
Scheduling privilege  
Overview 
Scheduling privilege is designed for a user or an executive admin to: 

• You can assign or delegate a user or multiple users in your account to schedule meetings 
on your behalf. 

• You can also schedule meetings on behalf of a user (or multiple users) that has assigned 
you scheduling privilege. 

• You and the assigned scheduler must be assigned as Licensed or On-Prem. 
• Users with Scheduling Privilege on your account will be able to manage and act as an 

alternative host for all meetings. 

Note: If you receive a 3003 error when edit or canceling a meeting for another user, check that 
scheduling privileges have not been modified. Also, check that you and the user you are 
scheduling for are both Licensed users.  

This article covers: 

• Setting scheduling privilege 
• Scheduling for another user (third-party plugins) 
• Scheduling for another user (Zoom) 

Prerequisites 
• Both users must have a Licensed or On-Prem and be on the same account 
• For a webinar, both users must have the webinar add-on 

Setting scheduling privilege  
1. Sign in to the Zoom web portal. 
2. Click Settings. 

https://support.zoom.us/hc/en-us/articles/201362803-Scheduling-privilege#h_a9476921-e417-4d02-bf62-7bc96554f9a4
https://support.zoom.us/hc/en-us/articles/201362803-Scheduling-privilege#h_d98682dd-f3d3-44d6-9621-c3755255fbd7
https://support.zoom.us/hc/en-us/articles/201362803-Scheduling-privilege#h_72586854-c6e1-4955-8ac2-6e60ca93dc1f
https://zoom.us/profile/setting


3. Under Other, click the + next to Assign scheduling privilege to. 

 
4. Enter one or more email addresses in the window, separated with a comma. 
5. Click Assign. 

 

If the user was assigned successfully, they will appear under Assign Scheduling Privilege to. 
However, they will need to sign out of the Zoom desktop client and sign in again before they will 



be able to schedule for you there.  

 

If scheduling privilege cannot be assigned because the user is not on your account or is not a Pro 
user, you will receive an error message. 

 

  



Please see https://support.zoom.us/hc/en-us/articles/201362803-Scheduling-privilege for how to 
schedule on behalf of 

https://support.zoom.us/hc/en-us/articles/201362803-Scheduling-privilege
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