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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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4. Make sure “Allow Zoom to get calendar event” and “Allow Zoom to sync contacts” is checked and select “Next”
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5. For the following fields: 
a. Exchange login username or UPN​: Enter your umass.edu email address 
b. Exchange login password​: Enter your password 
c. Exchange Version: ​ Select “Exchange 2016” (if you get an error, try selecting “Exchange 2013”) 
d. EWS URL ​: Enter ​https://exchange.umass.edu/ews/exchange.asmx 
e. Click “Authorize” 
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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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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.” 
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7. A login screen for your UMass Amherst NetID account will come up. 
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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 ​” 
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10.You’ll see a confirmation screen that states “​You’ve added an add-in for Outlook. ​” Click “​OK​” 
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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. 

 
 
 
 
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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