Installing ZoomAdd-in for Outlook on the Web

1. Go to your Outloolaccounton the Web Select theCalendaroption then New Event

dar (5] Add calen

Once the New Event is open yoillwee three dotson the right for More OptionsSelectGet Addins.

w

Next, clickAdminimanaged.
4. ClickAddin the “Zoom for Outlook” box.
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5. If prompted, click the&Continuebutton for the privacy policy.

6. Select the “X" to close the informational pap.

7. Close at of the Addin window and you wil be backat 3.793 0 Td [(a*5QT9W213.6 (s99.7 -0.002 TN3.7T44s).
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9. A box will open statingZoom wants to display a new window”. ClickAllow.
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10. If this is your first time you are scheduling within Outlook with Zatbmgugh the webyou will need to
authenticate Scroll to the bottom and click on SSO

11. Next typemarist-eduin the box under Enter your company domain”. Then click Continue

*Please Note: There is daskhetween “Marist” and “edu’.




12. Nexttype your Marist credentials into the Login Foand dick Submit
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Creating a Meeting or Appointment through Outlookndghe Web

1. Click on the Calendar icon, then Clitkate New Event
2. Click on the Zoom icoand clickAdd a Zoom MeetingEdit your Calendar event name, inviteaad
date/time, clickSend.




Awmpara (|5 0 L Wiaenrioiogy e T e

Creating a Meeting or Appointment through Outlook Client

1. Click on the Calendar icon, then Cidwv Appointmentor New Meeting.

Then Click on thAdd a Zoom Meeting

3. If you have not already signeddnZoom in the clientmake sure to sign in by clicking 88Cand typing
in “marist-edu”.
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4. Edit your Calendar event name, inviteaad datetime, andclickSend.
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