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Cheat Sheet 
Personal Meeting Room 

 

• Your Personal Meeting Room is a Zoom meeting with an ID and link unique to you that 
never changes and is always open. 

• You can start a meeting with it instantly OR you can schedule a meeting using it.  

• Because the meeting ID and link never change, it should not be used for back-to-back 
meetings, with people you do not meet regularly or for your classes. 

o Once a participant has the link or meeting ID to your Personal Meeting Room, 
they can join at any time unless you have a waiting room enabled.  

o You can enable and disable the waiting room at any time for your Personal 
Meeting Room.  

o You can also require a password for your Personal Meeting Room.  
 
Enabling a Password for Your Personal Meeting Room 

• Go to http://www.suffolk.zoom.us 

• Choose Settings from the menu on the left. 

 
• Scroll to Require a Passcode for Personal Meeting ID (PMI). Blue means the toggle is 

selected, and the option is on. 

• You may choose to require a password for all Personal Meeting Room meetings. 

 

Remember to save your 
choice. 

http://www.suffolk.zoom.us/
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Finding Your Personal Meeting Room ID and Link 

• Go to http://www.suffolk.zoom.us 

• Choose Profile from the menu on the left. 

 
 
 
 
 
 
 
 
Using Your Personal Meeting Room 

• To start a meeting with your Personal Meeting Room, select Meetings from the menu 
on the left.  

• Select the Personal Room tab: 

This is your Personal Meeting 
ID. Clicking “Show” will reveal 
the rest of the digits. 

This is your Personal 
Meeting Link. Clicking 
“Show” will reveal the 
rest of the link. 

http://www.suffolk.zoom.us/
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• To enable a Waiting Room while in your Personal Meeting Room, open the Participants 

panel (note: in this screenshot, the Chat panel is open as well): 

 
 
 

Select “More” to open the 
menu for the option to 
Enable Waiting Room. If the 
Waiting Room is enabled, 
this menu will allow you to 
Disable Waiting Room. 


