How to Enable Waiting Room on Zoom

Overview

The Waiting Room feature allows the host to control when a participant joins the
meeting. As the meeting host, you can admit attendees one by one or hold all attendees
in the waiting room and admit them all at once. You can send all participants to the
waiting room when joining your meeting or only guests, participants who are not on your
Zoom account or are not signed in.

Participants will see the following screen when joining a meeting with Waiting Room
enabled:

Please wait, the meeting host will let you in soon.

Molly Parker's Personal Meeting Room

You can also customize the waiting room screen with your own logo, title and
description.



Note:

e If the Waiting Room option is enabled, join before host will not work for that
meeting.

e \Webinars do not support Waiting Room. Use a webinar practice session as an
alternative.

This article covers:

e Enabling Waiting Room
Account
Group
User
Individual meeting
o All meetings with your personal meeting ID (PMI)
e Using Waiting Room
e Customizing the Waiting Room

o O O O

Prerequisites

Using Waiting Room

e Zoom Desktop Client
o Windows: 4.6.2 or higher
o macOS: 4.6.2 or higher
o Linux: 2.0.87130.0317 or higher
e Zoom Mobile App
o Android: 4.0.21432.0116 or higher
o i08S: 4.0.21521.0116 or higher

Customizing Waiting Room
e Licensed user
Enabling Waiting Room

Account

To enable Waiting Room for all users in the account:


https://support.zoom.us/hc/en-us/articles/202828525
https://support.zoom.us/hc/en-us/articles/202828525
https://support.zoom.us/hc/en-us/articles/206316975
https://support.zoom.us/hc/en-us/articles/206316975
https://support.zoom.us/hc/en-us/articles/115000332726-Waiting-Room#h_3f9ffa2e-6735-4da1-b56c-c9518f2fd57b
https://support.zoom.us/hc/en-us/articles/115000332726-Waiting-Room#h_25d8faf1-06f3-470c-a8f0-f73b7bd0e2f5
https://support.zoom.us/hc/en-us/articles/115000332726-Waiting-Room#h_cc1eaa89-cdc1-41de-9f6d-337e7773cd6a
https://support.zoom.us/hc/en-us/articles/115000332726-Waiting-Room#h_e1a4d8f7-b35d-4164-80b5-c94ae00f0cb4
https://support.zoom.us/hc/en-us/articles/115000332726-Waiting-Room#h_43744903-a4bb-438f-b39a-f10c3df84b04
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https://support.zoom.us/hc/en-us/articles/115000332726-Waiting-Room#h_11875115-ac6e-491b-a594-548058954ad2

1. Sign in to the Zoom web portal as an administrator with the privilege to edit
account settings.

2. In the navigation menu, click Account Management then Account Settings.

3. Navigate to the Waiting Room option on the Meeting tab and verify that the
setting is enabled.
Note: If the setting is disabled, click the Status toggle to enable it. If a
verification dialog displays, choose Turn On to verify the change.
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Attendees cannot join a meeting until 2 host admits them individually
from the waiting room. If Waiting room is enabled, the option for
attendees to join the meeting before the host arrives is automatically
disabled. [

Choose which participants to place in the waiting room:
All participants

O Guest participants only (7)
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Allow internal participants to admit guests from the waiting
room if the host is not present

Customize the title, logo, and description  #

4. Select who you want to admit to the waiting room.

o All participants: All participants joining your meeting will be admitted to
the waiting room.

o Guest participants only: Only participants who are not on your Zoom
account or are not logged in will be admitted to the waiting room. If not
logged in, they will have an option to log in.

Note: If Guest participants only is enabled, you can also enable the
option to allow internal participants (users on the account), to admit guests
from the waiting room if the host is not in the meeting.

5. (Optional) If you want to make this setting mandatory for all users in your
account, click the lock icon, and then click Lock to confirm the setting.

Group


https://zoom.us/account/setting

To enable Waiting Room for all members of a specific group:

1. Sign in to the Zoom web portal as an administrator with the privilege to edit
groups.

2. In the navigation, click User Management then Group Management.

Click the Group Name, then click the Settings tab.

4. On the Meeting tab, navigate to the Waiting Room option under In-Meeting
(Advanced) and verify that the setting is enabled.

w
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Notes:

o If the setting is disabled, click the Status toggle to enable it. If a verification
dialog displays, choose Turn On to verify the change.

o If the option is grayed out, it has been locked at the Account level, and
needs to be changed at that level.

5. Select who you want to admit to the waiting room.

o All participants: All participants joining your meeting will be admitted to
the waiting room.

o Guest participants only: Only participants who are not on your Zoom
account or are not logged in will be admitted to the waiting room. If not
logged in, they will have an option to log in.

Note: If Guest participants only is enabled, you can also enable the


https://zoom.us/account/group

option to allow internal participants (users on the account), to admit guests
from the waiting room if the host is not in the meeting.
6. (Optional) If you want to make this setting mandatory for all users in this group,
click the lock icon, and then click Lock to confirm the setting.

User
To enable Waiting Room for your own use:

1. Sign in to the Zoom web portal.

2. In the navigation menu, click Settings.

3. On the Meeting tab, navigate to the Waiting Room option under In-Meeting
(Advanced) and verify that the setting is enabled.
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Notes:

o If the setting is disabled, click the Status toggle to enable it. If a verification
dialog displays, choose Turn On to verify the change.

o If the option is grayed out, it has been locked at either the Group or
Account level, and you will need to contact your Zoom administrator.

4. Select who you want to admit to the waiting room.

o All participants: All participants joining your meeting will be admitted to

the waiting room.


https://zoom.us/profile/setting

o Guest participants only: Only participants who are not on your Zoom
account or are not logged in will be admitted to the waiting room. If not
logged in, they will have an option to log in.

Note: If Guest participants only is enabled, you can also enable the
option to allow internal participants (users on the account), to admit guests
from the waiting room if the host is not in the meeting.

Individual meeting

Before you can enable Waiting Room for an individual meeting, you must enable it in
your meeting settings.

1. Sign in to the Zoom web portal.

2. Click Meetings.

3. Click a meeting topic to edit it or schedule a new meeting.
4. Under Meeting Options, check Enable Waiting Room.

Enable waiting room
5. Click Save.
All meetings with your personal meeting ID (PMI)

Before you can enable Waiting Room for your PMI, you must enable it in your meeting
settings.

1. Sign in to the Zoom web portal.
2. Click Meetings.


https://zoom.us/meeting
https://support.zoom.us/hc/en-us/articles/201362413-How-Do-I-Schedule-Meetings-
https://support.zoom.us/hc/en-us/articles/201362413-How-Do-I-Schedule-Meetings-
https://zoom.us/meeting

3. Click the Personal Meeting Room tab.

Upcoming Meetings Previous Meetings Personal Meeting Room

Topic Grant MacLaren’s Personal Meeting Room

— i
Time Add to m Google Calendar J [Eﬁ Qutlook Calendar Lics) ] [ o‘r‘ahao Calendar ]

Meeting 1D

Join URL: - & Copy the invitation

4. Click Edit this Meeting.

Upcoming Meetings Previous Meetings Personal Meeting Room Meeting Templates
Topic Molly Parker's Personal Meeting Room
Time Add to [ Google Calendar ] [ ai Qutlook Calendar (.ics) ] [ ° ‘Yahoo Calendar ]
Meeting ID
Meeting Password ~ Require meeting password
Join URL: - & Copy the invitation
Video Host Off
Participant Off
Audio Telephone and Computer Audio
Dial from
Meeting Options Enable join before host

Mute participants upon entry 3
« Enable waiting room

Record the meeting automatically on the local computer



5. Under Meeting Options, check Enable Waiting Room.

| Enable waiting room

6. Click Save.
Using Waiting Room
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Enabling or disabling Waiting Room during a meeting

1. As the meeting host, click Manage Participants.
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2. Click More and choose Put Attendee in Waiting Room on Entry to enable or
disable the feature.

Mute Al Unmute All More v le

Mute Participants On Entry
v Allow participants to unmute themselves
v Play Enter/Exit Chime

Lock Meeting

Admitting participants during a meeting

1. As the meeting host, click Manage Participants.
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Manacs Participants | Shavo Soroen Chat Closed Caption  Broalwut Rooers


https://support.zoom.us/hc/en-us/articles/115000332726-Waiting-Room#collapseMac

2. Click Admit to have the participant join the meeting.

w Participants (3)
1 person is waiting

Admit
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Admit all participants from the Waiting Room

1. As the meeting host, click Manage Participants.
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Manacs Participants | Shavo Soroen Chat Rocord  Closed Caplion  Brealuut Rooers

2. Click Admit all.
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Sending participants to the Waiting Room during a meeting

1. As the meeting host, click Manage Participants.
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2. Click More next to the participant's name and choose Put in Waiting Room.

Participants (2)

o Molly Parker (Host, me) !, ([
@ Lisa Williams
Chat

Ask to Start Video

Make Host
Make Co-Host

Remove
—

Sending messages to participants in the Waiting Room

1. As the meeting host, click Chat.

Mute Stop Video Invite Manage Participants  Share Screen



2. Click the dropdown next to To:

Joe Smith

3. Click Everyone (in Waiting Room).

Zoom Maading ID: 518-051-282

Joe Smith

§ - Everyona in Mesting)




4. Type and send your chat message to the waiting room.

Once the message has been sent, the participants in the Waiting Room will see the

message on the Waiting Room screen:

2 Zoom

Please wait, the meeting host will
let you in soon.
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Meeting Messages

From to ';.u:"_.i:nc fin Wait ng Room):

I will admit you in one moment.
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https://support.zoom.us/hc/en-us/articles/115000332726-Waiting-Room#collapsePC
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Customizing the Waiting Room

You can customize the waiting room title, logo, and description at an account, group, or
user level.

Note: You will need to enable waiting room before you have the option to customize it.

1. After enabling waiting room, navigate to the Waiting Room option under In
Meeting(Advanced).
2. Click the pencil icon below the Waiting Room option.

Waiting room (:)

Attendees cannot join a meeting until a host admits them
individually from the waiting room. If Waiting room is enabled,
the option for attendees to join the meeting before the host

arrives is automatically disabled.

Customize the title, logo, and descriptin

This will open the waiting room customization options.


https://support.zoom.us/hc/en-us/articles/115000332726-Waiting-Room#collapseWeb
https://support.zoom.us/hc/en-us/articles/115000332726-Waiting-Room#enable
https://support.zoom.us/hc/en-us/articles/115000332726-Waiting-Room#enable

Customize the waiting room Ul e

Metting ID : 885-888-858

Thank you for joining. »
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Loge should be in GIFJPG/PNG format. The file size cannot exceed 1MB Close

Logo minimum width or height is 60px and cannot exceed 400px

o Title: Click the pencil next to Please wait, the meeting host will let you
in soon. to update the meeting title. Click v when you are done.
Note: Titles are limited to 64 characters.
o Logo: To upload a logo, click the pencil icon.
Note: Logos can be in GIF, JPG or PNG format. They cannot exceed
1MB. The minimum height and width is 60px and the maximum is 400px.
o Description: Click Add waiting room description to add a description to
the waiting room. Click v when you are done.
Note: The description is limited to 400 characters.
3. Click Close when you are done.
4. Participants will see your custom waiting room branding when they join the
meeting.



