting you to a scheduled Zoom meeting. e = 3

Join from PC, Mag, Linux, i0S or Android: https://sjsu.zcom.us/y213109649 Suggested times

Or iPhone one-tap (US Toll): +16465588656,,2131096494 or +140856380968,,2131096404 =N Invite attendees by
Or Telephone: [ modify event entering their names

Dial: +1 646 558 8656 {US Toll) or +1 408 638 0968 (US Toll) v invite others or email id in Add

Meeting 1D: 213 109 649 ¥ see guest list guests text box

International numbers available: hitps://sjsu.zcom i ?m=xPPTUX-
dzJi_mkw7BixU-MIWBXAGRXX!

Or an H.323/SIP room system:

H.323:
162.255.37.11 (US West)
162.255.36.11 (US East)
221.122.88.195 {China)
115.114.131.7 {India)
213.19.144.110 (EMEA)
202177 207.158 (Australia)
209.9.211.110 {Hong Kong)

Meeting 1D: 213 22002

Meeting Invitation
and help Details

SIP: 213109649@zoomere.com

Attachment Add attachment

Event colour [I7] | [N 1 I 0 I mEn
Notifications | Notification 4| 10 [ minutes 3| *
Add a notification
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2. By sharing the URL link of the meeting session with the attendees.
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3. By copying the invitation and forwarding it to the attendees over email.
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Click on the “Select All” button and press CTRL+C or right click->copy, to copy the
invitation and share the copied meeting session details with the attendees.

Copy Meeting Invitation
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