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Southwestern gl

BAPTIST THEOLOGICAL SEMINARY

How to Create a Zoom Link for Your Course

You should already have a Zoom account created with your swbts.edu email address and have been
assigned a Pro License by Campus Technology. If you do not have a Pro License, please contact
CampusTechnology@swbts.edu.

1. Go to zoom.us and sign in to your Zoom account. The email address should be your faculty
swbts.edu email.

Z OOI l l SOLUTIONS ~ PLANS & PRICING CONTACT SALES JOIN A MEETING HOST A MEETING ~ SIGN IN m

Sign In

Forgot password? @ Stay signed in

Or, sign in with Google or Facebook

2. Once you have signed in, click “Schedule a New Meeting”

2 Ool l . SOLUTIONS ~ PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN A MEETING HOST A MEETING ~
PERSONA 2 2 H 1 1
RREONS Upcoming Meetings Previous Meetings Personal Meeting Room

Profile
2 S e it N

Webinars

. Start Time = Topic = Meeting ID
Recordings
Settings
The user does not have any upcoming meetings.
To schedule a new meeting click Schedule a Meeting.

ADMIN
> User Management
> Room Management
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3. Type the name of the course in “Topic.” You can add a meeting description if you would like.

2 OOI l . SOLUTIONS ~ PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN A MEETING HOST A MEETING ~

PERSONAL )
My Meetings Schedule a Meeting

Profile

i Topic Course Name
Webinars /

Recordings Description (O

Schedule a Meeting

Settings

When 07/2212019 @@ [ 300 | PM ~
> User Management

Duration :
> Room Management 1 v |hr| O v | min
> Accountanagement Time Zone (GMT-5:00) Central Time (US and Canada) v

> Advanced
Recurring meeting

-Host on ® off

Attend Live Training

Video Tutorials

Knowledge Base

Audio Telephone Computer Audio @ Both

Dial from United States  Edit
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4. Check the box next to “Recurring Meeting”

2 ool l . SOLUTIONS ~ PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN A MEETING HOST A MEETING ~

PERSONAL . o
My Meetings Schedule a Meeting

Profile

Webinars

Schedule a Meeting

Course Name

Recordings Desc

Settings

ADMIN When 07/22/2019 @ | 300 v| PM v

> User Management

> Room Management 1 v |hr| 0O v min

> Account Management

(GMT-5:00) Central Time (US and Canada) v

> Advanced

—p (] Recurring meeting

Attend Live Training

Video Tutorials

on ® off

Knowledge Base

5. Change the “Recurrence” to “No Fixed Time”

(GMT-5:00) Central Time (US and Canada) v

¢ Recurring meeting Every day, until Jul 28, 2019, 7 occurrence(s)

Recurrence I Daily] A
Repeat every Daily
Weekly
End date Monthly T After| 7 v~ |occurrences

———)  NO Fixed Time
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6. Make sure “Video” is “On” for host and “Off” for participant.
7. Click “Save” at the bottom of the screen.

Video Host e on off
Participant on e off
Audio Telephone Computer Audio e Both

Dial from United States Edit

Meeting Options Require meeting password

Enable join before host

Mute participants upon entry

Use Personal Meeting ID 970-385-5692

Enable waiting room

Record the meeting automatically on the local computer

Cancel
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8. After you have saved the meeting, the screen will show a summary of the meeting. Next to “Join
URL:” it will show the link for the meeting. You can copy this link and share it with your students.

My Meetings Manage "Course Name"

Start this Meeting

Course Name

Time Recurring meeting

Add to Google Calendar . @ Outlook Calendar (.ics) [ Yahoo Calendar
) (@ /1 @ J
Meeting ID 546-449-236
Join URL: https:/zoom.us/j/546449236 = ( Copy the invitation

Need further assistance?
Contact Campus Technology at (817) 921-8555 or
campustechnology@swbts.edu
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