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Every Zoom user has a Personal Meeting Room that can be used to start meetings instantly
without the need to schedule a meeting in O365. Your Zoom Personal Room has both a unique
10 digit code known as your Personal Meeting ID (PMI) and a Personal Meeting Link. Your PMI,
and the associated PMI link, will not change. You can configure Starfish in order to share your
PMI link when students schedule an online meeting to eliminate the need for sending an
additional meeting invite.

The following instructions will explain how to configure your Zoom settings in order to
securely use your Personal Meeting Room for advising appointments.

1. Log into your Zoom account using the Single Sign On instructions.
2. The first time you log in, you will be prompted to set up your Zoom profile. See these

instructions
3. Select Settings and follow the steps below to configure your settings.

Tip: try using CTRL + F (Command + F on a Mac) to find these settings in Zoom.
a. Turn On Waiting Room.

i. Note: The PMI link will not change. Once a student has this link they will
be able to use it at any time. It is important that you enable the waiting
room feature to prevent students from entering your Personal Meeting
Room without your permission..

b. Turn Off Require a passcode for instant meetings.
c. Turn Off Require a passcode for Personal Meeting ID (PMI).
d. Turn Off Allow participants to join before host
e. Turn On Enable Personal Meeting ID
f. Turn On Use Personal Meeting ID (PMI) when starting an instant meeting
g. Turn On When attendees join meeting before host

4. Select Meetings from the left navigation menu and follow the steps below to update your
passcode settings in an additional area

a. Select the Personal Room tab in the center of your screen, and then select
edit.

b. Uncheck the passcode box
c. Make sure to Save at the bottom of the page

5. Note: These Zoom settings will impact every Zoom meeting that you host,
including your Personal Meeting Room and your scheduled meetings.

Once you have configured your Zoom settings, you’re ready to update your Starfish
account.

6. Create a new Online Location Type in Starfish. You can learn how to add or update
location types using the instructions in this document.

a. We suggest naming this new location type:Online-Zoom

https://drive.google.com/file/d/1DPIfSJrrK8pO1gjDVZNsgN0SruJQ-TYA/view?usp=sharing
https://support.zoom.us/hc/en-us/articles/201363203-Customizing-your-profile#:~:text=To%20access%20your%20Zoom%20profile,or%20upload%20a%20new%20one.
https://drive.google.com/file/d/1BH1tpERdNr5LDzReRSzo5pxJt2i4n6gS/view?usp=sharing
https://drive.google.com/file/d/1rp1Yil-3q3g8xcAIWM44sdhSMCaXDQ7s/view?usp=sharing
https://drive.google.com/file/d/1rp1Yil-3q3g8xcAIWM44sdhSMCaXDQ7s/view?usp=sharing
https://drive.google.com/file/d/15JkUtlcZK6Rw1NcCouR22XYlldmaqyqt/view?usp=sharing
https://drive.google.com/file/d/1_KTM0Hm0x1IAIPl-n6ZNp12UdRFzXfKJ/view?usp=sharing
https://drive.google.com/file/d/1y5pzy3ONkPGk8vn64G9ApCsqtRvFdadQ/view?usp=sharing
https://drive.google.com/file/d/1bmwEkENYgs9ugRO5OY6bG2x3HlIuuYho/view?usp=sharing
https://drive.google.com/file/d/1e7a5eec1WEHYU2JFRCg7zfQCooTOY7R_/view?usp=sharing
https://drive.google.com/file/d/1e7a5eec1WEHYU2JFRCg7zfQCooTOY7R_/view?usp=sharing
https://drive.google.com/file/d/174O6Vh1LbkzAr8_-LVFWGWNLPqA2UQNH/view?usp=sharing
https://oacs.wisc.edu/wp-content/uploads/2020/03/Starfish_Locations_Guide_03162020.pdf


b. Include your Personal Meeting Link in the Location Instructions.
i. Example: At your appointment time go to: <insert personal meeting link

here>
ii. There is a 100 character limit for the location instructions.

c. You can also include your Personal Meeting Link in your instructions when
setting up your availability

i. NOTE:You can find your PMI link at Zoom.us under Profile. Make sure
you are logged in using the Single Sign On method with the company
domain “uwmadison”

When it is time to meet:
When a student joins your Personal Meeting Room they will be in a waiting room, and you can
admit them when you are ready. You can see and admit students from the waiting room by
opening up your participant panel. Note: When you first enter your Personal Meeting Room
it can take 10-20 seconds for the student in the waiting room to appear in your
participant list.

There are a few ways that you can start a meeting in your Personal Meeting Room.
1. You can begin a meeting in your Personal Meeting Room by simply clicking your PMI

link. If you are not logged into Zoom, you will be prompted to do so before you can begin
a meeting.

a. Tip: We recommend bookmarking your PMI link
2. Desktop Client: From the home page of the Zoom desktop client, select New Meeting

and you will be brought to your personal room.
3. Web Version: If you log into zoom.us, select Meetings from the left side. Next, select

the Personal Room, and click start meeting.
4. If you are not already in your Personal Room Zoom when a student joins, you will

receive an email notifying you that the student is waiting. The email will contain a link
that you can click to begin the meeting.

Additional Tips
Chat:
You have the ability to chat with students in Zoom and the chat will only be visible to them while
they are in the meeting. You will see the full chat history with all students that you meet with in
your Personal Room during a given session. Students will only be able to see what is entered in
the chat after they join. If a new student joins your room, the previous chat will not be visible to
them.
Saving Chat:
Students will have the ability to save the chat from the meeting. This setting is on by default.
You will also be able to save the chat, and will be prompted to do so when you end the meeting.
If you would like all chat to be automatically saved, you can edit this in your settings. All chat

https://drive.google.com/file/d/10xazVy9fAk2uGFUoZfpZRkAd4FnDtd2P/view?usp=sharing
https://drive.google.com/file/d/1G4ojGuYkaOVXAOOPPbtdc-n1JIGIM2Ka/view?usp=sharing
https://drive.google.com/file/d/1Y2N2XowQzW4KkNOjCvGwWaaJvRVR2zpe/view?usp=sharing
https://drive.google.com/file/d/1DPIfSJrrK8pO1gjDVZNsgN0SruJQ-TYA/view?usp=sharing
https://drive.google.com/file/d/1XQToTSqAon5edPO0g8NDTGR-QYpAHY9g/view?usp=sharing
https://drive.google.com/file/d/1FtlHwhAZDWG28h1oLAYW7GQqmSe6VQBK/view?usp=sharing
https://drive.google.com/file/d/1HaVP6zsbkElcCmo3WwIth3bOpQlUn8uS/view?usp=sharing
https://drive.google.com/file/d/1NFiC-NgcTpZCdBOJh1JoS2CFg-2iYEcY/view?usp=sharing


will be saved as a txt file. In order to save this in a more user friendly format, simply select all,
copy and paste into the document of your choice.
Saving the Whiteboard:
Settings will automatically allow the host and participants the ability to share a whiteboard with
each other. If you would like to allow this to be saved, you can edit this in your settings.
File Sharing:
File Sharing is not on by default. If you would like to share files in the chat you will need to
update your settings. There is an option to limit the type and size of files that can be shared as
well.
Screensharing:
Settings will automatically allow for hosts and participants to screenshare in a meeting. Zoom
settings impact every meeting that you host, including your Personal Meeting Room and your
scheduled meetings. If you would rather keep screensharing off by default, you can grant
participants the ability to screenshare within the meeting. See these instructions.

PMI Link vs. Personal Link:
In addition to the Personal Meeting ID Link, you also have a Personal Link. The PMI link and
Personal Link will take students to the same place. The Personal Link allows for customization.
You can learn more about the differences and how to customize this here.

https://drive.google.com/file/d/1L9agBGXcqi13n-5IytOyhSpcK9GRWVFE/view?usp=sharing
https://drive.google.com/file/d/1-x4_RyJuqITQrQvFX8q1OugV37zkKxxc/view?usp=sharing
https://drive.google.com/file/d/1-x4_RyJuqITQrQvFX8q1OugV37zkKxxc/view?usp=sharing
https://drive.google.com/file/d/1QGQZlQiQRTCv7uZINeA6AxROq2ZP1Ivj/view?usp=sharing
https://harvard.service-now.com/ithelp/www.poetry.fas.harvard.edu?id=kb_article&sys_id=93c83149db409c5030ed1dca4896197e
https://support.zoom.us/hc/en-us/articles/201362843-Personal-meeting-ID-PMI-and-personal-link

