
How to Set-Up Meeting 
Rooms in Zoom



First, let’s set up your Zoom 
settings for meeting rooms.



1. Open Zoom.

2. Click your Profile Icon in 
the top right to open up a 
tab of options. 

(I have a profile picture, 
but the default will be your 
initials.)

3. Click Settings.



Click View More 
Settings at the bottom 

of the screen.



When this page opens, it should default to Settings. 
If not, click Settings.

Then click In Meeting (Advanced).



This option allows us to remove students from our meeting room after their appointment while 
still allowing them to rejoin the waiting room if they need to see us again. More on this later!

Activated settings will turn blue.



Once you activate the Waiting 
Room option, these additional 
options will appear.







Keep it short and sweet! You only have 64 characters.





One last setting! Select the Profile option in your Zoom settings 
screen.

Then click the 
edit button 
below to change 
your Personal 
Meeting ID.



Don’t forget to click Save Changes!



Good work! Let’s try it out.



Open Zoom.

Click the Meetings 
button at the top 
of the screen.













Okay, let’s start our meeting.





When the student joins your Personal Meeting Room, they will automatically enter 
the Waiting Room and see the message you chose in your settings.



If you click See Waiting Room, the Participants 
window will open on the right side of your screen.

You will see everyone currently in the waiting 
room in this window. Click Admit to allow a 
student to join your meeting.

Note: you can send a chat message to the Waiting 
Room, but it will go to EVERYONE in the Waiting 
Room. You cannot individually message people if 
they are in the Waiting Room.



Admit a student to begin your appointment.

At the end of the appointment, open the 
Participants window. Right-click the student’s 
name, then select Remove. This will remove them 
from the meeting so that you can begin your next 
appointment.

The student can use your Personal Meeting ID to 
request access to the room again, but you will 
have the ability to put them into the Waiting 
Room or Admit them right away (see previous 
slide).




