
  

 

 

1 of 3 

Scheduling a Zoom Meeting via Outlook 

 

Initiate scheduling a meeting: 
 
1. Make sure Outlook is started 
2. Click “Schedule a Meeting” 

 

Initiate scheduling a meeting (2): 
 
3. Ensure the dial-in numbers reflect the 

country/countries from where participants might 
dial-in by phone 

4. In the subsequent window (de)select the required 
country/countries 

5. Click “save” 

 

Initiate scheduling a meeting (3): 
 
For each meeting the default parameters can be 
adjusted. 
E.g. the behavior of the camera for host (you) and the 
participants. 
 
6. Optional: disable “waiting room”. By disabling this 

option participants will join the meeting without 
your approval. 

7. If needed: Expand “Advanced Options” for more 
settings 
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Zoom – Schedule Meeting; Advanced Options: 
 
Additional settings can be made, if required. 
If you want to assign Co-Hosts who can control the 
meeting as well, enter their email addresses in the 
“Alternative Hosts” – section. 
 
8. When finished, Click “Save” 

 

Completing and sending the meeting-invite: 
 
9. Complete the invitation by: 

a. Change Settings: Review previous settings 
b. Entering attendees 
c. Determining Date & Start/End Time 

10. Hit “Send” when ready 
 
Note: The link in the “Location” – field will redirect the 
attendees to the Zoom meeting. 
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Managing scheduled Zoom Meetings by the Zoom Application 

 

Adjusting Meetings via the Zoom App: 
 
By using the Zoom application (via Windows 
Startmenu or Taskbar) you can manage (adjust) your 
scheduled meetings. 
 
1. Open the Zoom Application 
2. Click on “Meetings” in the Ribbon on the top 

 

Zoom-Meetings: Edit: 
 
3. Select the intended meeting on the left side of the 

window 
4. Click “Edit” 
5. After adjusting the required settings, click “save” 

 

 


