
1 

 

Schedule a Personal Zoom Meeting – Outlook 
Last Revised:  January 5, 2015 
 

Prerequisites: Zoom Outlook Plugin, Zoom Client (Mac or PC) – install Zoom software using the 

links in the getting started guide or by following the Zoom Install links on the WIAA Web 

Conference website: http://wiaawi.zoom.us 

 

1. Open MS Outlook 

 

2. Within the top toolbar in MS Outlook locate the following icon. Click the ‘Schedule Zoom 

meeting icon’ 

 

 

 
 

 

3. The Zoom meeting options pop-up will display over a new MS Outlook meeting 

appointment form. 

 

 
 

Accept the defaults (unless other options are desired) and click the ‘Continue’ button. The 

meeting links and a default message will load in the MS Outlook meeting email message. 
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4. Modify the date/time, add recipients, modify the email message as desired. 

 

When finished click the ‘Send’ icon / button 

 

The meeting email will be sent to the recipients as well as displaying on your calendar 

 

 

 
 

A sample view of the meeting on your calendar as shown below: 
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You should also see the scheduled meeting within the Zoom client.  

 

A. To view this, launch the Zoom client from your applications 

 

 
 

B. Then towards the bottom of the Zoom client locate the ‘Meetings’ icon from the toolbar 

and click it. 
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C. A list of your upcoming meetings will appear. If they do not please ensure the ‘Upcoming’ 

button is selected. 

 

 
 

 

Note: Meetings can be launched from the Zoom client by clicking on the ‘Start’ button located 

next to the scheduled item. 

 


