TCBC Zoom Meeting management

TCBC owns one Zoom account: zoom@biketcbc.org. We share the password and Zoom
access with each club member who needs to schedule and run a Zoom meeting.

When logging in to Zoom, the system will sometimes send an email with an access code that
must be entered before logging in. This access code is in addition to the password, and is
newly generated for each login request.

This access code email is sent to the email address zoom@biketcbc.org, which is a Siteground
email distribution list that forwards to every TCBC Zoom meeting organizer. Everyone on the
mailing list will get this email. Please ignore if you are not currently trying to log in to the TCBC
Zoom account.

If you are the meeting organizer and can’t login because you didn’t receive the email, first
check your SPAM folder. If the Zoom email isn't in spam, you might have to request the access
code. If Zoom directs you to the "allow on other devices" screen, look for the "Verify via One-
Time Passcode" link. Click it and Zoom should send the link as described above. Otherwise,
send a request for help to zoom@biketcbc.org.

Zoom may also send a "New Zoom Sign-in Detected" email to everyone on the list if it doesn’t
recognize the meeting organizer’s computer. In general, you may ignore this email. If for any
reason the sign-in looks suspicious, please forward the message to TCBC Technology
Committee.

TCBC Zoom Meeting management

1. Our Zoom account only allows one meeting at a time, so before scheduling a meeting,
check the TCBC Zoom calendar for existing meetings.

2. The meeting organizer should be logged in as zoom@biketcbc.org and starts the meeting.
This attendee has the default name "Twin Cities Bicycling Club". Other meeting attendees
log in using their personal zoom accounts.

3. At the end of the meeting, log out of the zoom@biketcbc.org account.

4. Please don't share the password with anyone. Potential organizers should use the
following process to access Zoom.

How to become a Zoom meeting organizer

1. Request Zoom access from the TCBC Board and inform the TCBC Technology Committee

2. ATCBC Technology Committee Zoom Manager contacts the new organizer and shares the
password after agreeing on a secure mechanism. (Not emaill)

3. The new organizer sends their email address to webmaster@biketcbc.org, requesting
addition to the zoom@biketcbc.org forwarding address.
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