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Scheduling ZOOM meeting with Google Calendar.

Usage:

When you schedule any calendar event in Google Calendar, you will get the option to add Video Conferencing to
that event.

By Default, you will get the GOOGLE MEET option as a Video Conferencing, as shown in below image.
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Now We can add ZOOM as a Video Conferencing option while creating Events/meeting with Google Calendar, so
we can schedule the ZOOM Meeting directly from Google Calendar and share it using the calendar option, as shown
in below picture.
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Setting Up the ZOOM with Google Calendar.

To Enable this option in your Google Calendar. Kindly Follow below steps.

Step-1. Open GOOGLE Calendar. You can click on below link to open the same.
https://calendar.google.com/

Step-2. On the calendar page. Click on the + (Get Add-ons) Sign located on the right side of the page. (as

shown in below pic)
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Step-3. It will open the new widows of GOOGLE WORKSPACE MARKETPLACE. In the window click on ZOOM
for GSuite. (See below Pic.)
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Step-4. Click on Install button to install the Zoom add-on for Google Calendar.
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View Your Zoom Meeting

Overview

Use Zoom to easily schedule, join, manage, and customize meetings from Gmail and Google Calendar.

Meet happy with flawless video, clear audio, and unique features for content sharing. Zoom Meetings provide HD video,

Step-5. Click on Continue to confirm the installation.

o Get ready to install

Zoom for GSuite needs your permission in
order to start installing.

By clicking Continue, you acknowledge that your
information will be used in accordance with the terms of
service and privacy policy of this application

CANCEL  CONTINUE




Step-6. Select your Gmail account on which Zoom license is allotted
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To continue, Google will share your name, email address,
language preference, and profile picture with Zoom for
Google Calendar. Before using this app, you can review
Zoom for Google Calendar's privacy policy and

terms of service
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Step-7. Click on Allow to install the add-on.
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This will allow Zoom for Google Calendar to:

Edit the events you cpen in Boogle Calendar
See the events you open in Google Calendar
Run as a Calendar add-on

View your Calendar settings

View and edit events on all your calendars

View your calendars
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Manage drafts and send emails when you
interact with the add-on

I view your email messages when the add-on is
unning
™1 FRun as 2 Gmail add-on

Connect 1o an external service
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a Allow thiz application to run when you are not
present

Make sure you trust Zoom for Google Calendar

You may be sharing sensitive info with this site or app.
Learn about how Zoom for Google Calendar will handie
your data by reviewing its terms of service and

privacy policies. You can always see or remove sccess in
your Google Account.

Learn about the risks
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Step-8. Once installation get completes, you will get notification as below. Click on DONE to complete the
process.

Zoom for GSuite has been
installed!

You have successfully installed a Google Workspace
Add-on.

Zoom for GSuite has been added to your Gmail and Calendar
sidebar.

DONE R
~

Step-9. Close the GOOGLE WORKSPACE MARKETPLACE window.
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Overview
Use Zoom to easily schedule, join, manage, and customize meetings from Gmail and Google Calendar.

Meet happy with flawless video, clear audio, and unique features for content sharing. Zoom Meetings provide HD video,



Step - 10. Reload your Calendar Window. You will get the ZOOM icon on the right side of the page.
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Step-11. Click on create. To schedule the Meeting in the Google Calendar with ZOOM.

™ inbox 0296 o] x [+ =>a

€ 9 C 0 @ calendargooglecom/calendar/u/0/t & @ reoanto
@ <imgsestips/c. @ Spcenorls-Dishb.. & Intel Yean® Proc.. ) . @ ] - ® - &) CenOSTimtalSe.. (D eenerSShiml | KB | Securty UpcateRe » [ 1] Otberboskn

= [D calendar Teiay < > November 2020 Q@ ® wew- m @ (

ree e—1 P ® ;; 5 ;o A

November 2020 ¢

x
s @ v omow je—
Bowor o2 4 s BE Outctoffcn Tosk Appolimant seis
— 2
o
e & mber 17 1200pm - 1.00pm
My calendars. ~ / é
o b
Vijaykumar Patil
CO-TESTCAL CH Google Meet
4 contacts = 74
; O zomueeny &—n
Reminders
e BUSYTDRTENTVISISIMY NGy 10 minutes before
Tasks oo
TEstTEst
Othercalondars  + ]

O Holdays n india

Step - 12. Provide details and click on More Option. Your zoom meeting automatically created and added to
your Calendar event.
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Step - 13. Click on Guest. To add the participant into Calendar, to share the event with them.
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Step - 14. Click on Save and then Send to send the invitation to the participants.

Would you like to send invitation emails to Google
Calendar guests?
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