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1. Go to uky.zoom.us, and
click the Sign In button.

Sign in with your linkblue account

2. On the next screen enter in test1234@uky.edu
your Linkblue credentials, and
click Sign in.

Profile Upcoming Meetings P

Schedule a New Meeting

Webinars
Start Time =

3. On the Meetings Page, select
Schedule a New Meeting .

Personal Audio Conference

Recordings
Jun 1, 2021

Settings 0%:00 AM
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Zoom Meeting

My Meetings Schedule a Meeting

4. Give your meeting a title.
You can also create a

Schedule a Meeting

- - 15 o (
description, but it is not "
Description (Optional) Enter your meeting description
required. | y
5. Set a date, time, and e co/cc200 @ [ 700 v ][ A -
duration for the meeting. Duration 1“0 < mn
Time Zone (GMT-4:00) Eastern Time (US and Canada) v
6. Directly below the date and time, you
can check the "Recurring meeting" box.
Additional fields will appear where you
can set up the recurring schedule.
(GMT-4:00) Eastern Time (US and Canada) v
1 Recurring meeting  Every week on Thu, until Sep 17, 2020, 7 occurrence(s)
Recurrence Weekly o
Repeat every 1 v |week
2
. Occurs on Osun Omon OTue O wed Thu O Fi O sat
End date @® By| 09/17/2020 W O aAfter] 7 v | occurrences
[TJ List this meeting in the Public Event List
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7. You can turn on registration to
require the participants to sign up for
the meeting. This helps when
determining who patrticipated in polls.

Registration [] Required

8. Under Security, you can also
check Passcode to require the
participants to enter a password.
You can also turn on a waiting Security [] Passcode () Waiting Room
room, where people will not be
able to enter the room until you
permit them to enter.

9. In Meeting options, check "Mute

partICIDantS upon entry to turn Oﬁ: Meeting Options Enable join before host
participant microphones as they \’

enter the room. This is suggested I Miute participants upon entry
tO aVOid any diStraCtionS at the ] Only authenticated users can join

start of the meetings.
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10. Under Meeting Options,
check "Record the Meeting
automatically". This will
start the recording as soon
as the host enters the
room. Check "In the cloud"
to be able to instantly post
a link to the recording.

Meeting Options Enable join before host
Mute participants upon entry

(] Only authenticated users can join

(7] Breakout Room pre-assign

1 Record the meeting automatically (O On the local con 2 @® In the cloud

11. At the bottom of the screen under Alternative Hosts, you can list
an alternative or co-host to assist with your meeting. If the person is
with UK, please make sure to use their Linkblue ID email address.

Alternative Hosts Example: mary@company.com, peter@school.edu

12. Click "Save" at the bottom of
the screen to create the session.

Save Cancel

13. On the far right of the screen,
click "Copy Invitation" to get the
meeting information that can then be
posted in the needed communication
(Outlook, Canvas, etc.)

(2 Copy Invitation




