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How to Create a Zoom Meeting

Having a virtual Seder? Want to see your family that is across the country?

There are multiple ways to invite others to your Zoom meeting! Let’s get started with 
setting up a meeting in the program.



#1

● Click on the “Schedule” button when you log into your Zoom account.
● You will get a pop-up that says “Schedule Meeting”.



● Select the time & date. You can also change the 
name of your meeting for example “Lita’s Seder or 
“Carbone Family Meeting”.

● You can also select how long you want your Zoom 
meeting to be. See the next slide for more 
information on that.

● You can require guests to sign in using a password 
but it is not required to have a Zoom meeting. Since 
things get lost in email, it might be best to uncheck 
the box for “Required meeting password”.

● Guests can choose whether they want to join using 
Video and Audio so don’t worry about having those 
options on or off.



● You can also select how long you want your Zoom meeting to be. If you have a free 
account, the meeting does max out to 40 minutes. You select a session that is 
longer than that time you may get a pop-up that looks like the one below. Guests 
can reuse the link though so you can meet multiple times. 

Shhhh! That’s our secret ;)



● Choose which calendar you would like to add your Zoom meeting to. This helps 
send you a reminder that you have a meeting on Zoom on the given day.

● The “Advanced Options” allows you the host 
to have more control over the meeting. If this 
is a family gathering, these options might not 
be necessary.



● When you select the “Schedule” button, it will automatically redirect to your 
internet browser for your online calendar. 

● If you chose “Other Calendars”, you will get a pop-up that has the Time, Date, and 
the Zoom meeting link that you can copy and paste into your calendar, as well as 
emails.



#2

● Start a “New Meeting” in your Zoom program.
● Then click the “Invite Participants” at the bottom.



● If you are using a phone, you will be able to send the invitation to people on your 
Contacts list.

● If you are using  a computer, you can email the link by clicking on the Email tab in 
the po-up.



#3: Let’s look at the website option!

● Sign in on www.zoom.us/
● This is will redirect you to the “Meeting” page.
● Select the “Schedule a New Meeting” button.

http://www.zoom.us/


● Just like in the first option to create a Zoom meeting, select the time, date, and 
other options that you wish to use.

● When you get to the bottom of the page, click “Save”.



● Now you are on the sharing page. Much like the downloaded Zoom program, you 
can add the meeting to your calendar, as well as copy the invitation to share via 
email or however you’d like!



Need a video?

● Zoom has dozens of How-To videos on their website! Go to www.zoom.us/ and 
select “Resources” in the upper right hand corner. Click on “Video Tutorials” to 
learn more ways to use this great program.

http://www.zoom.us/

