Downloading the Zoom Outlook Plug-In

This article covers how to download the Zoom Outlook plug-in which allows you

to schedule Zoom meetings using Microsoft Outlook.

Choose your computer type

| am using a PC (Windows)

1. Open your browser to the Zoom Download Center.

| Q& Download Center - Zoom
r

File Edit View History Bookmarks Tools

C+

| e E https://fullerton.zoom.us/down

Help

Open your browser to the Zoom Download Center.

Downloading the Zoom Outlook Plug-In // Downloaded: 01-28-2024 // Disclaimer: This document is only
valid as of the day/time when it is downloaded. Please view the original web document for the current version.

Page 1


https://fullerton.zoom.us/download

2. Scroll down and click on the Download button under Zoom Plugin
for Microsoft Outlook.

Y
m_ Products Solutions Resources Plans & Pricing | ContactSales | [EESELNVAZEY
A e

Download Center Download for IT Admin v

Zoom Desktop Client
Phone, Meetings, Chat, Whiteboard and more for your desktop.

The web browser client will download automatically when you start or join your first Zoom meeting, and is also
available for manual download here.

Version 5.15.3 (18551) (64-bit)

Download 32-bit Client Download ARM Client

Zoom Plugin for Microsoft Outlook

The Zoom Plugin for Qutlook installs a button on the Microsoft Outlook tool bar to enable you 10 start or schedule a
meeting with one-click.

Version 514.10.876

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

3. The wizard starts. Click Next.

You will have to close Outlook if it is currently running.
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ii,;:-'- Zoom Outlock Plugin

Welcome to the Zoom Outlook Plugin Setup
Wizard

The ingtaller will guide pou through the steps required to install Zoom Outlook, Plugin on pour
computer.

WARMIMNG: This computer program is pratected by copyright law and international treaties.
IInauthorized duplication or diztribution of this program, or any portion of it, may result in severe civil
or criminal penalties, and will be progzecuted to the maximumn extent pozsible under the law.

4. Click Next.

ii,i:-'- Zoom Cutlook Plugin

Select Installation Folder Q
The inztaller will inztall Zoom Dutlook Plugin to the following folder.

Toinstall in thiz folder, click "Mest". Toinstall to a different folder, enter it below or click "Browse".

Fualder:
C:%Program Files [+8E6]"Loom*Zoom Outlook Plugin, Browsze...
Dizk Cost...
¢ Back Cancel
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It is recommended that you allow Zoom to install in the default location. Simply click
Next.

5. Click Next to confirm the installation.

? You may get a message asking you to confirm that you want to install this on
your machine.,

ii;;:'! Zoom Outlock Plugin

Confirm Installation Q

The inztaller iz ready to install Zoom Outlook. Plugin on vour computer.

Click "Me=t" ta start the installation.

< Back Cancel
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6. Click Close when the installation is complete.

ii,i:-'- Zoom Cutlook Plugin

Installation Complete Q

Zoom Qutloak Plugin has been successfully installed.

Click "Cloze" to exit.

If wour Qutlook is curently running, pleasze restart for the changes to take effect.

< Back | Cancel

7. You should now see a Zoom section in your Home ribbon as well
as in new meeting requests.

@ You may need to have the Zoom Desktop client installed on your computer
to schedule meetings in Outlook.
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File Home Send / Receive Folder View Help Acrobat

=ili=R= = R SFEEE | + o

Schedule a Start Instant Meet  Teams Today MNext7 Day | Work | Week Month Schedule Add Share
Appaointment Meeting ~ Items ~ Meeting ~ Meeting ~ Now Meeting ~ Days Week View Calendar ~ Calendar ~

MNew Zoom Teams Meeting Go To ] Arrange ] IManage Calendars

Untitled - Appointment

< July 2023
SU MO TU WE TH FR| File Appointment Scheduling Assistant Insert Format Text Review Help Q Tell me what yo
25 26 27 28 29 30 . Y Em EI
2 3 4 7 m M |

5 6
Delete Schedule Teams Send to Invite . . Recurrence | Categorize °
= = Reminder: 15 minut - :
! m L a Meeting Meeting ~ OneMote | Attendees 'D' Erminaer rminutes v
% 17 18 19 20 21

Actions Zoom zams Meeting! OneMote Attendees Options Tags
23 24 25 26 27 28
30 M
Title
August 2023 -
sU MO TU WE TH FR| | =&
Close Start time Thu 7/13/2023 E 10:30 AM | []Alday D@'ﬁmezones
1 2 3 4
End time Thu 7/13/2023 =] 11:00 AM w| 43 Make Recurring

& 7 8 9 10 1
13 14 15 16 17 18
20 21 22 23 24 25

Location

You can now schedule a meeting or start an instant meeting directly from Outlook.

| am using a Mac

1. Open Microsoft Outlook. Click on the Tools menu and then select
Get Add-ins.

@ Outlook File Edit View Message Format Tools Window Help

Sync ~¥K
Automatic Replies...
s =8 (Y New Message ] Delete TF |
s Rules...
. Junk Email Preferences
> Favorites Inbox
= Accounts...
_ > All Accounts From Get Add-ins
v larthur@fullerton.edu foday Keyhoard SHomeLts
Qo
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A. Click on the Tools menu.
B. Select Get Add-ins.

2. Search for Zoom in the search box and then click on Zoom for
Outlook.

@ Office Add-ins

ADD-INS FOR OUTLOOK

Add-ins may access personal information. By turning an add-in on, you agree to its License Terms and Privacy Polwca Zoom

All ® Editor's Choice M Zoom for Qutlook Extension

My add-ins Pt We recommend this great collection of add-ins for you to get started.
Boomerang
Admin-managed R o .
m Tasks in a Box for Priority Matrix: Turn
~ Pwk u ET?'lsmm tasks m Veeting Rooms Add-In for ...
Always stay on top of your inbox. Create and prioritize tasks from email.
Snooze emails and turm them into Access contextually relevant items. Free Show all results
tasks. to use in Outlook. [T
3. Click Add.
r . .
@ Office Add-ins

¢ Back

Zoom for Outlook Extension

Zoom Video Communications, Inc | # %% %1 (460) | Admin-managed

By clicking on add, you agree to the add-in's License terms and Privacy policy

Add
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4. If prompted, click Continue.

One last thing... X

n Zoom for Outlook

By clicking continue, you agree to the provider's license terms and privacy
policy and understand that the rights to use this product do not come from

Microsoft, unless Microsoft is the provider.

5. Close the Add-ins for Outlook screen by clicking the red button at
the top left.

@ Note that even though the add-in indicates an additional purchase may be
required, you will not have to pay for this add-in as CSUF has a license.

F . .
@) Office Add-ins
< Ba
n for Outlook Extension

Zoom Video Communications, Inc | k% k%7 (460) | Additional purchase may be required
By clicking on add, you agree to the add-in's License terms and Privacy policy
Q Added % Get Started li] Remove
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6. Open a new meeting request. Click Zoom and then select Add a
Zoom Meeting.

New Event « Calendar « larthur@fullerton.edu

. Busy () Mark as Private &3 Attendee Options g Scheduling Assistant 7’ Attac A " ZOOmM
B Add a Zoom Meeting

@ Calendar (larthur@fullerton.edu) v~ (G} Settings

79 |New Event

% Add required people

® 7/13/2023 from 9:30AM ~ o 10:00 AM ~ Allday @

7. Scroll down and click SSO to sign in to Zoom with your CSUF
account.

Password

Password Forgot?

CAPTCHA Code

Zoom is protected by reCAPTEHA and the Privacy Policy and Terms of
Service apply.

Keep me signed in

Don't have an account? Ygn Up

or

SSO Google

63 Add-In Settings
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8. Enter Fullerton as the company domain. Click Continue.

@ @® Office Add-ins - zoom.us

Back
Sign in with SSO

Enter your company domain

] .Z00M. us

[ fullerton G

I don't know the company domain

A. Enter fullerton as the company domain.
B. Then click Continue.
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@ ® Office Add-ins - shibboleth.fullerton.edu

Username

Password

‘ Login ‘

Need helpilogging in?
DUO Two-Factor Authentication (2FA) is required
to login.

10. You'll be prompted to authenticate with Duo.

New to Duo?

View Duo guides for Faculty/Staff/Emeriti

View Duo guides for Students
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® @ Office Add-ins - api-846a8417.duosecurity.com

Check for a Duo Push

Verify it's you by approving the notification...

Sent to "Lori iQS" (++=-=+-1212)

-]
-

Other options

Need help?

¢) Rememberyou can use Other options to choose another way to
authenticate with Duo.

Downloading the Zoom Outlook Plug-In // Downloaded: 01-28-2024 // Disclaimer: This document is only Page 12
valid as of the day/time when it is downloaded. Please view the original web document for the current version.



11. Choose Yes, this is my device to save your Duo authentication.

® @ Office Add-ins - api-846a8417.duosecurity.com

Is this your device?

If you're the only person who uses this device,

Duo will remember it for future logins.

Yes, this is my device

No, other people use this device
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12. Zoom will add a Zoom meeting to your calendar invite. You're all
set! You can continue creating the meeting or cancel it if you don't
need to schedule a Zoom meeting at the moment.

[ ] New Event - Calendar - larthur@fullerton.edu

(Jo

A

200m

Hi there,

Lori Arthur (CSUF) is

inviting you to a scheduled Zoom meeting.

. Busy 3 Mark as Private 2§ Attendee Options £ Scheduling Assistant # Attach File o Zoom
@ Calendar (larthur@fullerton.edu)
939 Lori Arthur (CSUF)'s Zoom Meeting
Add required people
©®  7/13/2023 from 9:30AM  ~ 1o 10:00 AM ~ Alldsy @
> Doesnotrepeat
® https:/ffullerton.zoom.us/j/81332003824?pwd=UHM1V2UzbWg) TINU QT09&
[l 15 minutes before
CalbrifBody) 5 1 2 Av B 7 U S5 ¥+ x ¥ = i= = == 0 3@ =] A

Need More Help?
Faculty/Staff - contact the IT Help Desk at helpdesk@fullerton.edu or 657-278-7777.

Students - contact the Student IT Help Desk at StudentITHelpDesk@fullerton.edu or

657-278-8888.

View the Zoom Help & Resources article.
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