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Zoom Outlook Plugin

Zoom

The Zoom Microsoft Outlook plugin is designed to make scheduling a meeting in Microsoft Office quick and convenient.
The plugin allows you to schedule and start instant Zoom meetings, as well as make existing meeting events Zoom

meetings. These instructions are based on use of the Outlook client/ desktop app.

e Goto: https://umaryland.zoom.us

e Choose Sign In - Configureyouraccount
¢ Inthe left-hand navigation menu, click Profile.
e Scroll down to Calendar and Contact Integration (37 to last option)

d Tirr Time Zone (GMT-4:00) Eastern Time (US and Canada)
Date Format mm/dd/yyyy Example: 08/15/2011
Time Format ti
You can integrate with 3rd party services or apps, such as Google, Outlook or Exchange, to sync the calendar and
Connect to Calendar and Contact Service
Fei
d-In Sign Me Out From All Devices @
e (Click Connectto Calendarand Contact Service
e |nthe Selecta Service window, click Office 365
e (Click Next
e Select Authorize with EWS
e Enteryour UMB email and password
e EWS URLshould automatically populate
e (Click Authorize
i IJ Office 365 o
Recordings
Account Profile
Office 365 account email password
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You will be returned toyour Profile. You should see that your email is synced under Calendar and Contact Integration

You can integrate with 3rd party services or apps, such as Google, Outlook or Exchange, to sync the calendar and
ontacts

] tram.nguyen@umaryland.edu  Reauthorize Delete

Allow Zoom to get calendar event ()

Allow Zoom to syne contacts O

HostKey —  esseeess Show Edit

signed-In Device Sign Me Out From All Devices @

Scroll back up to the top of the page and click Schedule Meeting

e There will be a Outlook Plugin for Zoom box.

Zool l ‘ SOLUTIONS - PLANS & PRICING CONTACT SALES | SC*DULEA MEETING JOIN A MEETING HOST AMEETING ~

Profile My Meetings - Schedule a Meeting
Webinars

Do not show this message again
Recordings wz Outlook Plugin for Zoom

Schedule your Zoom meetings directly from Outlook with the Outlook plugin. Click here to download.

Settings

Click Click here to download

e Select the download file that appears (Using Chrome, it will appear in the lower left-hand corner of the screen.
Depending on the browser being used, this may differ.) and follow the steps toinstall the plugin

e (Close and relaunch Outlook

Zoom should now appearin the Outlook banner:

File Home Send / Receive Folder View Help |

I‘z‘l % B a IS Ignore

IEZ Clean |
MNew  MNew bchedule a Start Instant Meet Schedule
Email Items~ | |Meeting~ Meeting~ Mow Meeting ~ £ Junk -

Mew Zoom Webex
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