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How to Schedule, and Start a Zoom Webinar 

 
 

1. Click on Webinars under “ZOOM” and click on “Schedule a Webinar”. 
 
 

 
 

You may see this screen with other browsers like Internet Explorer or Safari. 
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2. When you click on “Schedule a Webinar“ the main page will appear.  It shows the User, the Topic, and 
the Description of your Webinar.  It has a Calendar below can let you change time, date, etc. 
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3. Scroll down further to enter password.  Choose any video or audio options for the webinar.  You can 
also enable Q&A, Practice Sessions, and Require Authentication for certain instances. You can also 
record and approve/block the location of viewers of the locations you want.  Click on “Schedule” below 
to create a webinar and have it placed into “My Webinars”. 
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4. Once you have the webinar scheduled, you can now start, edit, or save the webinar as a template for 

future webinars. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



535 Albany Street, Boston MA 02118 US 
Phone 617.625.1200 Fax 617.625.1201 

www.ctsboston.com 
 
 

C T S B o s t o n  
Bandwidth & Beyond  5 | P a g e  

5. After you make the necessary changes in that info, scroll to the bottom to add in Panelists, Invite 
Attendees, and set any type of registration settings.  You can copy the invite link or send it directly to 
email so you can forward the invite.  If you have the Zoom outlook plug in you can add this webinar to 
your outlook calendar and modify time, date, attendees from outlook.   Click on “Outlook Calendar” to 
add it manually with no plug in.  You will need your outlook open. 
 
 

 
 
 

 
 

 
 
 
 
 
 
 
 
 

6. You can modify the registration requirements in the email sent for the Webinar.  Look at the menu 
below to see the different requirements for registration.  You can also create your own questions to be 
sent out in the email to viewers.  Always click “Save All” after you are complete. 
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7. Click “Save All” after your click on the registration settings to set up “automatic” versus “manually”. 
Have viewers receive auto generate email or be screened before an email is sent. 
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8. Click on Branding to modify the title, create a banner and logo for viewers to see in the webinar. You 
must upload a GIF, JPG/JPEG file only from your desktop for the banner and logo. 
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9.  Click on “Polls/Surveys” and you will be brought to this page.  Enter in a title for a poll, set to 
anonymous if you want and even add in your own questions. 
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10. Click on Q&A to set up the configurations for this feature.  This will allow you to manage the viewer 
questions by making them anonymous, or view questions by a certain requirement only.  

 
 

 
 
 
 
 

 
11.     Click on more to see the final option for scheduling a webinar.  This option allows you to integrate 

third party app into the webinar for live streaming, prospecting or create a message when webinar is at 
capacity.  
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12.     When you are done you can either start the webinar from the Zoom website, or you can go to 
outlook and click on “My Webinar” if you have added it to your calendar using the Zoom outlook 
plugin.  

 

 
 
 

13.  Click on the blue URL to join the webinar from Outlook. 

 
 
 
 

14. If you are in your account in the Zoom App, then click “Start” under your main profile page.    
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15.  When you join the "Webinar” your name will appear at the top. You can see the Q & A, Polls and 
Other Options on the bottom.  
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16.    To invite more people during the Webinar, click on “Participants” and then click “Invite.”  

 
 

 
 
 

17. While in the webinar you have three options for sending invitations to choose from.  Contacts, Email 
and Phone. 
 
Contacts:  Click on any of your Zoom contacts to send out an Invite.  
 
 
Email:  Send an invite via a third-party email method:  
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Phone:  Lets you pick a name and phone number and make a phone call as the invitation.  The viewers 
call will appear connecting them to the audio over the phone.  
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18.  To stream the event live you can click on “More” and you can set up a Facebook or You tube stream 

for your Webinar.   Before you can use this option, you must first contact Facebook or YouTube and set 
up an account for livestreaming. This can take 24 hours due to Internet Content restrictions.  Please 
plan if you plan to live stream to one of these two platforms. 

 
 

 
 
 

 
 


