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

Video (when joining a meeting)
Host: On O off l
Participant: On O off

Audio Options
Telephony Only Voip Only @ Both

Meeting Options
Required meeting password
Enable join before host

Use Personal Meeting ID 537-885-8305

Save and do not show again Cancel

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.



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

o0 Untitled - Meeting

To:

&)
Subject: |Eric Dziak's Zoom Meeting |
Location: | https://wiaawi.zoom.us/j/136508316 -] &

Starts: | 1/ 4/2016 | 9:00AM | (] All day event @’1 E
Ends: | 1/ 4/2016 - 9:30 AM Duration: |30 Minutes » o
Change Setti R

0 This invitation has not been sent.
T

Zoom

Hi there,

Eric Dziak is inviting you to a scheduled Zoom meeting.

Join from PC, Mac, Linux, iOS or Android: https://wiaawi.zoom.us/j/136508316
Or join by phone:

+1 646 558 8656 (US Toll) or +1 408 638 0968 (US Toll)

Meeting ID: 136 508 316

International numbers available: https://wiaawi.zoom.us/zoomconference?m=bGuMgRY1d-AQDZ2B8WagAnJTW00gMahg

A sample view of the meeting on your calendar as shown below:

(«/e[») January 3 - January 9, 2016

T TR ¢ Mon |

all day
¥ am

10 am

11 am




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.

@ Eric Dziak ®~ £} Settings

Start without video Start with video

Schedule Join




C. Alist of your upcoming meetings will appear. If they do not please ensure the ‘Upcoming’
button is selected.
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Personal Meeting ID (PMI)

537-885-8305

Always use PMI for instant meetings on this computer
Start Edit Schedule ~

Topic

Wed, Jan 06, 2016

Eric Dziak

Note: Meetings can be launched from the Zoom client by clicking on the ‘Start’ button located
next to the scheduled item.




