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Setting up online meetings [Zoom] 
 
 
 
 
 
 
 
This handout demonstrates setting up an online meeting using the Zoom 
application, with additional information for using a web browser.  
 
 

Zoom application 
 
Open the application.  
 
To create a new meeting, select ‘Schedule’.  
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If using a web browser, select ‘Meetings’ then ‘+Schedule a Meeting’.  

 

 

 

Edit the date, time of the event, and meeting name. Click ‘Save’.  
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Open the event and copy the meeting link. 

 

 

Paste the meeting link into the email to your service user.  

Highlighting and adding bold font can help direct your service user to the link.  
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