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Scheduling a Zoom Meeting via Outlook
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Seledule a Meeting

Initiate scheduling a meeting:

’ Al Unreaa———————syvste v 1 1. Make sure Outlook is started
o We didn't find anything to show here. 2. Cl ICk ”SChedUlE a Meeting”
Meeting ID ) select Dial in Countries/Regions o X ]

o Generated ID 881 3804 7241 ) Persona

ct from the

Securiy Q search county/region ) Selected Countris/Regions @) Initiate scheduling a meeting (2):
Passcode 370658 Clear A Belgium
7 Argentina Netherlands
ideo Australia . .
- S ——— N . s 3. Ensure the dial-in numbers reflect the
e seigiam country/countries from where participants might
Ao ) Brazil . .
Telephone Computer Audio Bulgaria dial-in by phone
D om Belgium an Ed . Karmid R .
i £ ) crite 4. Inthe subsequent window (de)select the required
gumar =n country/countries
Outlook Google Calendar .
5. Click “save”
Advanced Options -
m Cancel
) Zoom - Schedule Meeting X

Meeting ID

o Generate Automatically
Security
Passcode (126539

Video
Host © on ) off

Audio

) Telephone
Dial in from United States Edit

Advanced Op!ior& v

() Do not show me again

) Computer Audio

Personal Meeting ID 605 346 7948

\ Jaiting Room
O on ) Off

Participants

o Telephone and Computer Audio

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.

If needed: Expand “Advanced Options” for more
settings
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Advanced Options ~

() Mute participants upon entry

[_J Dnly authenticated users can join: Sign in to Zoom
[_J Automatically record meeting

nclude invite link 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

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”

File Meeting Draw Format Text Review Help Q Tell me wha

W —> - aCancel E Change Settings ) il Taam nia

Scheduling Assistant  Insert

] Response Options v | g

(@) You haven't sent this meeting invitation yet. . o
> From
N Title Joe Jackson's Zoom Meeting
(" Required

Optional e
Start time di 10-11-2020 ]| 2300 v OAllday [ @ Time zones
Endltie di 10-11-2020 B 2330 v| | O Make Recurring
Location | httpsy 0om.us/i/825535139722pwd =K0ZFUIFYeiRGU1gyNWIYAVWxMZIQUT09

Joe Jackson is inviting you to a scheduled Zoom meeting.

Join Zoom Meeting
https://dummenorange.zoom.us/j/825535139722pwd=K0ZFUIFYejRGU1gyNWIYdVVxMzIQUT09

Meeting ID: 825 5351 3972

Passcode: 126539

One tap mobile
+13462487799,,825535139724,,,,,,04,,126539#% US (Houston)
+16699006833,,825535139724,,,,,0%,,126539% US (San Jose)

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

© zoom
F (el
p Adjusting Meetings via the Zoom App:
By using the Zoom application (via Windows
Startmenu or Taskbar) you can manage (adjust) your
o scheduled meetings.
1. Open the Zoom Application
R 2. Click on “Meetings” in the Ribbon on the top
© Zoom
HQ C%] ° Ce ;
(o Upcomin, 9 Recorded ®

605 346 7948
My Personal Meeting ID (PMI)

wo, november 11

Joe Jackson's Zoom Meeting

19:15-19:45
Meeting ID: 881 3804 7241

Joe Jackson's Zoom Meeting

19:15 - 19:45

Meeting ID: 881 3804 7241

Show Meeting Invitation

fa Copy Invitation # Edit

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”
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