How to schedule a Zoom Meeting in Outlook using the Zoom App
Do NOT do this for Rooms 3.104, 3.102, 2.125 & Auditorium Open Video Conference Request

Click on your calendar in Outlook
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Select the date & time, you wish to create your Zoom

. Today
I ¥ March 16 - 20, 2020 Edinburg. Texas 87°F/T4°F
Calendar - joe.gonzalez@utrgv.edu X
MONDAY WEDMESDAY THURSDAY FRIDAY
16 18 19 20
3 AM Dean of Social Work Cand

EMEEL 2.104 - https://utrg
Samuel Ballenger

3
Canceled: W
ACSB Conf. et D
Rodrigo iz o
J Bl EMEEBL 3.10«
Samuel Ball
1 Integration & Interface
- ECCTR 1.1508; https://utrg
Faculty Candidate Intervie Godfrey Ovwigho o

1~

1 Health Affairs Coronaviru: Pediatric
EMEEL 3.104 - ZOOM Mee Clerkship
Samuel Ballenger Didactic
Meeting Zoom Inten
2 Edinburg ~ EMEELZ.12  UTREVIPE
SOM Andy Zur Steering
conference 58“0";':'“33
3 Clinic Zoom Room Meeds SOM IT Bi-V room 3.15%;  Status Upd: z””a'oﬂ"a" Clerkship All Hands Meeting - Week
https://utrgv.zoom.us/j/68 https:/futrg :HCEBL Subcommit Online
Rodrigo Martinez Godfrey 1y SOM 25122 Ccac Meeting Donna Ceglar o
Neuroscien Elizabeth Meeting - EMEBL
1 Research Palomo Place 3.104



Click on Schedule a Meeting
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Type in Your UTRGV Credentials and Sign In

' The University of Texas Rio Grande Valley
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After login - Minimize this screen and continue with the Outlook app Zoom Scheduler
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My Personal Meeting ID (PMI)

12:00 PM - 1:00 PM

Today Meeting ID: 425-289-012
Jose Gonzalez's Zoom Meeting

m fa Copy lnvitation # Edit X Delete Join from a Room
12:00 PM-12:30 PM

Meeting ID: 426-661-534
Show Meeting Invitation

Under Meeting ID select “Generate Automatically”

Under Password Meeting password uncheck “Require meeting password”
Under Video both should be set to “On”

Under Audio “Telephone and Computer Audio”

Alternative hosts: type in a backup host via the utrgv email address

Click Continue
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Do not show me again Cancel

Type in Attendees

Adjust Subject Line (Title your Meeting)

Adjust Location (Bldg and room number of your meeting)
Adjust Start time (Make time Changes if needed)

Adjust End time (Select the end time of your meeting)

Send your Invite
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Hi there,

Jose Gonzalez is inviting you to a scheduled Zoom meeting.

Join Zoom Meeting

Phone one-tap: US: +13462487799,,426661534# or +16699006833,.426661534#

Meeting URL https://utrgv.zoom.us/i/426661534
Meeting 1D 426 661 534




