
Scheduling a Zoom Meeting 
This document includes two methods to schedule a Zoom meeting. 

(1) Schedule from the Zoom portal 
(2) Schedule from your Google calendar. To integrate Zoom with your Google Calendar, 

reference this document: Adding Zoom to GMAIL. This document includes  

Schedule from the Zoom portal 
1. Please note this is a BASIC zoom account, which limits meeting time to 40 minutes. 

 
2. Follow the below steps to schedule a call/zoom: 

a. Upon logging into Zoom, click “Schedule a Meeting” 

 
 

b. If setting up as a recurring meeting, check the box. This is not required for a 
single meeting instance. 

 

https://docs.google.com/document/d/1VT898WHq5lWTnN6SmaXU8X8AQXJkB4RWOmqcVjbhpzQ/edit


 
 

 
 

3. Provide the meeting details to the participants and include it in the meeting invite. 
a. For Zoom video meetings, include the meeting link 
b. For conference calls, include the dial-in info. See the image below to identify how 

to obtain the dial-in number. 



 
 



Schedule from Google calendar 
Prerequisit: You must add Zoom to Google calendar to enable this feature. Reference this 
document: Adding Zoom to Google 
 

1. Access the Google calendar to schedule a meeting. 
 

2. If you have successfully installed Zoom, you will have an option to include Zoom for the 
meeting invite. 

 
 

3. Your meeting details will appear as below. 

 
 

4. Proceed with adding the email addresses for the participants. They will receive the Zoom 
link and dial-in in the calendar invite. Joining instructions can be viewed when clicking 

https://docs.google.com/document/d/1VT898WHq5lWTnN6SmaXU8X8AQXJkB4RWOmqcVjbhpzQ/edit


the link from your calendar. See below what appears in the invite. Links and phone 
numbers can be copied from here as well. 

 
 

5. You can also view this meeting from your Zoom portal.  
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