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[music] 

Speaker: [00:00:00] Let's talk a little bit about scheduling a BlueJeans meeting on the 
web because what you're going to find is it's actually really easy to do. First off, you want 
to be on your BlueJeans web site. Make sure you're on the meeting's tab at the top of the 
screen. We're going to click on where it says, "Schedule meeting." Now from here just a 
few things to enter. We want to type in a meeting title. You can also put in a meeting 
description if you'd like simply clicking on the ad meeting description and typing that in 
here, it's totally optional. That's up to you. 

We're going to set the frame as well as the to date and time. You'll do this by clicking on 
these boxes selecting the from date as well as the time. It's going to auto default to an 
hour. You can change that in the "To field" simply by clicking in those boxes and changing 
the date and/or the time. It's also worth noting in the time zone here you see mine is listed 
as Pacific. This is going to pull from your BlueJeans profile. 

If you need to change that for whatever reason you'll go into your BlueJeans profile 
settings make the changes there and that will be reflected here. You can also choose to 
repeat the meetings if you want it to have a re-occurrence put a check mark in the box 
that you see here. You're going to have some options here such as daily, weekly or 
monthly. You can set all of those different options including when the re-occurrence 
should end whether it be never, after a certain amount of occurrences that you can specify 
in the box that you see here or on a specific date. I'm going to go ahead and uncheck 
this. 

Now we want to invite some participants here we'll do that by clicking in the box that you 
see and typing in those e-mail addresses. One thing about inviting participants you'll 
notice that you can add additional participants separated by a comma or you can also just 
simply hit the enter or the return key on your keyboard. 

Finally, before [00:02:00] we scheduled the meeting you can take a look at the advanced 
options by clicking right here. There's a number of features available if you're not sure of 
what these do simply hover over the question mark and give it a click it'll give you a brief 
description. There's some very helpful ones here such as enable auto recording which 
will start the BlueJeans recorder when that meeting kicks on. 

You can also start the meeting without a moderator. If you think the moderator may be 
late or you want attendees to join before the moderator you want to put a green check 
mark in that box right there. Now, with all of the settings selected or deselected you'll want 
to click on schedule meeting 

Finally, you'll notice back on your meeting tab. There is the meeting that we just scheduled 
and you can give it a click. You'll see the details about it. You can choose to edit it from 
here if you want to, you can cancel it or you can start it. 



 
 
 

BlueJeans Video Tutorial Transcript 
How to Schedule from your BlueJeans Account 

2 

[music] 

[00:03:02] [END OF AUDIO] 

 


