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How to Integrate Zoom with an Outlook Calendar

PURPOSE:
e How to install Zoom Plugin for Outlook 365
¢ How to set up Calendar and Contact Integration

HOW TO INTEGRATE ZOOM WITH AN OUTLOOK CALENDAR:

Naviagate to
https://zoom.us/download

Zoom Desktop Client
Download the Microsoft Add-In

Outlook, as well as the Zoom
. . The web browser client will download automatically when you start or join your first Zoom meeting, and is also
DeSktOp C“ent |f y0U do nOt already available for manual download here.

have it.

Download 32-bit Client Download ARM Client

Phone, Meetings, Chat, Whiteboard and more for your desktop.

Zoom Plugin for Microsoft Outlook

The Zoom Plugin for Outlook installs a button on the Microsoft Outlook tool bar to enable you 1o start or schedule a
meeting with one-click.

Download
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Once you have the programs 8 Zoom Outiook Plugin - X
downloaded, run the Welcome to the Zoom Outlook Plugin Setup
ZoomOutlookPluginSetup.msi. Click | | izard -
next on all the screens, then Close

The installer will guide you thiough the steps required to install 2oom Outlook Plugin on your

at the end computer.

This step requires Administrator
rights. Please reach out to the
Service Desk for assistance.

“WARMIMG: This computer program is protected by copyright law and intemational treaties.
Unauthorized duplication or distribution of this program, or any portion of it, may result in severe civil
or criminal penalties, and will be prosecuted to the masimum extent possible under the law

ﬂ Zoom Outlook Plugin - *

Select Installation Folder

-

The installer will install Zoom Outlook Plugin to the following folder.

Toinstall in this folder, click "Mext". To install to a different foldzr, enter it below or click "Browse".

Folder:
C:\Program Files (¥86]"Zoom'Zoom Outiook Plugin' Browse...

Disk Cost...

< Back Cancel
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ﬂ Zoom Outlook Plugin

Confirm Installation

The inzstaller iz ready to install Zoom Outlook Plugin on wour computer,

Click "Mext" to start the installation.

Cancel

[ ]

- x

—

< Back

ﬂ Zoom Qutlook Plugin

Installation Complete

Zoom Dutlook Plugin has been successhully installed.

Click "Clozse" to exit

If pour Dutloak is currently running, please restart for the changes to take effect.

LClose

h

~ =

Restart Outlook. You will now see it

L

Home Send / Receive

in the top menu. File
@

Schedule a Start Instant
Meeting ~ Meeting ~

= @

New  New
Email [tems ~

New Foom

Folder

View Help
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Delete Archive

Delete Respond
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Next, navigate to
https://cusystem.zoom.us, choose
SSO and login with your CU
credentials

Connect to a meeting in progress

Start a meeting

Configure your CU account

Configure your Shared CU account

At the bottom of the profile page, go | wwon Hetaes

to Configure Calendar and [ testng ROOPRRIERSIR TG

Contacts Service e Zoom Whiteboard Unlimited editable boards with standard features

Webinars 50290843

Phone
Personal Contacts

sign In
Whiteboards

Settings

Single Sign-On
Scheduler
Reports Sign Me Out From All Devices

ADMIN
Others

Dashboard
User Management

sso

Device Management

Room Management

Personal Contacts
Workspaces Management

Phone System Management
Configure Calendar and Contacts Service

Account Management
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Select Office 365, and then click
Next. On the next page click
Authorize to allow reading and
writing to your Office 365 Calendar
and Contacts.

Select a Service

Y .
C He
-—
Google Exchange Office 365
Next Cancel
Profile > AddaC
r Office 365
J Connect your shared Office 365 resource calendars
v
wri
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Sign in using your
username@cu.edu and then your BN icrosoft
CU System username and password

at the University login page.

Sign in

username@cu.edu

It may also ask you to authorize the
login with Duo. You can then begin
creating meetings in Outlook.

@j\ University of Colorado
Boulder | Colorado Springs | Denver | Anschutz Medical Gampus

CU System Administration

Failure to follow University data security and confidentiality requirements may subject the user
to penalties such as employment termination, suspension of access privileges, a letter of
reprimand, luat r ina court of law. By

logging on you acknowledge your acceptance of this statement.

You are logging into: GU Gampus Portal

username

This login page only accepts a U System ID username and password.

Help with a locked account
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Check for a Duo Push

Verify it's you by approving the notification..

Sentto "C

m

LL" (ses-sea-THEOD)

Waiting for approval...

Other options

Need help? Secured by Duo

Keep in mind this isn’'t a perfect integration, it will only create new meetings for meetings
created after this has been done, and changing or deleting meetings will not necessarily
reflect in Outlook. The Zoom desktop client will be the best place to check for updated

meetings.
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