
SETTING A RECURRING ZOOM MEETING

Log into Zoom as always.

Click on MEETINGS on the left

Click SCHEDULE A NEW MEETING



Name your meeting/Topic (example: 
Huggins US History – 1st Period)

WHEN – set the daily time you want your 
Zoom to start.
Fill in other info.

Place a CHECK MARK by RECURRING 
MEETING and more options will appear. 

END DATE – I could only make it go through 
2 months, but we can change this on 
another screen.

SECURITY – you have set the password if 
you like. 

VIDEO – they should have this on! 



MEETING OPTIONS – I let folks join the 
waiting room before I get there. This is your 
choice.

I MUTE everyone.

I am getting it set where users must 
authenticate, but right now leave it. 

Want to post a recording of this into Google 
Classroom, check RECORD THE MEETING. 

SAVE



On next screen click GOOGLE CALENDAR

Click DAILY UNTIL …..

Select CUSTOM

Select NEVER

Highlight and copy/paste the JOIN ZOOM MEETING info and 
the Meeting ID and Passcode.

Paste these things into your Google Classroom. These will 
automatically save in the students google calendar too.

Add your student emails 

Click SAVE

You will be asked if you want to send email invites.

CLICK SEND! 
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