
Navigate to: https://virginiatech.zoom.us/

Click “Sign In”

Log in with your PID and Password

Click “Settings” on the left hand-side men

Navigate to Settings1.

Click the + beside “Assign scheduling privilege 

to”.

In the pop up, type the email address of the 

person you’d like to give permission to and click 

“Assign”.

Change Your Settings:2.

More Zoom Tips: https://bams.vt.edu/zoom

Note: Assigning scheduling privilege 

enables the scheduler to organize meetings 

on your behalf. The scheduled meeting will 

inherit your meeting settings and you will 

automatically be the host of the meeting. 

The scheduler will be able to see all of your 

scheduled meetings.

Change your Zoom Settings to enable others to schedule meetings on your behalf. 

Assigning Scheduling 
Privileges in Zoom



Navigate to: https://virginiatech.zoom.us/

Click “Sign In”

Log in with your PID and Password

Click “Meetings” on the left hand-side menu

Select “Schedule a New Meeting”

Set up your meeting details by entering the 

topic, date, time, etc.

Scroll down to “Schedule For”.  Select the 

person you’re scheduling for from the drop 

down list. The meeting options will now inherit 

their Zoom settings.

Set the Meeting Purpose.

Assign alternative hosts if desired to give 

another co-host ability for the meeting.

Select “Save”

Schedule a New Meetings1.

Set Up the Meeting2.

Schedule For...3.

Alternative Hosts4.

ONCE YOU’VE BEEN GIVEN 
SCHEDULING PRIVILEGE:

More Zoom Tips: https://bams.vt.edu/zoom


