
Zoom Configuration 
 

Link your Account 
 

In order to use Zoom from within Hirebridge you must link your accounts. To do this, go to the User 

Preferences page by clicking on your name in the top-right corner of the page and choose Preferences 

from the menu. 

When the page displays, click on the Connections tab and under the Zoom Meetings heading click the 

link “Click here to add/edit your Zoom credentials”. 

 

 

You will see the following page. 



 

 

Click the “Add New’ button to being the linking process. This will send you to the Zoom web site where 

you must sign in if you are not currently logged in. 

 

 

 

Once you are signed in you will be presented with a page displaying the permissions we are requesting. 

You must now click the Authorize button at the bottom to provide us access to your account. 

 



 

 

This will bring you back to the Zoom Configuration page. Click Cancel to return to the User Preferences 

page. 

You will now see an additional option under the Zoom Meeting header labeled “Click here to edit your 

Zoom preferences”. 

  



Setting Zoom Preferences 
 

 

 

The Zoom preferences page will allow you to configure whether or not a Zoom meeting will be created 

by default whenever you schedule an interview as well as a number of meeting options when you do 

schedule a meeting. 



 

 

These options, other the “Default all interviews to online” correlate precisely to options within your 

Zoom account when creating a meeting. Please see the Zoom documentation for more information. 

Please note that if you have a free Zoom account you may not have support for dial-in numbers. If this is 

the case, you should set your audio preference to Computer Audio only.  

Additionally, you also will not want to select any countries not supported by your account. 

After you’ve selected your desired options, click Save. 

Click Cancel when done. 

 

  



Schedling a Zoom Meeting 
 

Now when you schedule an interview you will have the additional option of scheduling a Zoom meeting 

simultaneously. This prevents you from having to separately schedule a meeting on the Zoom web site 

and then paste the meeting information into your interview notes for interviewers and the candidate. 

When the scheduling screen appears you will see a dropdown list under the location section. If you set 

your Zoom preferences to always schedule an online meeting then Zoom will automatically be selected 

and “Online (Zoom meeting)” will appear for the location. Otherwise, you may select it. 

If you forget to do this, after the interview is scheduled you can select this option when editing and the 

meeting will be created. 

We will automatically insert the necessary meeting information in the “Notes for Attendees” as well as 

“Notes for Candidate” while saving and scheduling the interview, after the meeting is created. 

 

 

Once the interview is saved you will see that the dropdown where you selected Zoom is now disabled. If 

you mistakenly created a meeting you may use the trash can icon to delete it. Once done you will want 

to edit both the attendee and candidate notes to remove the meeting information and send an updated 

invitation. 



 

  



Interview Invitation with Zoom Meeting 
 

Here you can see a sample interview invitation with Zoom meeting information included. We have 

included dial-in numbers because our preferences were set to include telephone audio. 

 

 

 

  



Uninstalling Zoom 
To uninstall Zoom from Hirebridge and disconnect your accounts: 

1. Log into your Zoom account and navigate to the Zoom App Marketplace 

2. Click Manage -> Installed Apps or search for the Hirebridge ATS app 

3. Click the Hirebridge ATS app 

4. Click Uninstall 

  


