
 

 
 

 
 

 
 

Zoom – Scheduling Meetings 
Faculty and Staff Guidebook 

 

 

Zoom is a video conferencing platform that can be utilized to hold meetings, classes, 
live exam proctoring, and more. This platform allows the user to communicate with 
others using video, audio and chat messages, as well as interact with the participants 
through different features such as sharing screen and using polls. Plus, it allows 
recording the calls on the cloud.  
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1. Introduction 
Zoom is known for its varied features and one important feature is to schedule 
meetings. This manual explains 2 ways to schedule meetings: through Zoom desktop 
application, and through Outlook. 

2. Scheduling meetings through Zoom desktop application 
To schedule a meeting through Zoom desktop application, you should first install the 
application and sign in to your AU account. You can learn more about Zoom’s 
installation and login procedures here. Once you do that, please follow the below 
steps: 

1- In the Home page, click on Schedule, as illustrated below: 

2- Enter the meeting’s topic, date, time, and duration, as illustrated below: 

 

https://www.ajman.ac.ae/upload/files/oit/Zoom_Installation_-_Manual_-_V1_-_EN.pdf
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3- You may choose to generate a random meeting ID or use your own Personal 
Meeting ID, as illustrated below.  

4- Adjust the video settings for you (Host) and the participants, as illustrated below: 

5- Once you are done with setting up the meeting details, click on Save. 

6- Once you save the meeting settings, Outlook meeting page will pop up, where you 
will be able to enter the invitees, adjust the recurrence, and other meeting details, as 
illustrated below:  

7- Send the meeting invitation. 
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3. Scheduling meetings through Microsoft Outlook 
You can schedule a meeting through Outlook directly, by following the below steps: 

1- Launch Outlook. 

2- Click on the meeting icon in the bottom-left of the screen, as illustrated below: 

3- In the Home tab, click on New Meeting, as illustrated below: 

4- In the Meeting page, click on Add a Zoom Meeting, as illustrated below: 
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5- The below illustrates the screen where you will be able to enter the invitees, adjust 
the recurrence, and other meeting details. Once you are done, click on Send. 

 

Notes:  

1- If you cannot see the Add a Zoom Meeting button in Outlook, please reach out 
to the Helpdesk. 

2- The first time you follow these steps, you may be asked to log in to Zoom, 
therefore, please log in using the Single Sign On (SSO), and not directly through 
your AU email and password. Noting that the Company Domain is “ajman-ac-ae”. 
For more details about the login procedure, please refer to this manual. 

https://www.ajman.ac.ae/upload/files/oit/Zoom_Installation_-_Manual_-_V1_-_EN.pdf
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