
  

SCHEDULING CLASSES OR MEETINGS 
 

• After logging into Zoom, select “Meetings” from the left menu and then click on the blue 
button that says “Schedule a Meeting” in the right corner: 

 

 
 

• You will then need to enter a Meeting Topic (or title) and set the Date, Time, and 
Duration of the meeting. 

 

 
 

• If you want the meeting to occur more than once, check the “Recurring meeting” box and 
set the recurrence options and an end date for your meeting.  

 

 
 
 
 
 
 
 
 



• All GMU Zoom meetings are required to use a waiting room, passcode, or authentication 
for entry. You can select one or more security option. A passcode is automatically 
generated or you can make your own.  

 

 
 

• If you want to record your meeting, click “Show” next to “Options” to expand the 
settings, and check “Automatically record to the cloud.” 

 
• Please also add csandov1@gmu.edu as an alternative host so that we can assist you with 

the Zoom and recording if needed.  
 

 
 

• Click “Save” to create your meeting and then click the “Copy Invitation” button to create 
a link with all the necessary information needed to access the meeting. You can email this 
link to your students or post it to your Canvas or TWEN course page. 
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