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STUDENT OFFICERS  

HOW TO SCHEDULE A MEETING WITH ZOOM 
 

1. Login on zoom with the account that was created for you. 
2. Click on Schedule a Meeting 

 



 

In the Schedule Meeting screen, you need to focus on the 
following fields. 
- Topic: Type the topic of the meeting “Session…” (description is optional) 
- Recurring meeting: If you click this feature, you can create one meeting 
for all the sessions. You will share the same link and the same password 
with the delegates through the web app. 
- Security/Password: click this feature, to keep it private. 
- Waiting room: unselect this feature so the user will be able to enter the 
room without you having to authorize the visitors one by one. 
- Select video ON for participants and host. 
Audio telephone and computer audio 
Calendar. Choose the one you use for zoom to add in. 

 
Advance options: 
-Enable. Allow participants to join anytime. 
-Enable. Mute all participants upon entry 
-Alternative host if you are the chair, you can enter the deputy chair 
and vice versa. We advise you to do this.  

 

 



 

3. –Open your calendar to open the meeting. 
 

 

 

 
4. Polling system: To use this system in your committee, you will have to 

prepare the questions in advance to have them at your disposal during the 
debate. Click on it and a new screen will open where you can add a 
question and the possible answering options. 

 
 

5. Example> first question could be to vote on the amendment 
Type in the first field e.g.: AMENDMENT 
Vote on the amendment 
-For 



 

-Against 
-Abstain 

 
Save the question! 

 
6. On the zoom screen go to poll and click edit, it will open again the screen 

and you will have to repeat the process 
Type in the first field e.g., RESOLUTION 
Vote on the resolution 
-For 
-Against 
-Abstain 

 
Save the question! 
You will be able to access the polling system during the session 
and share the results with the audience 

 
7. Chat function: click on the chat function in the bottom menu of zoom 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
On the right side you will get the chat panel, in the corner click on the … > 
a menu appears 
Participants can chat with: 
Select: Host only. /Co-Host 

 
8.  Once you finish with the preparations you must copy the link and 

password into the web app for the Delegates of your committee to see it. 
 

9. Open the web app and click on setting sessions in your “My THIMUN” area 



 

 

 
 

10.  Paste the same zoom link to the sessions if you choose recurrent event 
feature. 

11. Paste the password 
12.  Resolutions to debate you can leave empty or fill it at any time. 

it will help the delegates to prepare for the sessions. 


