Using the Zoom Add-in for Outlook

Using the Zoom add-in for Outlook allows you to start instant meetings or
schedule meetings that will automatically be placed in your calendar.
Once you have installed the add-in a new Zoom group will be added to
the ribbon.
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When you click on "Schedule a Meeting" a dialogue box opens
allowing you to fill out all the meeting information.
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© Zoom - Schedule Meeting X
Meeting ID

& Generate Automatically Personal Meeting ID 805-493-3551

Password

' Require meeting password 205050

Video
Host ® On Off Participants ® On Off

" From the same dialogue box, clicking
Telephone ® Computer Audio Telephone and Computer Audio on "Adva nced " Opens add itional
S—— options.
Enable Waiting Room
| Enable join before host
Mute participants upon entry
Only signed-in users can join the meeting: Sign in to Zoom
Automatically record meeting
| Force include Join URL in location field
Insert Zoom meeting invitation above existing text
Select a language for meeting invitation: | English v

Alternative hosts:

Example;john@company.com;peter@school.edu

Do not show me again Cancel

Zoom Meeting - Meeting

File Meeting Scheduling Assistant Insert Format Text Review Help Q Tell me Si m p | y fi I I 0 Ut th e i nfo rm ati 0 n j u St a S

e OB RE||M 8]0 @ you would directly from Zoom. Click

Delete _y _ | Cancel Change | Cancel Options | Tags | Dictate | Office = Emoji
Settings | Invitation 2] ~ 2 v - Add-ins

. on "Required" to open the global
() You haven't sent this meeting invitation yet. . - x .
BoORLFInG: address directory.

a
B From dwarrick@callutheran.edu 4 April 2020 »
Title Donald Warrick's Zoom Meeting Si Mol We-Th ke Sa
Send TaTRIETR
5 6 7 8 9 101
Required 12[13]12 15 16 17 18
19 20 21 22 23 24 25 Select Attendees and Resources: Global Address List X
26 27 28 29 30
Optional Search: (® Name only (O More columns  Address Book
sied B 5 | Go  [Global Adaress List - dwarrick@callutherar ~ | Advanced Find
Start time Mon413/2020 [ | 1030aM  w| | wod [liFak [l Foor
Title Business Phone Location

Choase an available room:

‘ i » 1
End time] AR 11:00 AM = None A
SU MO TU WE TH FR SA Abdelsayed, Michael Faculty
5 % 5 2 Abell, Leslie Adjunct Faculty
N 29 30 31 1 2 3 4 ~
Location [& Room Finder 2 Abraham.-scott, Menyon Title V CHESS/Educal Progr...
5_B 7 8.8 30 Rﬂhnmlhli, Ramsey Assistant Men's Baseball C...
12 RER 14 15 16 17 18 Rﬂubadu, av
Donald Warrickisinvitin 19 2p 21 220 23 24 25 teting. 1 Academic scheduling
26 27 28 29 30 1 2 | ,Q Academy, STCM
27 2 2
Join Zoom Meeting X ST 2 Account, imagenow Imagenow Account
https://clu.zoom.us/ifsd 4 567 8 9 | 2 Accounts, Student Student Accounts
RE e gl FE—— 2 Acosta, Christopher Admission Counsetor
pwd=aFR30GFIb1ZIcIRE! Today Udgese = 4 ,Q Adams, Jennifer Operations Assistant Il
- 10:30 AM - 11:00 AM 2 Adamy, Stephen Adjunct Faculty v
Meeting ID: 946 1876 8635 No conflicts < : >

No conflicts

Password: 205050
11:00 AM - 11:30 AM

Optional
11:30 AM - 12:00 PM
No confiicts Resources
12:00 PM - 12:30 PM oK Cancel

No conflicts

12:30 PM - 1:00 PM hd




onald Warrick's m Meeting - Meeting

File Meeting Scheduling Assistant Insert Format Text Review Help Q Tellme

Ie @B 58 < |r 8O e

Delete _y _ | Cancel Change | Cancel ©* | Options | Tags | Dictate | Office | Emoj
Settings | Invitation 1’3' ¥ 24 s Add-ins

Actions Zoom Attendees Voice Add-ins Emoji -~

(i) You haven't sent this meeting invitation yet.

Room Fin... ¥ %

~
E From dwarrick@callutheran.edu 4 April 2020 »
Title Donald Warrick's Zoom Meeting s
Send 1 2 3 4
s 8.7 8B 9101
Trainin 12[13]14 15 16 17 18

26 27 28 29 30 CliCk Send to deliver the

|Good []Fair [l Poor

Start time Mon4/13/2020 ]  1030AM v | t t

Choose an available room: I nVI a I On .
End time Mon 4/13/2020 B 100am - [None
Location https://clu.zoom.us/j/3461! 2. Room Finder

Donald Warrick is inviting you to a scheduled Zoom meeting.

Join Zoom Meeting
https://clu.zoom.us/j/94618768635? L
pwd=aFR30GFIb1ZIcIRBMGNSOHIYRWIkZz09 Suggested times:

10:30 AM - 11:00 AM
Meeting ID: 946 1876 8635 No conflicts

Password: 205050 11:00 AM - 11:30 AM

No conflicts

11:30 AM - 12:00 PM
No conflicts

12:00 PM - 12:30 PM

No confiicts
12:30 PM - 1:00 PM v
. Apr 2020 » « v April 13-17,2020  Venturs Cobloma + U 0% e e
SU N TU WE TH FR SA
3 3 1 2 3 4 MONDAY TUESDAY WEDNESDAY]
7T 8 20M 13 14 15

san”T The meeting is sent to the

May 2020
SU MO TU WE TH FR SA

N invited attendees and

apdeas o placed on your Outlook

‘Donald Wartics Zoom Meeting: hts//cu zoor [|

S } calendar.

CLU Webcast; https:/cluz00m, us/J450087098
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