Linking Outlook and Zoom

To connect your Outlook events and contacts in Zoom:

1. Login to your Zoom profile (https://umass-amherst.zoom.us/profile)
a. If you aren’t already logged in through the UMass Amherst Web Login page, you will be directed to enter your NetlD and
password.
2. Scroll to the bottom of your Zoom profile page,
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3. Click “Connect to Calendar and Contact Service”, and select “Exchange” from the window that pops up.
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Select a Service
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4. Make sure “Allow Zoom to get calendar event” and “Allow Zoom to sync contacts” is checked and select “Next”

Select a Service

Google Exchange Office 365

Allow Zoom to get calendar event

Allow Zoom to sync contacts

Next
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5. For the following fields:
a. Exchange login username or UPN: Enter your umass.edu email address
Exchange login password: Enter your password
Exchange Version: Select “Exchange 20167 (if you get an error, try selecting “Exchange 2013”)

® 20T

Click “Authorize”

EWS URL.: Enter https://exchange.umass.edu/ews/exchange.asmx
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6. You'll now see toggles for Zoom to get your calendar events and to sync contacts
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To install the Zoom plugin in Outlook:
1. Select “Store” at the top of the toolbar in Outlook:

0 Inbox - jnapolitano@umass.edu
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2. You'll be brought to the Options panel of your Mail account in your web browser
3. Click the + icon and select “Add from the Office Store”
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4. You'll be brought to the Microsoft App Store. In the search field, type “Zoom for Outlook”
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5. “Zoom for Outlook” should be the top result returned. Click “Get It Now” to install it.
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6. A popup window will come up “Sign in to Microsoft AppSource.” Enter your email and click “Sign in.”

» Microsoft | AppSource Apps Consulting Services Search Microsoft AppSource Sell Bleg © Sign in

Products

Web Apps Trials Pricing Model Ratings

Add-Ins | Al " || Al " Al

Dynamics 365

Microsoft 365 > m Microsoft 365 % Add-Ins 3 Reset category filters

] Excel
] OneNote

Outlook App results (14
| Paweroin Sign in to Microsoft AppSource

SharePoint n Enter the email address of the account you want to use when acquiring apps on m
AppSource.

Teams

| Word Zoom for Qutlook ® il werk or scho you log in with a Microsoft acca at reire Campaigns tool Robin - Room

warlk or school t 2 s .
T i By Zoom Video Cammunicatian |ark_etlng Scheduling
(I Woarlk, school or Microsoft account mation LB Genazib o
Add a Zoom meeling to ar : ) Carporation Private Limited Qutiaak
Diyesmics NAY Qutlook calendar event,

Power BI visuals
someone@example.com Adds rooms search and context

u view contact summary wvia Robin
sender in your inbox.

e e e e Ao (194) S8 & il e v e A A 23
Additianal purchase may . . Additional purehase may
e required Dan't have an account? Sign up for a free nt ke required

Power Apps

Categories

[ Analytics
Colassto Get it now Get it now Get it now

] Customer service

Finance

] Human resources

P & )

| Marketing

(B} Opertizs +Eopoty chain Zoho CRM for email Invoice and Time RoomFinder - The SnelStart voor e-mail Easy attach - files from
| Produetivity By Zoha Corporation Private Limited Tracking - Zoho Invoice easiest way to find a By SnelStart Saftware BV, cloud
Sales Uiy By Zaha Corporation Private Limited room Dutloske e
Powerful, contextual CRM inside Outlock By AskCody® Altijd in contact met uw Outlack
[] Content Managemen your mailbox Connect Zoho Invoice with your Qutiaak administratie? Stuur uw facturen Link or attach from Box /
File Managers Dmlook‘.and.ga: l.(ey customer The easiest way to ﬁnd.a_., met één klik door naar SnelStart Dropbax ,ngh,_.D,NE /
2 . oot o i -

s for Fucina

The Partnership for Worker Education
https://www.umass.edu/worker-ed



7. Alogin screen for your UMass Amherst NetlD account will come up.

UMASS
AMHERST

Sign in with your organizational account

jinapolitano@umass.edu

| Password

Sign-in using your UMass NetID in the form
NetID@umass.edu

© 2016 Microsoft
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8. After logging in, you will be brought back to the popup, hit “Continue” to finish installing the plugin
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9. You'll get another screen “We just need to check something’, and ask “We think your email organization is
exchange.umass.edu. Is that correct?” and select “Yes”

Q) This site uses cookies for analytics, personalized content and ads. By continuing to browse this site, you agree to this use. Learn more

="Microsoﬂ | Office Store Add-ins  Templates  Support All Microsoft ~  Search O Jeff [ [ )

We just need to check something

Before we install Zoom for Outlook, we want to make sure that we'll be putting it in the right place.

‘We think your organization domain is exchange.umass.edu. Is this correct?
‘What is this about?

Yes MNo
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10.You'’ll see a confirmation screen that states “You’ve added an add-in for Outlook.” Click “OK”

2. Click the add-in name in the bar below the message header to see its content
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11.Open (or re-open) your Outlook client, and click “Meeting” from the toolbar (or select “File -> New -> Meeting”). You should now
see an “Add a Zoom Meeting” and “Settings” icon on your toolbar. When you click either icon, you will be prompted again for
your UMass email and password.

Untitled « Meeting - jjnapolitano@umass.edu

— [ —
£)=n o= /| Show As: Busy = i 9. St o e
X L® t=® = r/ 2 o
Send Cancel Appointment Scheduling / Reminder: 15 Minutes Recurrence Reguest Allow  Room : = Add a Zoom Settings
- Responses Proposal Finder Meeting

From: |jinapolitano@umass.edu <

To:

Subject:
Location: ElS|
Duration: 30 Minutes E All day event

Starts: 3/20/2020/ (57  1:00 PM

Ends: 3/20/2020/[F°  1:30 PM

@ This invitation has not been sent.

12. After logging into the Zoom plugin, you will then be able to utilize Zoom for meetings from Outlook!

( If you have any problems using this guide, please feel free to email jjnapolitano@umass.edu )
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