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Zoom: Quick Start Guide to Meetings

What is Zoom-

Zoom is a cloud-based collaboration tool that allows for video/audio conferencing from anywhere using any device.

How do | access Zoom~
You can access Zoom via the web or using the Zoom Workplace app (if installed on your computer).
Access Zoom Online:

Navigate to the UMB web portal at https://umaryland.zoom.us/

Click Sign in and use your UMID and password (you may be required to authenticate with DUO) to log into Zoom.

Access Zoom via the Zoom Workplace App: e

Open the Zoom Workplace app on your computer. Workplace

Sign in with your UMID and password (you may be required to
authenticate with DUO monthly).

How do | set Zoom as my default meeting app in Outlook?

In Outlook, go to the File menu at the top, then click Info.
Click on Options towards the bottom of the left blue menu.
Click on Calendar then click on Meeting Providers.
Click on Zoom, then click OK to save the setting. Cffice Account
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How do | schedule a Zoom meeting from Outlook-

Go to your Outlook calendar and click on New Meeting.
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The first time you use this feature, you will be prompted to sign into Zoom using your email address and password. You will then be
redirected to log in with your UMID and password, then authenticate via DUO.
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You will then see the appointment automatically populated with a Zoom link, ID and passcode. You can edit the date and times of the
meeting as desired.

Gabriella Brotherton's Zaom Meeting - Appointment

File  Appointment  Scheduling Assistant  Insert  FormatText  Review  Help Q  Tell me what you want to do
. N
Me | @ &) @ | S =6 koM B @S| & |G
Delete _y , | AddaZoom Settings Teams Invite 2015 minutes V“R““”E”‘E Tags | Dictate | Immersive New Meeting | Viva | AddWebex Webex View
Meeting Meeting~ | Attendees = Reader | SchedulingPoll | Notes | Insights | Mesting Preferences | Templates
Actions Zoom Teams Meeting| Attendees Options Voice Immersive Find Time OneNote Add-in Cisco Webex My Templates ~
Title Gabriella Brotherton's Zoom Meeting
Save &
Close Start time Thu 6/20/2024 ] so0am ~ fOaidsy [0 @ Timezones
End time Thu 6/20/2024 | a30aM v| O Make Recurring
Location
Gabriella Brotherton is inviting you to a scheduled Zoom meeting. !:

Click on the Invite Attendees button to add attendees to the meeting (you can choose to make them either required or optional).

g o - G4 = Q - Gabriella Brotherton's Zoom Meeting -

File Appointment Scheduling Assistant 5 Format Text Revii File Meeting Scheduling Assistant Insert Format Text Review  Help Q@ Tell me what you

p= L] p— * 4
e | ® & w2 Jeee - M O @ # X |28 |cmw © =]
N o 1 o} O Ry
Delete _ | AddaZoom Settings Teams Invite L5 minutes ~ Delete _y | Join Teams Mesting Don'tHost | Cancel Q15 minutes ~ o HECITENE | Tags | py
Meeting Meeting ~ | Attendees Meeting Options  Online Invitation L] ¥ M
Actions Zoom Teams Meeti Attendees Option: Actions Zoom Teams Meeting Attendees Options v

@Vou haven't sent this meeting invitation yet.

Title Gabriella Brotherton's Zoom Meeting
Save & = Title Gabriella Brotherton's Zoom Meeting
Close Stort time Thu 6/20/2024 || 200am - OJand
Send 2 g
End time Thu 6/20/2024 | e30am - O Mak equire
Optional
Location phens
Start time Thu 6/20/2024 [F] | &00AM ~ [Daldsy [ @& Timezones
Thu 6/20/2024 8:30 AM O M
Gabriella Brotherton is inviting you to a scheduled Zoom meeting. Endtime ! i v| O MakeRecuring
Location

Join Zoom Meeting

UMSOD Help Desk: dshelp@umaryland.edu CITS Help Desk: help@umaryland.edu 2


mailto:dshelp@umaryland.edu
mailto:help@umaryland.edu

When you have finished adding attendees, click on Send and your attendees will receive the Zoom meeting invitation via email.

Gabriella Brotherton's Zoom Mesting - Meeting
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How do | schedule a Zoom meeting from the online portal?

1. Sign into Zoom and click on Schedule in the upper right menu.
2. Configure the settings for your meeting, including date, time, duration, etc.

3.  When you're done adding the details, click Save.
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5. Click on the Outlook Calendar (.ics) link to download the calendar event.
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6. Access the .ics file from your downloads via your Recent download history in the browser (or in your Downloads folder).
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7. Double click the file. A security notice will pop up in Outlook; click on Yes to proceed to open the calendar event.

Microsoft Outlook Security Notice ? X

@ Microsoft Office has identified a potential security concern.

This location may be unsafe.

C\Users\gbrotherton\Documents\meeting-92247071448.ics

Hyperlinks can be harmful to your computer and data. To protect
your computer, click only those hyperlinks from trusted sources.

Do you want to continue?
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8. The meeting will open in Outlook. Click on Invite Attendees and enter their email addresses in the B section, then click
Send. Outlook will then automatically send them an email invite to the Zoom meeting.
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How do | schedule a meeting using the Zoom Workplace app?

1. Open the Zoom Workplace app and click Sign in.

zoom
Workplace

1 Sign up

Sign in

2. Click on the SSO icon and you will be redirected to sign in with your UMID and password. Log in as usual.
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3. The Zoom Workplace app will open.
Click on the Home tab at the top.

e
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4. First time users will have to connect their Outlook calendar to Zoom. :
Click on Add a Calendar. 2:22:PM

Friday, June 14, 2024

‘ 4 &) Add a calendar
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5. A browser window will pop up. Click on Office 365, then Next. In the next window, click on Authorize.
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6. A permissions window will pop up; click on Accept.
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7. You will be directed back to the web portal version of Zoom. Go back to the Zoom Workplace app on your computer and you
can see any upcoming meetings on the home page.

Where can | find more information or request further assistance>

CITS has information and videos that you can access here:

https://www.umaryland.edu/cits/services/zoom/

If you need further assistance, please contact the SOD Help Desk: dshelp@umaryland.edu
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