Microsoft Outlook for Executive Assistants

Zoom Video Communications,

Assigning Microsoft Outlook Scheduling Privilege to an Executive Assistant

1. Establish delegate (read/write) access on the Executive’s Outlook calendar.

2. Download and install the Zoom plug-in for Outlook at zoom.us/download. The Executive and the Executive
Assistant must both install the Outlook Plug-In.

& > C & zoom.us/download

Zoom Zoom Plugin for Microsoft Outlook

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

Download Version 4.7.55397.0718

Add Zoom as an Add-in for Outlock on the web

3. Assign Zoom Scheduling Privilege.

This action must be completed by the Executive or a Zoom Administrator.

a. Login to your Profile at zoom.us/signin. PERSONAL
b.  Select Settings from the left menu options. Profile
. . Meetings
c. From meeting settings, scroll down to
.. Webinars
SCthUle PerIlege aﬂd SeleCt Add Schedule Privilege © Assign scheduling privilege to Add
) . Recordings
d. Add the email address and select Assign. Assign scheduling privilege
Usé comma 1o Separate multiple email aodresses.
4. Confirm the changes have taken effect.
ece A ’
a. Restart Microsoft Outlook. °

b. Sign out and sign back in to the Zoom Desktop
Client. Then, select Schedule.

*The Executive must log into the desktop app one time after the plug- . Kathy Holland's Training st
in is installed. 230 PM - 300 PM
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Zoom Video Communications,

c. Under Options, select Advanced Options to

access the Schedule For menu. Schedule a Meeting

Topic
Scott Beystrum's Zoom Meeting

i) Youshouldseethenames ofall oste

8/ 2/2019 ~ 3:30PM ¥ to 8/ 2/2019 ~ 4:00PM ~

executives who have shared their Time Zone
(GMT-06:00) Mountain Time (US and Canada)
calendars in the dropdown menu. Rocriog mting

Video
Host on © oft Participants () On © Oft

ii) If you do not see the appropriate names,

Audio
contact your internal IT department or i i

Zoom Support to troubleshoot. Options
Require meeting password
_) Enable join before host
Mute participants on entry
() Use Personal Meeting ID  160-272-49159
Record the meeting automatically on the local computer

@ Schedule For

Scott Beystrum -

Cancel Schedule
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Zoom Video Communications,

Scheduling on Another’s Behalf Using the Zoom Microsoft Outlook Plug-In

oy EERE 50 3R R & o 1b) The selected
1a) Under My Calendars, ; ' gl s IR S .
o o e A, e M, e 2 calendar will appear
the Executive’s calendar i | S e s , , .
. - 2 % m oA side-by-side with your
should be listed as e
. = = calendar.
an option. Enable the =B
viewing of the calendar by B -
h k th "WL"M -  — 5 T“ . X
chec |ng e Fana—— || [E] New Appointment | 1C) nght C“Ck
. . S Sont Ot New All Day Event | .
corresponding box. C=—=1 — e | on the date/time
TRV A5 it Appokomnicn desired and select
New Recurring Eyent
oma | NewReguming Meeting | New Appointment.
= S Today ,
: " s R ; Go to Date... || —
& Color ’

Calendar Options...
3 View Settings...

2) Select the Schedule a
Meeting button to schedule a

Zoom meeting and enter the e
desired settings in the = ...;;:m

o Tnabe o bebors ot

dialogue box that appears. PR

. Oney gt 8 A T 4IR30 e e et

Select Continue to complete

scheduling. —

3) Select Change Settings to a. Specify if the Host and the

. D) You are scheduling for Carlos Participants will join the meeting with
make changes to the meeting o r— their webcam on or off.
. Host: ® On off
set-up, if needed. Select ks @t @G a. b, Specifywhichmethod(s)
Audio Options.

Continue to complete participants will have to join

Telephony Only () Voip Only (®) Both ) .
b.  their audio.

scheduling. T . :
Require meeting pessword c. Input meeting password, if
R desired; enable participants to
Use Personal Meeting ID 631-230-0125
2 Only s s oo spociied i o o the micking C. join the meeting, without the

host present; use the executive’s
Personal Meeting ID; make the
meeting “internal only” by typing
in your company domain(s).

s o s o
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