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Getting Started

To ensure clear boundaries between professional and personal communication and to uphold data security
practices, all CRAEA staff assigned a Zoom Phone number are expected to use their CRAEA Zoom Phone
account for all work-related phone calls and text messages. This includes communications with internal AEA
staff, families, school staff, and external partners.

Notice: The use of Google Voice is no longer supported by CRAEA.
Note as of 08/14/25: New Zoom Phone numbers will be assigned in the next several days.
Quick Links:

> Desktop Client Tutorial (Computer)

Installing the Zoom Phone Client on Your Desktop
Finding Your Zoom Phone Number

Accessing the Staff Directory on the Desktop Client
Sending a Text Message (SMS)

Transferring or Forwarding a Call

Setting Up Business Hours and Voicemail
Recording a Call

Switching a Call to a Zoom Meeting

Blocking a Number

0O 0 0O 0O 0O 0O 0 O o

> Mobile App Tutorial (Cell Phone)

Installing the Zoom Phone App on Your Mobile Device
Finding Your Zoom Phone Number

Making Calls and Using the Staff Directory

Sending a Text Message (SMS)

Transferring or Forwarding a Call

Setting Up Your Voicemail

Recording a Call

Switching a Call to a Zoom Meeting

Blocking a Number

o 0 0 0O 0 0 0o o o

> Advanced Features Tutorial

Customizing the Desktop Client Toolbar

Faxing with Zoom

Using Al Features During a Phone Call

Enabling or Disabling Zoom Al Companion Features
Managing Call Handling Settings

o O O O O

> Video Tutorials

Initial user settings on the web portal
User settings for call handling

Using the desktop client

Using the mobile app

O O O O



o O O O

> FAQ

0O 0O 0O 0 0O 0 0o 0o o

Adjusting audio settings

In-call options (desktop client)

In-call options (mobile app)

Using Zoom Phone Assistant/Power Pack

Changing Your Voicemail Greeting for Out-of-Office or Holiday Break
Caller ID Name Not Displaying Correctly

Number of Devices You Can Be Signed Into Simultaneously
Troubleshooting a Weak Signal

Receiving Phone Calls: Does Zoom Need to Be Running?
Auto-Launching Zoom App on Startup (Windows and Mac)

Updating the Zoom Desktop Client

Zoom Agency Virtual Backgrounds Not Showing Up

Camera Not Working in Zoom
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Zoom Phone Desktop Tutorial

1. How do |l install the Zoom Phone Client on my desktop?

e Zoom Phone Client is pre-installed on your laptop and ready to use.

If the Zoom Phone Client is malfunctioning, please uninstall and reinstall by navigating to
zoom.us/download and click “Download (64-bit).”

2. What is my Zoom Phone Number?

An email notification is sent to your CRAEA email.

If you didn’t get an email notification, simply go to Zoom.us, log in with your CRAEA Google
credentials, and select “My Account.” Next, go to “Profile” and view your “Company
Number” and “Direct Number.”

Your Zoom phone number will also appear in the CRAEA Staff Directory and within your
email signature.

3. How do | access the Staff Directory on my desktop client?

e Open the Zoom desktop client and click the “Phone” icon in the top toolbar. Type the

Sarah Nelson
Ext. : 8296 - click to call

@ Sarah Best
- Bxt.: 3536

6% Sarah Downey
Y Ext.:2453

0 Sarah Gericke, PT
Direct number : (319) 529-9862

ﬁ Sarah Henkels
Direct number : (563) 447-0826
6 Sarah Jepsen
Ext.: 4820

Caller ID: (319) 273-8280 / 8280

person’s name you're calling in the search box where it says “Enter a name.” The contact
will populate, and you can click on the name to call.



http://zoom.us/download
http://zoom.us
https://staffdirectory.centralriversaea.org/

4. How do | send a text message?

rA
e Click “SMS” and click the square and pencil icon & , start typing a name in the “To:” field
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5. How do | transfer or forward a call?

e Accept the Incoming Call.

Bob Parks .

00:17

¢ @@
°r | ¢-C
@® @

e Click the Transfer icon:




e The caller will automatically be placed on Hold. Enter a Name or Phone Number to
transfer the caller to.

Transfer To

530 754 6354

1 2 3
4 5 6

PQRS TUv WXYZ

. 0 4

@ X

Caller ID: (530) 754 2322

o Click the Transfer icon to transfer the caller.

e Select the desired Transfer option, speak to the person, or hang up.

Transfer To

930 754 6354

Warm Transfer
Blind Transfer

Transfer to Voicemail

w x

Caller I1D: (530) 754 2322



6. How do | set up my Business Hours and Voicemail?

In-depth instructions for voicemail setup

e Voicemail is set up in the Zoom Web Portal. To get to it quickly from the Desktop Client,
click on your profile picture in the upper right-hand corner, click on your name, click on
“My profile,” and log in if needed.

%5

Team Chat Scheduler

% My profile G B rg‘ Ashley Samek s {

asa***@centralriversaea...
Plans and billing G

o0
(o]

® Available >

Show email

Copy my direct chat link ! Set status message
Work location Oft >
1 Receive shared calls 1 active ?
Forward calls
Try top features G
gu Check for updates
Discover what's new
7 Help ?
Settings

Add account

Sign out

e Scroll down on the left menu to “Phone” and scroll down on the right-hand side to the
“Call Handling” section.



e Click “Edit’ and set up your “Business Hours”, and then scroll a little further to the
“Greeting & Leave voicemail instruction” section. Click “Edit” to add your audio.

Zoo m Products

Meetings
Webinars

Events & Sessions

Personal Contacts
Personal Devices
Whiteboards
Notes

Docs

Surveys

Recordings & Transcripts

7. How do |l record a call?

e Start the phone call and click the “Record” icon.

Plans & Pricing Schedule

‘ Simultaneous v ‘

Max Wait Time

‘/ 15 seconds v ‘

When I'm busy on another call

Call waiting v

When a call is not answered

‘ Forward to voicemail / videomail ~ ‘

() Allow callers to reach an operator

I Greeting & Leave voicemail instruction I

®IT Special Program Coordinator VM Greeting  Edit v

Videomail greeting can be recorded at Zoom client.

~ S @l

Kirk Abkes© -

o110
9 it o)
w I ¢C
@ 4 [ 1]

Join Host v Web App v



e Click “History” and click the ellipsis “...” to play the call recording

122007 wil =

ﬁ Phone . #

@ Vaoicemail Lines SMS

M
B Kirk Abkes foday
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= 7614 11:43 AM
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8. How do | switch a call to a Zoom meeting?

e Place a call or answer an incoming call. In the phone menu, click the “Meet” icon and it

will automatically turn your phone call into a Zoom meeting with video and other

£1-M

Kirk Abkes@ -
or10

meeting features. ___ —— |

9. How do | block a number?



e Click “History” and click the ellipsis “...” scroll down to “Block number”

(319) 269-1968
Call duration: 02:14

wredie conact

Add to contact

Invite as Zoom contact

Block number

Delete item

@ al[o]r @ @

Mark as billable

Cancel
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Zoom Phone Mobile App Tutorial

Zoom Phone From the Mobile App Directions
1. How do | install the Zoom Phone App on my cell phone?
e Open the App Store on your Mobile device.
e Tap the Search icon (magnifying glass). Type “Zoom Workplace” in the search bar and install.
e Log in with CRAEA Google credentials
2. What is my Zoom Phone Number?
e Sign in to the Zoom Workplace app with your CRAEA email.

o If “Continue with Google” appears as an option, that is the quickest way to sign in if you have
Gmail set up on your mobile device.

e Click your profile image in the top left corner next to “Home”. Click “My profile” and scroll down to
see your contact info.

3. How do | access, make a call, and use the Staff Directory within my Zoom phone?

e Click the “Phone” icon in the bottom toolbar

e Click the blue “+ sign e in the lower righthand corner and enter a name
e Click the silhouette icon next to the phone icon to see your contacts.
e Or click “More ...”, click “Contacts”, and search for contacts

4. How do | send a text message?

History Voicemail Lines SMS

a[@

sse
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B
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e Click “SMS” and then click the square and pencil icon. Start typing a name in the “To:” field.

5. How do I transfer or forward a call?



Accept the Incoming Call.
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Bob Parks .
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e Click the Transfer icon: °
e The caller will automatically be placed on Hold. Enter a Name or Phone Number to transfer the

caller to.

Transfer To
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Caller ID: (530) 754 2322

e Click the Transfer icon to transfer the caller.

e Select the desired Transfer option:

Transfer To

930 754 6354

Warm Transfer
Blind Transfer

Transfer to Voicemail

@
Caller 1D (530) 754 2322

6. How do | set up my voicemail?



To set up your Zoom voicemail, you'll need to access the Zoom web portal, not the mobile app.
7. How do Il record a call?
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e Start the phone call and click the “Record” icon. —
e Click “History” and click the ellipsis “...” to play the call recording
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8. How do | switch a call to a Zoom meeting?




e Start the phone call and click the “Meet” icon.

nas QD - -
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Kirk Abkes@ -
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Add call Haold Transfer

@ + LT

Record Summarize Meet

Called number: 8280

9. How do | block a number?

e Click “History” and click the ellipsis “...”. Scroll down to “Block number.

(319) 269-1968
Call duration: 02:14

wiedle conacl

Add to contact

Invite as Zoom contact

Block number

Delete item

@ e[o]> @ @

Mark as billable

Cancel
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Advanced Features

Advanced Features:

10. On the Desktop Client, the top bar of tabs is customizable; click and drag the icons
to arrange them in the order of your choice.

Zoom 1

4
Workplace < (O Q Search  Ctrl+F (R = e & O

Home Team Chat Scheduler Docs Whiteboards

11.How do | fax with Zoom?

e Open the Zoom desktop client and click the “More...” icon in the top toolbar.

DO

Workplace

10:41 AM o @

day, July 22, 2025 &) contacts
B Fax
-'1“ .
a . . . t-l‘ .‘L o
® cips
Mew mesting - Schedule Share scresn
o,
g ¥
Today, Jul 22 « alianhi
Reset to default
E
Today € ¥ ws + t t

e Click the blue “+ sign o on the left side menu.

Z00m — i’ P () '|-j
Workplace L4 ) Q. Search Cirl+F (nd e

Fax ° Inbox

() Fallow up

7 Outbox

5 Drafts



e Enter the required information and upload the files, then click “Send.”

@ Zoom Workplace

New fax

X

To

Select a contact or enter a fax number

From

(319) 273-8280

Fax cover

Select a cover page

Attachment

Click to upload or drop a file here
Only PDF format, up to 50 MB.

Or upload from: & Google Drive @ One Drive  box Box & share Point

Save as draft

Cancel

12. Al during a phone call

e Zoom's Al Companion offers several Al-powered features for Zoom Phone, including
real-time call transcription, post-call summaries with action items, voicemail prioritization
and task extraction, and SMS thread summaries.

e How to enable or disable Zoom Al Companion features

You can control Al Companion features in the Zoom web portal.. Individual users
can also enable some Al features for their own use, if not locked by an admin at
the account or group level.

Sign in to the Zoom web portal.
To enable or disable for your own use, click Settings.
Click the Al Companion tab.

Click the toggle next to a feature to enable or disable it.

13. Call Handling



e Call handling refers to the customization of how incoming calls are routed based on
specific time periods, such as business hours, closed hours, break hours, and holiday
hours. Users can set preferences for where they want to receive calls, including on
Zoom desktop and mobile apps, desk phones, or other devices. This customization
allows for efficient call management, ensuring that calls are directed appropriately
during different operational times.

e In the Zoom Client, click on your profile picture, hover over your name, and click on “My
Profile.”

T Ashley Samek

¥
¥ asAtiDrendranversaea..

12 3 ;
4 ?l 6
7,08 2
- 0 M

e Scroll down to “Phone” on the left-hand menu. Scroll down to “Call Handling” section on
the right. Adjust the Call Handling settings as needed. Make changes to the Call
Handling settings as appropriate.



Products

Zoom

PERSONAL

Profile

Meetings

Webinars

Events & Sessions
ICEN

Personal Contacts

Personal Devices

Whiteboards

Notes

Docs

Surveys

Recordings & Transcripts

Summaries

Clips

Scheduler

Settings

Data & Privacy

> Analytics & Reports

ADMIN

Solutions

Resources

Area Code ()

Call Handling

Business Hours

Closed Hours

Plans & Pricing

319 Edit

Mon Tue Wed
6:30 AM ~ 4:.00 PM  6:30 AM ~ 4:00 PM  6:30 AM ~ 4:.00 PM

|Call Handling|

s Zoom Phone Appliance Apps
* Zoom Desktop Apps
* Zoom Mobile Apps

Call Handling Ring Mode

|. Simultaneous v ‘

Max Wait Time

|. 15 seconds v ‘

When I'm busy on another call

Call waiting hd

When a call is not answered

| Forward to veicemail / videomail ~

[C) Allow callers to reach an operator

Greeting & Leave voicemail instruction

®IT Special Program Coordinator VM Greeting

Edit v

Videomail greeting can be recorded at Zoom client.

Call Handling Edit

You have net enabled any items for Call Handling.

Thu
6:30 AM ~ 4:00 PM

Edit



Video Tutorials



CENTRAL RIVERS

AREA AGENCY

)

Video Tutorials

Zoom Phone Topic Video Link
SETUP
Initial user settings on the web portal © |nitial Zoom Phone Setup
User settings for call handling © Call Handling

USING ZOOM PHONE IN THE APP

Using the desktop client © Zoom Phone From the Desktop Application
Using the mobile app @ Zoom Phone From the Mobile App
Adjusting audio settings O Test Your Audio Settings

In-call options (desktop client) O |n-Call Options in the Desktop Application
In-call options (mobile app) O |n-Call Options in the Mobile Application

ADDITIONAL FEATURES

Using Zoom Phone Assistant/Power Pack © Customize Zoom Assistant with Power Pack



https://youtu.be/tPyVeQvgtZY
https://youtu.be/zfZfOITj3O4
https://youtu.be/VoSmeXyRsiw
https://youtu.be/sxfaEIkHVTc
https://youtu.be/rdu48rJgQ7I
https://youtu.be/AujydpEsd5M
https://youtu.be/wx5jbOP0Z5w
https://youtu.be/ulV3lYEE_LA

? FAQ
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FAQ

Frequently Asked Questions

14.I’m having issues with Zoom Phone connectivity. | use it when I'm driving from place to place,
and it is pretty spotty, cutting in and out a lot. | have noticed it's better when I'm on my desktop.

The issues with spotty calls while driving are likely due to the nature of cellular coverage and
how Zoom Phone leverages that. When you're driving, you're constantly moving between
different cell towers, and signal strengths can fluctuate significantly, leading to call dropouts or
poor audio quality. Unlike a traditional cell call, which might hand off more seamlessly, Zoom
Phone relies on a consistent data connection, and if that connection is interrupted, the call
quality will suffer. This is also why you notice it's better on your desktop, as that connection is
typically more stable.

15. Also, there are times when the texts or missed calls don't pop up and alert me.

Zoom App Notification Settings:** Open the Zoom app on your cell phone, go to "Settings," then
"Notifications." Make sure that "In-App Notifications" are enabled for "Missed Calls" and "Chat
Messages." You might also want to check other notification options there.

Phone System Notification Settings:** On your cell phone, go to your phone's main "Settings"
app, find "Apps" or "Applications," then locate "Zoom." Within Zoom's app settings, ensure that
notifications are fully enabled and that notification categories like "Missed Calls" and
"Messages" are allowed to display alerts (e.g., banner notifications, sound, vibration).
Sometimes, specific notification categories can be turned off even if general app notifications
are on.

16.How do | change my voicemail greeting for out-of-office holiday break?

Voicemail is set up in the Zoom Web Portal. To get to it quickly from the Desktop Client, click on
your profile picture in the upper right-hand corner, click on your name, click on “My profile,” and



log in if needed.

%5

Team Chat

My profile

Show email

Copy my direct chat link

Plans and billing

More

r?a ¥ Ashley Samek

asa*™*@centralriversaea...

® Available >
Set status message

Work |ocation Off >
Receive shared calls 1 active 2
Forward calls

Try top features &
Check for updates

Discover what's new

Help >
Settings

Add account

Sign out

Scroll down on the left-hand side menu to “Phone” and scroll down on the right-hand side to the
“Call Handling” section.

Scroll down to the “Greeting & Leave voicemail instruction” section. Click “Edit” to add your

audio.
ZOO| l . Products Solutions Resources Plans & Pricing Schedule Join Hostv  Web App v a
Meetings p
| simultaneous v |
Webinars

Events & Sessions

IIIIHHHHHIIIIIIIIIIIIIIIIIIIII

Personal Contacts

Personal Devices

Whiteboards

Notes

Docs

Surveys

Recordings & Transcripts

Max Wait Time

‘ 15 seconds

v |

Choose the “Add audio” option.

When I'm busy on another call

Call waiting

When a call is not answered

‘ Forward to voicemail / videomail

v

(] Allow callers to reach an operator

I Greeting & Leave voicemail instruction I

®IT Special Program Coordinator VM Greeting

Videomail greeting can be recorded at Zoom client.

Edit v~



_ When I'm DUSY on another call

Personal Contacts | call waiting v |

Personal Devices .
When a call is not answered

Whiteboards | Forward to voicemail / videomail v
Notes ("] Allow callers to reach an operator

Greeting & Leave voicemail instruction
Docs

®Default  Edit v
Surveys ) )

g Choose from asset library 1 be recorded at Zoom client.
Recordings & Transcripts Add Audio
Closed Hours canHananng ear
Summaries
You have not enabled any items for Call Handling.
Clips
[ J e e e e e

e Select “Record by Computer” to record a new voicemail, title your voicemail field in the “Asset Name”,
and select “Voicemail greeting” from the “Category” dropdown menu. Finally, you can click the red
recording circle to begin recording your voicemail.



Add Audio

Text to Speech Upload Record by Computer

Asset Name

[[ My Voicemail ]]
Category
. Voicemail gresting % - |
Language
| American English v |

Record Audio

Click the record button to start recording

® 00:00 / 04:00

Visibility

J Personal Audios Asset Library (Public)

By uploading, using, or displaying copyrighted music, audiovisual content, sound
recordings, photographs, artwork, and other forms of media on the Zoom platform
you warrant to Zoom that you have permission and/or a license 10 use such
content. Doing so without permission or license from the owner violates Copyright
Law and may result in the removal of such content by Zoom and subject you to
Zoom's repeat infringer policy.

e Once your voicemail has been recorded, click the blue “Add” button to finalize your voicemail.

17.Why is my caller ID name for my Zoom Phone number not displaying correctly for the receiving
party?

e The reliability of caller ID name delivery varies depending on the country and the
outgoing and receiving phone services that handle the call.

e Inthe US, it's up to the receiving phone service or carrier to match your caller ID
number using a caller ID name database. These databases cost money so some phone
services may not have a caller ID name database with updated information. As a result,
the receiving party may see an outdated caller ID name.

e If you're calling a mobile number, it is still up to the receiving party's carrier to support
caller ID name. If the carrier doesn't support caller ID name, the receiving party will only
see your caller ID number.

i. Here are some other limitations of caller ID name:

1. Does not display if you select a toll-free number as your outbound caller
ID (only the caller ID number will display)

2. Has a maximum of 15 characters including spaces


https://support.zoom.us/hc/en-us/articles/360031768431-Frequently-asked-questions-about-caller-ID#h_122140f0-5172-495d-b1cc-52ee8caea7fe
https://support.zoom.us/hc/en-us/articles/360031768431-Frequently-asked-questions-about-caller-ID#h_122140f0-5172-495d-b1cc-52ee8caea7fe

3. Displays with all uppercase letters regardless of how you specify it in
Zoom Phone

4. Cannot contain any special characters

5. The receiving party may also be using a third-party caller ID or dialer app
that's displaying a different caller ID name than you've set in Zoom.
Contact the third-party service for more information.

18.How many devices can be signed into Zoom simultaneously?

® You can be signed in to Zoom on one computer, one tablet, and one phone at a time. If you sign
into an additional device while logged into another device of the same type, you will be logged
out automatically on the first device.

19.I’m experiencing a weak signal?

e Zoom Phone works through a data connection, either Wi-Fi or cellular data, but if you're
experiencing a weak signal, you can switch the call to your phone carrier by pressing the More
button from the Zoom call controls. Zoom phone will then ring your own cell phone and pass the
call through so you can continue your call, all without exposing your personal cell phone
number.

20.Do | have to have Zoom running in the background to receive phone calls? Yes, the Zoom
app must be running in the background (minimized) on your computer to receive calls.

Auto Launch Zoom App on startup - Windows:
Sign in to the Zoom Desktop Client.

Click your profile picture, then click Settings.

Click General.

Click the Start Zoom when | start Windows checkbox.

Auto Launch Zoom App on startup - Mac:

Ensure that the Zoom meetings app is running.

Go to your desktop. Hold down the Control key and click the Zoom icon in the Doc.

Hover over Options and select Open at Login which will place a checkmark by that option.

21.Where can | find an update for the Zoom Desktop Client? To update the Zoom Desktop Client, click
your profile picture and select "Check for updates."
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Channel Article: How to Send Text Message

1. How do | send a text message through Zoom Phone Desktop?

. © (319) 269-1968
vou hey

Open the Zoom desktop client and click the “Phone” icon in the top toolbar.

r
Click the SMS tab and click the compose square and pencil icon & .

Zoom —~ .
Workplace ] () Search Ctrl+K o @ (3
Home Team Chat Phane
History Voicemail Lines SMS

.~ (319) 260-1968
-

You: hey

Nov 24, 2020

In the To field, enter a contact's name or a phone number. You can add up to 10 recipients.
Type your message in the text box. Press the Enter key on your keyboard to send the message.

From: Direct number (319) 273-8280 ~

0 File
Text message...

2. How do | send a text message from the Mobile App?

Docs



Open the App Store on your Mobile device.

Click the “Phone” icon in the bottom toolbar

s
Click SMS tab and then click the square and pencil icon & to compose. Start typing a name

or phone number in the To: field, type a message in the Text box, and click send. v

History Voicemail Lines SMS

a[@
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Channel Article: Zoom Scheduler “Booking Link”

H]H-:Q

200m

Google Calendar

Tutorial

1. How do | create a booking schedule? giVideo Tutorial

e Access Zoom Scheduler via the Zoom Desktop Client.


https://youtu.be/stWO2UL7SlM?si=GN0f-FbFDtDPkF38

zoom

Workplace

< @ Q Search

Scheduler

8 Booking pages

@ Scheduled events
& Routing forms

& Generated links

¢> Notification settings
~” Analytics

8 Integrations

ADMIN

52 Managed schedules

Groups

& Teams

=) %

Team Chat Phone

Ctrl+F

Booking pages

My scheduler

Welcome

€3

Scheduler

v

4

Docs

Q search

@ thisis your homepage, where you will be able to ma

and/or host. Learn More A

Ashley Samek (You)

: https://centralriversaea.zoom.us/zbook/ashley-samek ([}

All booking pages (1)

30 minute Meeting ]
with Ashley Samek

30 mins, One to one

"% This section is for
notes!"

¢ Share

Welcome to Zoom Scheduler

Scheduling made easy with our new availability and booking platform

O

Connect your calendar

Set your availability

We'll use your connected calendar to let Zoom Scheduler know when

you're available and create calendar events as they are scheduled.

E Google Calendar
[i Outlook Calendar

‘ iCloud Calendar

Connect

Connect

Connect

Do this later



e Click the blue + Create schedules.
A pop-up window will appear.

Scheduler °

l Create a booking page

@ Select between four schedule

types for your regular bookings

One-0Off meeting

Quickly host a meeting that falls
outside of your regular
bookings

Availability poll

oll Create a one-time meeting after
offering times for a vote

AR AR

e In the window, select the type of schedule that you want to create:
Note: Only repeating availabilities appear on your public page.
i. Create a schedule: Select between 4 schedule types for your regular bookings:

1. One to One: Schedule a meeting with one attendee and you as the host.
The attendee can add other guests when booking if the host allows. Learn
more about creating the One to One booking schedule.

2. One to Many: Schedule a meeting with multiple attendees and you as the
host. The full attendee list will not be visible on the calendar invite. Learn
more about creating the One to Many booking schedule.

3. Any Host Available: Schedule meetings with multiple team members in a
rotating cycle, accommodating one attendee per booking. Learn more
about creating the Any Host Available (rotating host) booking schedule.

4. All Hosts Available: Schedule meetings with multiple hosts,
accommodating one attendee per booking. Learn more about creating the
All Hosts Available (collective host) bookable schedule.

i. One-Off meeting: Host a meeting that falls outside your regular booking
schedule. Learn more about one-off meetings.


https://support.zoom.com/hc/en/article?id=zm_kb&sysparm_article=KB0073070
https://support.zoom.com/hc/en/article?id=zm_kb&sysparm_article=KB0073070
https://support.zoom.com/hc/en/article?id=zm_kb&sysparm_article=KB0073071
https://support.zoom.com/hc/en/article?id=zm_kb&sysparm_article=KB0073071
https://support.zoom.com/hc/en/article?id=zm_kb&sysparm_article=KB0057781
https://support.zoom.com/hc/en/article?id=zm_kb&sysparm_article=KB0057781
https://support.zoom.com/hc/en/article?id=zm_kb&sysparm_article=KB0057780
https://support.zoom.com/hc/en/article?id=zm_kb&sysparm_article=KB0057780
https://support.zoom.com/hc/en/article?id=zm_kb&sysparm_article=KB0057780
https://support.zoom.com/hc/en/article?id=zm_kb&sysparm_article=KB0073582
https://support.zoom.com/hc/en/article?id=zm_kb&sysparm_article=KB0073582

iii.  Availability poll: Create a one-time meeting after offering times for a vote. Learn
more about availability polls.
e After completing the schedule creation setup, click Finish to save this schedule.
When created, you will be provided with the link to this booking calendar, so that it can
be shared with others.

& Your schedule is now live

Connect with Ashley
(S Onetoone (O 30 mins O3 Zoom Meeting

Share your booking link

https://centralriversaea.zoom.us/zbook/ashley-samek/connect-wi

Customize

i.  (Optional) Under the booking link, select the Generate single-use link
checkbox.
When selected, this single-use link will expire after an attendee books an event
using this link. Unused links will appear as Pending in your Scheduled Events
tab.
e The booking link can be added to an email and email signature or you could make
it a QR code with QR Generator for presentations.

To ensure a meeting can be booked, your Google Calendar must not show
you as "Busy." If a calendar event is labeled "Free" a meeting can still be scheduled at that time.

For instance, if your Google Calendar shows "Virtual Services" or "Cedar Falls Office" events
scheduled for an entire day, update that to "free" to allow meetings to be booked during those times.


https://support.zoom.com/hc/en/article?id=zm_kb&sysparm_article=KB0073583
https://support.zoom.com/hc/en/article?id=zm_kb&sysparm_article=KB0073583
https://support.zoom.com/hc/en/article?id=zm_kb&sysparm_article=KB0058092#h_01GVHJW16BNB3C5PPCR7Y9C06H
https://qr.io/?gad_source=1&gad_campaignid=11398459434&gbraid=0AAAAAC6IOXIIgw6KEjqQK5qilHn2Zaj-C&gclid=CjwKCAjwu9fHBhAWEiwAzGRC_3FNrX58CV7eF5S4SnEmC61Roe8lyRvXXGaP_yoiKHRjU5e5SfarVxoCm50QAvD_BwE

x Virtual Service

e

(]

@ More actions -

Oct 20, 2025 8:00am to  4:45pm Oct 20, 2025  (GMT-05:00) Central Time - Chicage  Time zone
[ Allday  Weekly on Monday ~
Event details Find a time Guests
Add video conferencing ~ Add guests
Make it a Zoom Meetin 5 .
. {9 Suggested times
Add location
Guest permissions
Notification 10 minutes v X [C] Modify event
Add notification L
See guest list
Ashley Samek - -

n& a Zoom Attachment @

Free ~

Default visibility

Add description

-

=

@
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