
Murrow College Zoom Guide for Faculty and Staff 

What is Zoom?

Zoom is an app that can be used for video and audio conferencing, collaboration, 

chat, and webinars across mobile devices, desktops, telephones, and room 

systems. All WSU staff, faculty and students are able to utilize Zoom for free 

through the University’s plan. Zoom can be accessed with your WSU network log-

in.  

How can I use Zoom? 

Zoom can be used in a variety of ways. One of the easiest and most used ways is a 

simple virtual meeting between two or more individuals. Here are a few different 

options for setting up a simple virtual meeting through Zoom:  

1. Through your Outlook Calendar:

 Any meeting can be made into a zoom meeting when you are creating the 

invitation in your outlook calendar by selecting the option “Schedule a Zoom 

Meeting”. If you do not have this option on your Outlook Calendar, it means 

that you do not have the Zoom Client or the Zoom Outlook Plug-In 

downloaded and installed. Contact your IT department for assistance.



This is the pop up you should see when you click the above option. Ensure 

video is “on” for host and participants if you would like video and audio. 

Select “Continue” 

This is the next screen that will be brought up. After you select recipients for 

the invitation, you will be able to send it out. Easy as that!  



2. Through the Zoom App:

If you do not have the Zoom Client downloaded on your computer, you can

follow this link for download instructions. There are different download

options for each system (Windows, Mac, IOS, Android, etc.)

Inside the app, you will see these four icons. Each one has a different

feature.

3. Through the Zoom Web Client:

Another way to create zoom meetings is through the Zoom Web Client. This

can be accessed at wsu.zoom.us. This is the best way to create meetings if

you plan on doing more than a simple zoom meeting (adding break-out

sessions, enabling a waiting room feature, hosting a webinar, etc.) We will

come back to those features later in the guide.

“New Meeting” – Select this 

option to automatically host a new 

meeting right this moment.  

“Join” – Select this option to join a 

meeting that is already starting or 

just about to start. You will need 

the meeting ID to join.  

“Schedule” – This is how you can 

schedule meetings that will be 

happening in the future and send 

out invitations.  

“Share Screen” – Share your 

screen to a meeting in progress 

(you will need the Meeting ID) 

https://support.zoom.us/hc/en-us/articles/207373866-Zoom-Installers
wsu.zoom.us


Start by logging into your account by selecting “Sign in”. You will sign in 

with your WSU credentials.    

You will see this page when you log in, detailing your personal Information. 

Select “Meetings” on the sidebar.  

Here is where all of your upcoming meetings will be listed. Select “Schedule 

a New Meeting” 

Similar to the Zoom App, you 

can also join an in-progress 

meeting (“Join”) or host a 

meeting that will begin at 

that moment (“Host”). 

To schedule any future 

meetings, view meetings you 

have scheduled, or to adjust 

your account settings, you 

will have to select the “Sign 

in” option.  



This is the screen for setting up your new meeting 

Title your meeting and enter a 

description 

Set a time for your meeting and 

determine how long it will last  

Check here if you would like to 

make this a reoccurring meeting. 

Select “on” for both Host and 

Participant if they will be using 

their webcams.  

Select “Enable join before host” if 

you would like participates to be 

able to join the meeting before 

you.  

Select “Enable waiting room” if 

you would like to admit 

participants into the meeting 

manually, one at a time.  

You will not be able to have both 

“Enable join before host” and 

“enable waiting room” selected 

when you save you meeting.  



Once you hit “Save” on your meeting, you will be brought to this screen. This page 

has every detail about your meeting that you saved. You can use the “edit this 

meeting” option at the bottom if you need to make any changes or adjustments. 

1. Use this button or the one at the bottom to start your meeting now,

instead of at the time you had listed originally.

2. Use any of the “add to” buttons to create an invite to add directly to a

Google, Outlook, or Yahoo calendar.

3. This 9-digit code is your meeting ID. If you want participants to be able to

join your meeting, they will need to have this code or the URL. This code is

automatically included in the invites from #2.

1 

2 

3 

4 

5 

6 



4. This is your unique URL web address for your meeting. If a participant is

joining from the web client, this URL will add them directly to the meeting.

Participants will need either this or the meeting ID to access the meeting.

5. To delete this meeting, or save this meeting as a template, you will use one

of these options. Deleting a meeting will not remove any invites already

sent out, you will need to do that directly through your calendar. If you

save this meeting as a template, you can use the same settings for other

future meetings.

6. If you click “copy the invitation”, you will get a pop-up with all the

information someone would need to connect to the meeting through any

method of choice. You can copy and paste this into a more personalized

invitation or email.



What other capabilities does Zoom have? 

Apart from a simple virtual meeting, Zoom offers a few other features to assist 

with virtual gatherings. In order to enable these features, you will need to log-in 

to wsu.zoom.us with your WSU credentials and go to “settings” on the left hand 

side. Under the “Meeting” tab in settings, you will see the following options.  

Waiting room: 

In order to enable the waiting room feature in your Zoom meeting, you will need 

to adjust your settings under “In Meeting (Advanced)”. You can determine if this 

will apply to all participants, or guest users who are not a part of WSU or who 

have no signed in.   

To create a custom waiting room screen, click on the pencil. 

It is recommended that you take 

some time to configure your 

“Schedule Meeting”, “In Meeting 

(Basic)” and “Email Notification” 

settings to fit your personal needs. 

Each item has a description 

underneath detailing what it does.  

To enable other features, click on 

or scroll down to “In Meeting 

(Advanced)” 

wsu.zoom.us


Once you have activated the ability to schedule meetings with a waiting room in 

your account settings, you will now have the option to enable a waiting room 

under “meeting options” when you schedule. Note: you will not be able to have 

“join before host” and “waiting room” enabled at the same time.  

Below is the standard waiting room your participants will see when they join. You 

can customize this with your own personal message and image.  

While inside the Zoom call, the meeting host can place participants into a waiting 

room and admit them into the meeting whenever they wish. To do so, click on 

“Manage Participants”



Click “more” at the bottom of the participants’ window and select “Put attendee 

in waiting room on entry” to place them into the waiting room when they join, or 

“Put in waiting room” if they are already in the meeting.  

To admit participants into a meeting, select “manage participants” and click 

“admit” to have the participant join the meeting.  

You can click this link for more information on waiting rooms if you need 

assistance or have further questions.  

Breakout Rooms: 

Breakout rooms allow you to split your zoom meeting in up to 50 separate 

sessions. The meeting host can choose to split participants of the meeting into 

these separate sessions automatically or manually, and can switch between 

sessions at any time.  

To enable breakout rooms, make sure the option is toggled in your “In Meeting 

(Advanced)” settings.  

https://support.zoom.us/hc/en-us/articles/115000332726-Waiting-Room


You can either create a breakout room while in the meeting, or you can pre-assign 

participants to breakout rooms when you schedule the meeting (like below).  

Creating break out rooms and assigning participants ahead of time is probably the 

best and easiest option.  



If you did not create and assign break out rooms ahead of time, you can still 

create breakout rooms while in a zoom meeting. Start by clicking “Breakout 

Rooms” at the bottom of your screen.  

Next, select the number of rooms you would like to create, and how you would 

like to assign your participants to those rooms: Automatically: Zoom will split 

your participants for you or Manually: you can choose which participants you 

would like in each room.  

Once you select “create rooms”, your rooms will be made, but will not start 

automatically. At this point you will be able to adjust your breakout room 

settings. Select “Options” 
Move all participants into breakout rooms 

automatically: Checking this option will move all 

participants into the breakout rooms automatically. If 

this option is unchecked, the participants will need to 

click Join to be added to the breakout room. 

Allow participants to return to the main session at any 

time: If this option is checked, the participants can 

move back to the main session from their meeting 

controls. If this is disabled, they need to wait for the 

host to end the breakout rooms. 

Breakout rooms close automatically after x minutes: If 

this option is checked, the breakout rooms will 

automatically end after the configured time. 

Notify me when the time is up: If this option is 

checked, the host will be notified when the breakout 

room time is up. 

Countdown after closing breakout rooms: If this option 

is checked, the participants will be given a countdown 

of how much time they have left before being returned 

to the main room. 



To assign participants to your rooms, select “assign” next to the room you wish to 

assign participants to and select who you would like to have join that room. 

Repeat this step for each room you have created.  

After manually or automatically assigning participants to rooms, you can 

rearrange the participants. You can either move them to a room using the “move 

to” option or exchange them with another participant with the “exchange” 

option.  

Once all participants have been assigned to their rooms, you can select the “Open 

All Rooms” option. Note: participants not assigned to break out rooms will remain 

in the main meeting room. Once you start the break our rooms, all participants 

will be moved to their respective rooms after confirming the prompt to join their 

breakout session. The host will be left in the main meeting, but can manually join 

any breakout session. Participants will see the following message: 



While break out rooms are in progress, this will be your view as the “host”. 

Participants in breakout rooms will be able to ask the host to enter their meeting 

by clicking “Ask for Help” 

The host will be prompted to join the room where the request originated from. 

Clock “Join Breakout Room” to join the room.  

Join: Join the breakout room. 

Leave: Leave the room and 

return to the main meeting 

(only shows when in a 

breakout room). 

Close All Rooms: Stops all 

rooms after a 60 second 

countdown, shown to the 

host and participants, and 

returns all participants back 

to the main meeting 



If you are the host and would like to broadcast a message to all breakout rooms, 

you can do so by selecting “Breakout Rooms” at the bottom of your screen.  

Next, select “Broadcast a message to all”, enter your message and click 

“Broadcast” 

This message will now appear for all participants in breakout rooms. 



Scheduling Zoom Meetings for others: 

Because Zoom does not allow you to be the “host” of more than one meeting 

happening at the same time, you might run into some issues if you are scheduling 

Zoom meetings for multiple people.  

One useful way around this issue is to have those who you will be scheduling for 

frequently give you scheduling permissions for them on their Zoom account.  

If you make your way back to your meeting settings at wsu.zoom.us, you can find 

“Schedule Privilege” options at the bottom of the page.  

Send the following steps below to the person you are requesting scheduling 

access for: 

1. Go to wsu.zoom.us and select the “Sign in” option. Log in with your WSU

credentials

2. On the left hand side of the screen, select “Settings”

3. Scroll all the way down to the bottom where you will see the section

labeled “Schedule Privilege”.

4. Select the “+” next to “Assign scheduling privilege to” and type in my email

address

5. Select “Assign”

wsu.zoom.us


Once you are able to schedule on behalf of someone, you will find a new option 

available to you when you set-up a new meeting through the online client.  

Meetings that you schedule for other people will send them an email about the 

creation of the meeting. They will also still show up under “My Meetings” but 

with a note underneath detailing who the “host” is.  

Zoom Bombing 

Zoom bombing is a relatively new concept that has become prominent during the 

covid-19 pandemic. Once working and schooling moved to an online format, and 

Zoom because a necessary tool, it became a target for mischievous or malicious 

entities. Zoom bombing is when people or groups outside of your organization or 

invite gain access to your zoom meeting while it is in progress.  

The best way to prevent these gate-crashers from Zoom bombing your meeting is 

to choose the setting “Only authenticated users can join” when you are creating 

your Zoom meeting. This makes it so that only users with a Zoom account can join 

the meeting, which everyone in WSU has.  

The waiting room feature will also make it so these users cannot join the meeting 

without host approval.  



How can I prevent Zoom bombs in an in-progress meeting? 

Once all invited participants are in your meeting, you can lock it from having 

anyone else join! In the meeting, click Participants at the bottom of your Zoom 

window. In the Participants pop-up, click the button that says Lock Meeting. 

What to do if someone zoom bombs an in-progress meeting?  

The meeting host can disable them from sharing their screen, video, or audio 

and/or have them removed. From that Participants menu, you can mouse over a 

participant’s name, and several options will appear, including Remove. Click that 

to kick someone out of the meeting. 

This guide has gone over the most common ways you will likely use Zoom in your 

position. If you have any further questions or would like more step-by-step 

guides, visit the Zoom Help Center. Through this site, you will be able to attend 

live trainings, contact Zoom support, or watch more in-depth videos of the topics 

we covered above and more.  

https://support.zoom.us/hc/en-us

