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Meetings 

Personal Audio Conference L 
Re,ort> 

Attend Live Training 

Knowledge Base 

Schedule Privilege 

Meeting Recording Telephone 

Se<:urlty 

Waiting Room 

When participants join a mttting, place them in a waiting room and requifl' the host 

admit them individually. Enabling the waiting room automatically disables the settin1 
allowingparticipantstojoinbeforehost. 

Waiting Room Options 

The options you select hefl' apply to meetings hosted ~ users who turned Waiting 

., lkennot inyour account will go in thcwaitingroom 

., Host and co-hosts only can admi t partic ipants from the wa iting room 

Edit Options Customize Waiting Room 

Require a passcode when scheduling new meetings 

A passcode will be generated when scheduling a meeting and participants require th 

passcode to join the meeting. The Personal Meeting 10 (PMI) meetings are not inclu, 

RCQUire a passcode for meetings which have already been scheduled © 

You can assign users in your account to schedule meetings on your behalf. You 
can also schedule meetings on behalf of someone that has assigned you 
scheduling privilege. You and the assigned scheduler must be on a Paid plan 
within the same account. 

Assign scheduling privi lege to 

Noone 

I can schedule for 

X 

Assign scheduling privilege 

El 

example: sales.ea@company.com,marketing.ea@company.com 

Enter the email addresses of those who can schedule meetings on your behalf. 
Use a comma to separate multiple email addresses. 

- Cancel 

X 

/, 

Setting up scheduling privilege 

1. Sign in to the Zoom web portal https://cornell.zoom.us/ 
2. Click Settings. 

3. Scroll to the end of the setting webpage and under Other, click the plus sign (+) next 
to Assign scheduling privilege to. 

4. Enter one or more email addresses in the window, separated with a comma. 
5. Click Assign. 
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