
Configuring Your Zoom Waiting Room 

Go to your Zoom Account 
Settings to find your 
Waiting Room settings. Waiting Room settings. 
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Your ‘Waiting Room’ feature 
must be enabled. 
- This is standard policy for all 
LLI Zoom classes.
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- Zoom provides a default generic Waiting Room 
appearance that can used by any Zoom account holder. 

- Zoom also allows each account holder to customize 
their own Waiting Room.

Under your Waiting Room 
Options:
- Make sure that ‘Everyone 
will go into the waiting 

their own Waiting Room.

will go into the waiting 
room’ appears.

- If ‘Everyone will go into the 
waiting room’ does not 
appear, click on the ‘Edit 
Options’ link and correct 
this.
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Zoom provides a default generic Waiting Room 
appearance that can used by any Zoom account holder. 
Zoom also allows each account holder to customize 
their own Waiting Room.their own Waiting Room.
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- Zoom provides a default generic Waiting Room 
appearance that can used by any Zoom account holder. 

- Zoom also allows each account holder to customize 
their own Waiting Room.

Under your Waiting Room 
Options:
- Click on the ‘Customize 
Waiting Room’ link to 

their own Waiting Room.

Waiting Room’ link to 
invoke the Waiting Room 
customization screen.
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Zoom provides a default generic Waiting Room 
appearance that can used by any Zoom account holder. 
Zoom also allows each account holder to customize 
their own Waiting Room.their own Waiting Room.



Clicking on the ‘Customize Waiting 
Room’ link will pop-up this 
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Room’ link will pop-up this 
‘Customize Waiting Room’ screen. 
The Waiting Room screen contains 
four elements. 
1) A Greeting
2) A Logo
3) Your Meeting Topic
4) A Waiting Room description
Three of these elements can be 
customized, as shown in the 

1

2 3

4

customized, as shown in the 
following exhibits.
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1) Greeting: 
The greeting will default to ‘Please 
wait, the meeting host will let you in 
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wait, the meeting host will let you in 
soon.’ 
Clicking on the little ‘pencil’ edit icon 
will put that field into edit mode, 
allowing you to customize your 
Greeting.



1) Greeting: 
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1) Greeting: 
- You may customize your greeting text 
in the text entry box. 

- The greeting text limit is 64 characters. 
This indicator tells you how many 
characters you have entered.
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When you are done editing your 
Greeting text:
- Click on the check mark to Save it
or…

- Click on the ‘x’ mark to exit edit 
mode without saving your update.



2) Logo: 
- There will be no logo in the Waiting 
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- There will be no logo in the Waiting 
Room screen by default. 

- Clicking on the little ‘pencil’ edit 
icon will invoke a pop-up screen to 

allow you to select a logo. 
- Since the logo will appear quite small 
in the Waiting Room screen, select 
the simplest one, that looks like this:

- The logo may be found in the LLI 
shared online drive ‘LLI Logo Images’ 
folder. 
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2) Logo: 
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2) Logo: 
Once you have uploaded a logo it will 
appear in your screen and be applied to 
your Waiting Room. 
If you are not happy with the logo you 
have applied: 
- Click on the pencil edit icon to select a 
different icon file
or…

- Click on the trash can icon to remove the - Click on the trash can icon to remove the 
logo
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3) Meeting Topic:
- This element is automatically populated 
with the name that you gave to your 
Zoom meeting when you scheduled it, 
and you cannot change it here. 

- This will let your attendees know that 
are in the Waiting Room for the right 
Zoom meeting. Zoom meeting. 
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4) Waiting Room description:
- Clicking on the ‘Add waiting room 
description’ link will present a text entry 
box to enter an additional information 
that may be relevant to your meeting that may be relevant to your meeting 
attendees. 
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4) Waiting Room description: 
- You may enter additional text in the text - You may enter additional text in the text 

entry box. 
- The additional text limit is 400 

characters. This indicator tells you how 
many characters you have entered.
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When you are done editing your 
additional text:additional text:
- Click on the check mark to Save it
or…

- Click on the ‘x’ mark to exit edit mode 
without saving your update.
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IMPORTANT NOTE: 
- Since you identify your customized 
Waiting Room as part of your Zoom 
Account Settings, that same Waiting 
Room will be displayed for any Zoom 
meeting that you schedule and open. meeting that you schedule and open. 

- If your are scheduling Zoom meetings 
for different topics, make sure that 
any customized text in your Waiting 
Room is generic enough to apply to all 
of your Zoom meetings.


