
Zoom Privacy Options: Require A Password

1. Open your internet browser and go to https://www.zoom.us/ .

2. Sign in.

https://www.zoom.us/


3. Go to the Personal tab on the left side of the webpage.

4. Select Settings.



5. Go to the Meeting tab.

6. Select Schedule Meeting under the Meeting tab.



8. 

7. Scroll down until

you see the

password

settings.

Make sure the 

password buttons 

are switched on 

blue. 



9. After requiring meeting passwords under your settings, passwords will be computer generated automatically. To

create your own password for a meeting, click on the Schedule A Meeting tab at the top of the webpage. Note– 

This is different than the “Schedule A Meeting” tab under Settings. 

10. Under Meeting Options, check the Require meeting password box. Passwords will be created

automatically, but you can delete it and create your own by clicking on the text box. 



11. Scroll down and click Save. This schedules a meeting and creates the password for that meeting only.

https://zoom.us/meeting/example 

12. Once the meeting is created by clicking Save, you can scroll up the page to click Copy the invitation and share

the password with meeting attendees. 



13. After clicking “Copy the invitation”, a box with the meeting information will pop up (this example box is blurred

for security). Click Copy Meeting Invitation to paste in an email to send to attendees. 

Password Settings Completed



Limit Who Joins Your Zoom Call: Enable the Waiting Room

1. After you sign in to your account, Go to the Personal tab on the left

side of the webpage. 

2. Select Settings.



3. Go to the Meeting tab.

4. Select In Meeting (Advanced) under the

Meeting tab. 



5. Scroll down until

you see the

Waiting Room

option.

6. Make sure the

button is switched

on blue.

Waiting Room Settings Completed
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