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Zoom - How to sync Office365 Calendar

This document will go through the steps of syncing an employee or student's Office365 account with Zoom so their
calendar will display within the Zoom desktop and mobile applications.

® |ogging into Zoom
® Syncing your account
Logging into Zoom

® Open a web browser and go to https://lynn-edu.zoom.us
® Click the blue Sign-In button and enter your Lynn email address and password
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® After login, the Zoom information screen will appear. Click on Profile on the left (It may go there by default).
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‘When you join meetings and webinars hosted on Zoom, your profile information, including your name and profile picture, may be visible to other participants

_ % el address will fso be visible to the account awner and host when you join meetings or webinars on their account while you're signed in. The account ow

the meeting can share this information with apps and others.
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Syncing your account

¢ Scroll down until you see the "Calendar and Contacts Integration” section.
® Click the blue "Configure" button.

© If you have already set up and need to re-sync your account, your email address will display and the

configure button will appear to the right.
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Sign Me Out From All Devices (7)

Others

User Group LU Default Employee Settings

Calendar and Contacts Integration We support the following services: Google Calendar, Microsoft Exchange, and Microsoft Office 365
) Avermes@lynn.edu Configure Delete
Calendar:  ~ Read -~ Write
Contacts: .~ Read .~ Write

Transit Data Meetings/webinars data center

Include all data center regions to provide the best experience for participants jaining from all regions. Opting out
of data center regions may limit CRC, Dial-in, Call Me, and Invite by Phone options for participants joining from
those regions
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® |n the "Select a Service" pop-up window, select Office 365.
® Click Next.
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® On the next screen, make sure that the "Authorize with OAuth 2.0" option is selected with the check
box. Also, make sure all the checks next to read and write are enabled for calendar and contacts.
© These should be on by default.
® Click "Authorize".

PERSONAL

Profile » Edit the calendar service
Office 365

Meetings Connect your shared Office 365 resource calendars
Webinars
Recordings Authorize with OAuth 2.0 @
Settings -

Choose your permissions

Calendar Read Write
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Contacts Read Write

Dashboard
> User Management

> Device Management
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® The Microsoft Sign-In Screen will appear.

© If your email is already displayed, click that option.

o If your email is not already displayed, type in the email address and click next.
® If needed, enter your full email address and password on the sign-in screen.

B Microsoft

Pick an account

Avermas@hynn.edu

E Andrew Vermes
Signad in

+ Lze another account

* A window will appear asking for permission for Zoom to access your account.
® Click accept.
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¥ Microsoft
avermeas@lynn.edu

Permissions requested

Zoom

Zoom Video Communications, Inc. #

This app would like to:

~ Maintain access to data you have given it access to
s Have full access to your calendars

~  Hawve full access of your contacts

o View your basic profile

Accepting these permissions means that you allow this app 1o
use your data as specified in their terms of service and privacy
statement. The publisher has not provided links to thelr terms
for you to review. You can change these permissions at
https:ifmyapps microsoft.com. Show detalls

Does this app look suspicious? Feport it heme

oven
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® Once this has been completed, the screen will go back to the main Zoom profile page. A notification bar at
the top will appear to confirm that the process was completed successfully.
® To verify that it has worked, open your Zoom desktop or mobile application and click on Meetings. Your

Zoom and non-Zoom meetings on your Outlook calendar will display in the left column.
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