How to locate your Zoom URL, Meeting ID and Passcode for your Zoom meeting pg. 1

The “owner” of the Zoom meeting must log into the meeting’s Zoom account.

If you are lost at any point, please go to (click here) zoom.us and use the Blue Chat
button in the lower left-hand corner outlined on pg. 4 (click here) — on the first
screenshot.

NOTE: You can fill out the meeting form on a computer, laptop, or phone. We
recommend a computer or laptop if possible. By following these directions, you can also
copy an invitation and send it to anybody else (i.e., somebody who will complete the
meeting form for you) via email or text.

There are two platforms and several ways to locate this information, complete the
meeting form only, and share it with others.

Platform #1 From your Zoom application

The blue square application with the video camera used to log into meetings or start
this meeting.

Log in (if you aren’t already), and it should look like below —

Choice 1 & 2 -
1) Click on Meetings (blue arrow - in the center of the top menu) to open another page.
O zo0n .
=0 Q)
Sisenh i H?ne Cﬁt Megngs Cocts Ar;)v;:))s (‘)
e

10:40 AM

Monday, January 31, 2022

00

New Meeting ~ Join

Schedule Share screen

No upcoming meetings today

Willamette Valley Intergroup (aasalem.org/meetings) February 2, 2022



zoom.us

How to locate your Zoom URL, Meeting ID and Passcode for your Zoom meeting pg. 2

e Open the meeting, and in the upper left-hand corner, you will see a green shield.
e Left Click on the shield, and you will see all of the meeting information, including the
url, Meeting ID, and Passcode. You can highlight and copy the data from there.

OR -
2) Click on the meeting on the left to highlight it in blue, and you should see—
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e Next to Start, use “Copy Invitation” (blue arrow), and that will copy the invitation in
its entirety for you to paste somewhere else.

Meeting ID: 862 0216 8013

OR - from this screen

e Just below the Start button, you will see “Show Meeting Invitation”(blue arrow) —
left-click once.

e This information will show up in its place —
Hide Meeting Invitation
Sarah W is inviting you to a scheduled Zoom meeting.

Topic: Women's Topic Zoom Meeting

Time: This is a recurring meeting Meet anytime

Join Zoom Meeting
https://us02web.zoom.us/j/862021680137?pwd=aFU4dEdmTDYrTitw TOEOR|jlIbjdMZz09

Meeting I1D: 862 0216 8013

Passcode: 951724

One tap mobile
+16699006833,,86202168013+#,,,,%951724# US (San Jose)
+12532158782,,86202168013#,,,7951724%# US (Tacoma)

Dial by vour location
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e See the url under “Join Zoom Meeting” (blue arrow - highlighted) and highlight the
url, copy, and paste it on the meeting form on WVI’s website or any temporary
document, sticky, etc. You can do the same with the Meeting ID and Passcode.

If you want to see the entire invitation, use the bar on the right to scroll down.

To copy the entire invitation, hold down the Ctrl (for PC) or Cmd (for Mac) + A for
“Select All” and then copy.

Platform #2 - From a browser window, use (click
here) zoom.us

1) Login (if you aren’t already), and it should look like below —
e Click on Meetings on the left-hand side.

REQUESTADEMO 18867995926  RESOURCES v  SUPPORT
zool' Y\ SOWUTIONS - PLANSSPRICING  CONTACTSALES SCHEDULEAMEETING ~ JOINAMEETING  HOSTAMEETING ~ n
PERSOMAL Meetings Get Training
Profile
Upcoming  Previous  Personal Room  Meeting Templates
s B StartTime to EndTime Schedule a Meeting

Personal Contacts
Recurring g
Recordings \
Recurring Women's Topic Zoom Meeting #‘“‘

Chat With Zoom ‘
Button in Case You 4

Have Questions \ ;
o

e Then hover over the meeting name (blue arrow), and it will highlight

Settings
= Meeting ID: 862 0216 8013

ADMIN
User Management
> Device Management

> Room Management

e Left-click once, and that will open another screen —
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b) The “Invite Link” (blue arrow — yellow highlight) is the url address — your
choices are —

i. Highlight the url and copy.
OR

ii. Copy the Invitation link (blue arrow - under the invite address on the right
next to the chat button) to give you all the information, including the url to
“paste” somewhere else.

iii. If you add it to your calendar (click on whichever type of calendar you use)
- Google and Yahoo will open your calendar (you may have to sign in),

and you will see it in a new “event” to save to your calendar.

- Outlook will download the .ics file, and you need to double-click on it (it
should be either at the bottom of your screen on a popup bar, or you
may have your computer set to download to the Download folder, so
you would need to go there and click on the .ics file.

c) The above meeting screen also offers you the Meeting ID and Passcode (click

on “Show” to the right of the passcode), which you will also need for online
meeting information.

If you are lost at any point, please use the Chat button | outlined above on (click here)
pg. 3— on the first screenshot.
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