Microsoft Outlook Add-infor 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 Add-in for Outlook. Instructions to install for all users or for end-user self-install are
available here: Zoom for Outlook Add-in (Web and Desktop). The Executive and the Executive Assistant must both
install the Outlook Add-in.

n Zoom for Outlook
2 2 B B e

Add a Zoom meeting to any Outlook
calendar event.

May require additional purchase

Add

3. Assign Scheduling Privilege in Zoom.
This action must be completed by the Executive/Delegate or a Zoom Administrator.

a. Log into your Profile at zoom.us/signin. PERSONAL
b.  Select Settings from the left menu options. AT
c.  From meeting settings, scroll down to Meetines
Schedule Privilege and select Add. Webinars B —

. Recordings
d. Add the email address for the user Assign scheduling privilege
you wish to grant scheduling privilege o

and Se|eCt ASSlgn . Use comma to separate multiple email addresses.

4. Confirm the changes have taken effect.

a. Sign out and relaunch Microsoft Outlook.

b. Sign out and relaunch the Zoom Desktop
Client.
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Scheduling on Another’s Behalf Using the Zoom Microsoft Outlook Add-In

1a) Under Calendars,
) . o 1b) The selected
select the Executive’s .
__calendar will
calendar who you wish to T
Y “ - appear.

schedule the
appointment for. Enable

the viewing of the 1¢) Right-click

calendar by checking . e r— on the date/time
the corresponding box. i feos desired and select
- | e s sz | New Appointment.
= 8

2) Select the Settings button.
Then, sign-in to Zoom.

Zoom (]

*If using SSO, enter your

Easily add a Zoom meeting to your Outlook
Calendar event. Learn more

company domain when
Sign In

prompted.

E= |

[ Password ‘

|| stay signed in Forgot password?

New to Zoom? Sign Up Free

Or Sign In with SSO
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3) From the SChedule For Untitled « Appointment « Calendar « teams@zoomvideos.onmicrosoft.com

Appointment  Format Text ®@
2l i oo O 2 (O @ [[m ] ¥ 3 D
dropdown menu, select the S G| S 0 O e | cupun i | s Mm g =

Subject: | | | Zoom

(]
Location: | ~E
Duration: | 30 Minutes | () All day event <4 5)
meeting for. Stort: 81672010 1| 1230 2w
Ends: | 8/16/2019| 1| | 1:00 PM |'—

person you are scheduling the

Schedule for

4) Specify your meeting 3) abhahekal R

Myself

preferences.

5) Select Add Zoom Meeting.

Video

Host [ ] off

Participant [ ] off
4) Audio

Telephone

Computer Audio

Signed in as Ashley Butler Sign Out

Abhishek Balaji's Zoom Meeting « Appointment « Calendar » teams@zoomvideos.onmicrosoft.com

6) The meeting agenda will Apponiment _Format Text =

. ) El'j_\ ‘J pi B showas: [ Busy
automatically update with Zoom Sy ot e | () i 15w

Subject: | Abhishek Balsji's Zoom Meeting | | ZeEm ©

Meeting details. s o il F—
Duration: | 30 Minutes [ [ All day event ate Meetin
7) Personalize your subject line, ——— Schedule for

ce BoaE @8 9O 0

Recurrence Time  Categorize Private  Meeting  Adda Zoom Settings  Insights View
Zones Not Meeting Templates

Abhishek Balaji v

zZo0om Meeting ID

@ One-time Meeting ID

add/invite attendees and send

the invitation.

Personal Meeting ID (PMI) 816-456-
4854

Abhishek Balaji is inviting you to a scheduled Zoom meeting.

Video
Join Zoom Meeting
Host mj o
Phone one-ap:  US: +16699006833,,.6999156534 or +16468769923,.699915653#
Meeting URL: _ https://success.zoom.us//699915653 Participant [ | off
Join by Telephone Audio
For higher quality, dial a number based on your current location.
Dial: Telephone
US: +1 669 900 6833 or +1 646 876 9923
Canada: +1 647 558 0568 Computer Audio
Meeting ID: 699 915 653

Signed in as Ashley Butler Sign Out



