How to Set Up a Registration-Controlled Zoom Meeting

It is easy to invite people to a Zoom meeting; simply send them an invitation link. For example, I'll email
a Zoom link to a group of about 10 people, all known, for our Book Lovers SIG.

But what if you have a presentation, such as our Theodore Talks, that may reach a hundred people or
more? In this case you might want to consider requiring people to register to attend the presentation.

This document will guide you on how to set up the registration process for a Zoom meeting. By doing so
you will know in advance how many might attend the meeting, their names and email addresses, as well
as their Mensa chapter and from where they will be attending.

First, know that registration is not available for organizations using a free (Basic) Zoom account. One
must have a license for the Pro version, which allows up to 100 participants per meeting, and meetings
that can last longer than 40 minutes. Mid-America Mensa was able to use funding provided by our RVC

to purchase a Pro license.

To schedule a meeting, log in to your Zoom account. Begin by selecting Schedule a Meeting.
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PERSONAL
When you join meetings and webinars hosted on Zoom, your profile information, including your name and profile picture, may
o, e visible to other participants. Your name and email acdlress will slso be visible to the account owner and host when you join
meetings or webinars on their account while you're signed in. The account owner and others in the meeting can share this

Meetings information with apps and others.

n

Enter the meeting title and description. Select a date and time for your presentation, as well as the
duration. The key here is to make sure the Registration box is selected.

Schedule Meeting

Topic Martin Luther King: Folowing the Dream

"I Have a2 Dream” is a public speech that was delivered by American civil
rights activist and Baptist minister, Martin Luther King Jr. during the £
March on Washington for Jobs and Freedom on August 28, 1963. In the
speech, King called for civil and economic rights and an end to racism in

When 01/17/2022 07:00 v PM
Duration 1 ¥ hr| O ¥ | min
Time Zone (GMT-6:00) Central Time (US and Canada) v

Recurring meeting

Registration Required

Save Cancel




Other options to select include automatically generating a meeting ID along with Passcode. Selecting
Waiting Room will not allow an attendee to enter the presentation until approved by the meeting host.

If you select Require Authentication to Join, the person registering for the meeting must have a Zoom
account associated with the email they are using to register. This can be a free account.

Selecting Video on for Host will allow you to greet your audience and introduce your speaker before
transferring screen control. Participants should not have their video enabled.

Registration Required

Meeting ID O Generate Automatically Personal Meeting ID 905 1756 6819
Template v
Security Passcode B79906

Only users who have the invite link or passcode can join the meeting
Waiting Room

Only users admitted by the host can join the meeting

Require authentication to join

Video Host O on off

Participant on O off

Save Cancel

Allow your attendees to listen to the presentation using either their phone or device.

Select Show Options to mute participants by default as they join the call. | also like to record the
presentation, making it available for viewing at a later date for those that missed the live presentation.

Video Host O on off
Participant on O off
Audio Telephone Computer Audio O Both

Dial from United States g

Options Hide
Allow participants to join anytime

Mute participants upon entry (¥

Automatically record meeting On the local computer O In the cloud

Approve or block entry to users from specific regions/countries

Alternative Hosts

Allow alternative hosts to add or edit polls (i

Save Cancel

Select Save. This will expand the meeting screen to make available Registration Options.



Edit Delete Save as Template
Want to invite view-only participants or broadcast the event to up to 10000 participants? Convert this Meeting to a Webinar

Registration Email Settings Branding Polls

Registrants: 0 View

Automatically Approved _—9

Send an email to host
Close registration after meeting date
Allow registrants to join from multiple devices

Show social share buttons on registration page

Select Edit. A popup screen will appear.

Registration

Registration Questions Custom Questions

Approval
@ Automatically Approve
Registrants will automatically receive information on how to join the meeting.
@ Manually Approve

The organizer must approve registrants before they receive information on how
to join the meeting.

Notification

[ Send an email to host when someone registers

Other options
Close registration after event date
[ Restrict number of registrants
Allow attendees to join from multiple devices

Show social share buttons on registration page

Here you are given the option to automatically approve registration, or require manual approval by the
meeting administrator. As organizer | like to be notified by email when someone registers for the
presentation.

Next select the Questions tab. A new popup screen will appear, containing a list of questions you can
require the applicant to answer as part of the meeting registration process.

By default the applicant must provide a first name and email address. In this example | have also Last
Name, City and State. There are numerous other questions that can be added to the registration

application.



Registration
Registration Questions Custom Questions
Add Registration Fields
First Name and Email Address required.
] Field [F] Required
Last Name
=] Address =]
City
= Country/Region ]
=] Zip/Postal Code =]
State/Province
B Phone B
= Industry ]
B Organization B
] Job Title ]

Finally, select Custom Questions. Use this to create your own question that will appear on the
registration form. Anticipating members joining from several different regions, | have asked that the
applicant provide their Mensa Chapter.

Registration

Registration Questions Custom Questions

Create Your Own Question

You are prohibited from soliciting confidential personal information (such as credit card
information or social security numbers) in your registration questions.

Type @ Short Answer @) Single answer
Required
Question

‘ What is your Mensa chapter?|

Select Create, then Save All. You will be returned to the meeting setup screen, where there are a few
additional options you can use.

Registration Email Settings Branding Polls

Same as recipients' default language @ Edit
Zoom@mamensa.org Edit

Send upon registration Send me a preview email Edit




Email Settings allows you to choose the email address registrants will use if they have any questions.

Select Confirmation Email to inform the applicant that their meeting registration has been accepted.
You can preview what this email will look like.

Although it is not necessary, you can also customize your invitation page, registration page, and email
invitation to the meeting by including a logo. In this case | am using the Mensa logo.

Registration Email Settings Branding Polls

Banner Your banner is displayed at the top of your invitation page

Image requirements:
« GIF JPG/IPEG or 24-bit PNG

« The suggested dimensions: 640

+ The maximum dimensions: 1280px by 400px

Loge Your logo is displayed on the right side of the meeting topic on your invitation page, registration page
and in the email invitation to the meeting

Delete Add Description

Image requirements:
« JPG/IPEG or 24-bit PNG
« The suggested dimensio
« The maximum dimensio

That’s it! You’re done!

Scroll back up the meeting setup page until you see the Registration Link.
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y Meetings Manage "Martin Luther King: Folowing the Dream”

Start this Meeting
Martin Luther King: Folowing the Dream
Description "l Have a Dream” is a public speech that was delivered by American civil rights activist and Bapfist minister,

Martin Luther King Jr., during the March on Washington for Jobs and Freedom on August 28, 1963. In the
speech, King called for civil and economic rights and an end to racism in the United States

ne Jan 17, 2022 07:00 PM Central Time (US and Canada)

Add to ‘ m Google Calendar | [ ﬂ: Qutlook Calendar (ics) ] [ e‘f-:—h::o Calendar ]

Meeting ID 817 4464 9804

Security » Passcode T Show » Waiting Room

Require authentication to join

https:/usDéweb.zoom.us/meeting/register/tZU ke-2ugjliGtDheoiGé_L_n3beKH3XIroA & Copy Invitation

Video Host On

Participant off
Audio Telephone and Computer Audio °
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Click on the link itself to see what the meeting invitation will look like. A new web page will appear,
showing you how the registration page will appear to the applicant. They are presented with the
required question fields.

Meeting Registration

£ |3 ]in{a]

Topke Martin Luther King: Folowing the Dream
Description
Tine
First Name* Lasthame®
Brad Lucht

Upon clicking on the Registration button an email will be sent to the applicant with the meeting
summary, along with instructions on how to join the meeting.

Meeting Registration Approved

Topic Martin Luther King: Folowing the Dream

Description "l Hawve a Dream” is a public speech that was delivered by American civil
rights activist and Baptist minister, Martin Luther King Jr.. during the March
on Washington for Jobs and Freedom on August 28, 1963. In the speech,
King called for civil and economic rights and an end to racism in the United »

e
States. (‘
'\_,_l,,’

Time Jan 17, 2022 07:00 PM in Central Time (US and Canada)

& Add to calendar ~

Meeting ID: 819 4464 9804

To Join the Meeting
Join from a PC, Mac, iPad, iPhone or Android device:
Please click this URL to join. https: /us06web zoom.us/w/819446498042tk=rT3HcAI-

7BATKcXORaD58zbNglCz4KeEsleeNRj3hRQ.DQMAAAATFEgETBZBZTInVhhgZ1JaZWMtR2xCallMaDN
AAAAASpwd=bDExXNzItWHREdHhaZ1dVOXNJOFBIdz0?

To Cancel This Registration

You can cancel your registration at any time.

Congratulations. You have successfully completed setting up a Zoom meeting registration!



