
  

Enabling a Password for All Future Meetings 

1) Sign into the Zoom web portal and navigate to Settings, stay in the Meeting tab.      

 

2) Verify that the password settings that you would like to use for your meetings are enabled. The following settings 
should be enabled:  

a) Require a password when scheduling new meetings 
b) Embed password in meeting link for one-click join 
c) Require password for participants joining by phone 

 

3) 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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Enabling a Password for an Existing Meeting 

If you created a meeting prior to enabling passwords for all meetings you will need to enable the password feature and 
provide a password of your choosing. 

1. Sign in to the Zoom web portal and navigate to Meetings. 
2. Click the topic of the meeting you would like to update the password for. 

 
 

3. Click Edit this Meeting.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



4. Under Meeting Options, check Require meeting password and input a numerical password. 

 
 

5. Click Save.  
6. Make sure to share out the new meeting invitation to your participants, located inside Meetings > Meeting 

topic. 

 
 


