
Scheduling/Sharing 
Meetings
● Scheduling a Meeting: Desktop
● Scheduling a Meeting: Web
● Scheduling a Meeting: Via Outlook
● ODU ITS Zoom Meeting Security (ITS Page)
● Obtaining Meeting URL/Invitation
● Sharing Meeting URL/Invitation

The Home icon will bring you to the Full Zoom Slide Deck.

https://www.odu.edu/ts/collaboration-tools/zoom/security
https://docs.google.com/presentation/d/1YOL1Em-4wjmQ80XdKgZFE1YJwdTYYBn0cuSG8aOZJfU/edit#slide=id.g6053474e3a_2_85


Scheduling a 
Meeting: 
Desktop

Return to Scheduling/Sharing 
Meetings Topic

https://docs.google.com/presentation/d/1YOL1Em-4wjmQ80XdKgZFE1YJwdTYYBn0cuSG8aOZJfU/edit#slide=id.g6053474e3a_2_85


Desktop 
Schedule a 
Meeting 
Page

Return to Scheduling/Sharing 
Meetings Topic

https://docs.google.com/presentation/d/1YOL1Em-4wjmQ80XdKgZFE1YJwdTYYBn0cuSG8aOZJfU/edit#slide=id.g6053474e3a_2_85


Scheduling a 
Meeting: 
Web

Return to Scheduling/Sharing 
Meetings Topic

https://docs.google.com/presentation/d/1YOL1Em-4wjmQ80XdKgZFE1YJwdTYYBn0cuSG8aOZJfU/edit#slide=id.g6053474e3a_2_85


Web
Schedule a 
Meeting 
Page

Return to Scheduling/Sharing 
Meetings Topic

https://docs.google.com/presentation/d/1YOL1Em-4wjmQ80XdKgZFE1YJwdTYYBn0cuSG8aOZJfU/edit#slide=id.g6053474e3a_2_85


Scheduling a 
Meeting: 
Via Outlook

If you have downloaded 
the Outlook add-in (PC 
only), you can create a 
Zoom meeting directly in 
Outlook.

Return to Scheduling/Sharing 
Meetings Topic

https://zoom.us/download
https://zoom.us/download
https://docs.google.com/presentation/d/1YOL1Em-4wjmQ80XdKgZFE1YJwdTYYBn0cuSG8aOZJfU/edit#slide=id.g6053474e3a_2_85


Obtaining 
Meeting 
Invitation
Desktop

1.From the “Meetings” tab of the 
Desktop Client, select the meeting you 
want the URL/Meeting Invite for

2.Select the “…”  (more) button for more 
options

3.Select “Copy Invitation”
●Full invitation copies from here, not 

just URL link

Return to Scheduling/Sharing 
Meetings Topic

https://docs.google.com/presentation/d/1YOL1Em-4wjmQ80XdKgZFE1YJwdTYYBn0cuSG8aOZJfU/edit#slide=id.g6053474e3a_2_85


Obtaining 
Meeting 
URL/ 
Invitation
Web - Part 1

1. From the ODU Zoom 
Website, select the 
“Meetings” tab

2. Select the meeting name 
to obtain the 
URL/meeting invite from 
the page that opens

Return to Scheduling/Sharing 
Meetings Topic

https://odu.zoom.us
https://odu.zoom.us
https://docs.google.com/presentation/d/1YOL1Em-4wjmQ80XdKgZFE1YJwdTYYBn0cuSG8aOZJfU/edit#slide=id.g6053474e3a_2_85


Obtaining 
Meeting 
URL/ 
Invitation
Web - Part 2

3. Copy either URL or 
select “Copy Invitation” 
on the right

Return to Scheduling/Sharing 
Meetings Topic

#
#
https://docs.google.com/presentation/d/1YOL1Em-4wjmQ80XdKgZFE1YJwdTYYBn0cuSG8aOZJfU/edit#slide=id.g6053474e3a_2_85


Sharing 
Meeting 
URL/ 
Invitation
Blackboard

Ways to Share Meeting URL/Invitation in Blackboard
(only required if not using Course Collaboration Tool (CCT))

● Create a Web Link
○ From Navigation Pane/Course Menu: Select “+” icon, select “Web 

Link,” enter name, past URL, select “Available to Users,” select 
“Submit”

○ From a Content Page, Learning Module, Lesson Plan, or Folder: 
Hover/Select “Build Content,” select “Web Link,” enter name, paste 
URL, select “Submit”

● Create an Announcement
○ Use descriptive text links not the URL (508 compliance)

■ Example: 
CLT 101 Office Hours Meeting Space

Not 
https://odu.zoom.us/j/99371362478?pwd=NksrRStwNk1GNn

ZXSUUrSHFIQXFjdz09

Return to Scheduling/Sharing 
Meetings Topic

https://help.blackboard.com/Learn/Instructor/Getting_Started/Navigate_Inside_a_Course#course-menu_OTP-2
https://help.blackboard.com/Learn/Instructor/Course_Content/Create_Content/Create_Course_Materials/Link_to_Websites
https://help.blackboard.com/Learn/Instructor/Interact/Announcements#create-an-announcement_OTP-1
https://help.blackboard.com/Learn/Instructor/Course_Content/Create_Content/Create_Course_Materials/Work_With_Text#add-links_OTP-8
https://odu.zoom.us/j/99371362478?pwd=NksrRStwNk1GNnZXSUUrSHFIQXFjdz09
https://odu.zoom.us/j/99371362478?pwd=NksrRStwNk1GNnZXSUUrSHFIQXFjdz09
https://odu.zoom.us/j/99371362478?pwd=NksrRStwNk1GNnZXSUUrSHFIQXFjdz09
#
#
https://docs.google.com/presentation/d/1YOL1Em-4wjmQ80XdKgZFE1YJwdTYYBn0cuSG8aOZJfU/edit#slide=id.g6053474e3a_2_85


Sharing 
Meeting 
URL/ 
Invitation
Email

Ways to Share Using Email Application
● Compose email and create descriptive text for meeting link 

(508 compliance)
○ Example:

If you have any questions pertaining to the content 
this week, join the CLT 101 Office Hours Meeting 
Space on Tuesday or Thursday from 2:00-3:00pm.

Not 
https://odu.zoom.us/j/99371362478?pwd=NksrRStw
Nk1GNnZXSUUrSHFIQXFjdz09

● Calendar Invite from Email Application
○ Paste Meeting Invitation
○ Create descriptive text link for meeting link (see above)

Return to Scheduling/Sharing 
Meetings Topic

https://odu.zoom.us/j/99371362478?pwd=NksrRStwNk1GNnZXSUUrSHFIQXFjdz09
https://odu.zoom.us/j/99371362478?pwd=NksrRStwNk1GNnZXSUUrSHFIQXFjdz09
https://odu.zoom.us/j/99371362478?pwd=NksrRStwNk1GNnZXSUUrSHFIQXFjdz09
https://odu.zoom.us/j/99371362478?pwd=NksrRStwNk1GNnZXSUUrSHFIQXFjdz09
#
#
https://docs.google.com/presentation/d/1YOL1Em-4wjmQ80XdKgZFE1YJwdTYYBn0cuSG8aOZJfU/edit#slide=id.g6053474e3a_2_85

