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Zoom® Meetings Integration 
JobDiva’s Zoom Meetings integration provides a solution for booking video calls at key points during the recruiting 
lifecycle.   

Setup: 

To enable Zoom Meetings in JobDiva, a Team Leader should visit Settings/My Team/Profile, and scroll down to 
‘Enable Zoom Meetings’ under ‘Features.’ They can check the box and click [Save] on the Team Profile for the 
change to take effect.  

 

Now, the next time that they log in, each User in your organization will see the ‘Zoom Meetings’ tab on the 
Candidate page. To schedule a Zoom Meeting, click on the blue [Schedule a Zoom Meeting] button.  
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In a separate window, you’ll be directed to the Zoom login page, where you should enter your personal Zoom 
credentials.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Follow the prompts to approve the integration. This step is essential for ensuring that your JobDiva account will 
sync with Zoom.  
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Using the Zoom® Meetings Integration 

Once your authorization is successfully recorded, the window will close, and you’ll be directed back to the meeting 
invite window in JobDiva. You can set the topic, the date/time, the time zone, and whether a passcode will be 
necessary to access the meeting. The email body is entirely customizable. 
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Once you click [Send], the scheduled meeting will appear under ‘Upcoming Meetings.’ You can edit the contents of 
the invite by clicking the pencil icon, and you can [Cancel] the event if needed. If cancelled, it will be removed from 
‘Upcoming Meetings.’ You can download the event (in .ics format) if you wish.

 

The Event will automatically appear on your 
JobDiva Calendar, under the 
‘Engagement/My Calendar’ menu item. 
 

 
If you have JOS or Google Calendar Sync enabled through your JobDiva User Profile, then the Events will 
automatically sync to those Calendars when you are the creator of the Zoom meeting.  
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You can start the Zoom meeting from your Zoom desktop app, or using the [Start] button in JobDiva. 

 

 
 
The Candidate will receive the email you customized when scheduling the meeting. They can also download the 
event if they choose.  

 
 

When all parties are connected to the Zoom meeting, you, the host, can begin recording if you wish. Zoom 
supports multiple recordings, so you have the option to record your meetings in segments.  
 
A few minutes after the meeting has ended, if you recorded it to the Zoom cloud, you’ll receive a notification from 
Zoom that your recording is ready.  
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The recordings will also display on the corresponding Candidate’s record. 
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Reporting For Zoom Meetings 

When a Zoom Meeting is scheduled, conducted, and/or cancelled, Candidate Notes will be automatically added to 
that Candidate’s record. Each one has a separate Note action.  
 
For teams with the Zoom Meetings integration enabled, the following Note Actions will appear under 
Settings/Labels/Actions: Candidates: 

 

 

They will only be available for the purpose of automatically generated Notes (they will not be available for manual 
entry). This means you can filter by them through the:  

• ACCESS LOG Report 
• Users’ Journal of Candidate Notes and Qualifications 
• Recruiting Leaderboard 

 


