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Inviting a Guest Speaker to Join your Meeting 
 

Step 1: Send the speaker the Zoom Link to your meeting 

Example: 

 

 

*If your meeting is protected by a passcode, send the speaker the passcode with the link 

Example: 

Join Zoom Meeting: 

https://bentley.zoom.us/j/99597402202 

Passcode: History1 

 

If you are inviting a non-Bentley guest speaker and the meeting has “authenticated users only” turned 
on in the security settings: 

  Step 1: Log into your zoom account to view/edit your meetings 

 Step 2: Select the meeting you would like to invite the speaker to and edit the meeting. 

 Step 3: If the meeting is recurring in a series you will need to edit “All” to turn off  
  authentication. 

 

Step 4.  Uncheck “authenticated users only” 
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Step 5: Select an alternate security option if you do not have another in place, then re-save the meeting. 

 

 

Please note: If you only have authentication set to your meeting, when you turn it off to have a guest 
speaker you will have to select a passcode or waiting room in its place.  Zoom requires all meetings to 
have at least one security option applied.  If you use a passcode, you will need to send it to your 
students as well so they are able to join. 

 

If you have frequent guest speakers in a semester, it is recommended you use either a passcode or 
waiting room instead of authenticated users only, so that you don’t have to edit the meeting each time 
you would like to have a non-Bentley guest. 

 

Step 6: Always re-save your meeting once you make any edits so that the changes area applied. 

 


