ZOOM

STAFF AND FACULTY
Job Aid

CUSTOMIZING PERSONAL MEETING ID

For ad hoc meetings or informal video chats, you may want to customize your Personal Meeting ID.
Individuals can type this number into Zoom to link directly to your personal meeting room. As a best
practice, some people prefer to edit their Personal Meeting ID to make it the same as their primary work

phone number.

Please Note:

If you are communicating with students or hosting a virtual class, then use the Generated Meeting ID and a
password to avoid unwanted participants instead of your Personal Meeting ID.

1. Click your initials on the menu bar

L] Search /ﬁ
Home chat Medtings  Contacts
]

2. From the menu, click My Profile

Your profile will open in your default web browser.

Help
Check for Updates

About Zoom

Switch to Portrait View

3. Under the Personal Meeting ID section, you will
see your Personal Meeting ID and your Personal
Meeting ID link (below your Personal Meeting ID)

Personal Meeting ID Edit

718-232-7434 _

https:#csub.zoom.us/j/ 7182327434

Use this ID for instant meetings

4. Click Edit

Personal Meeting ID

718-232-7434

https:#csub.zoom.us/j/ 7182327434

Use this ID for instant meetings

5. Perform the following steps:

¢ Inthe box, enter your phone number (it will
automatically add the dashes)

o Check Use Personal Meeting ID for instant
meetings

¢ Click Save Changes

Personal Meeting ID
661-555-1212
92] Use Personal Meeting ID for instant meetings

e Save Changes Cancel

6. Your changes will show.

You can copy and paste the link in your emails or
other documents.

Personal Meeting ID 661-555-1212

( https:/fcsub.zoom.us/|/ 6615551212 )

+ Use this ID for instant meetings

For more information, please visit CSUB Zoom
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