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Schedule a meeting using Zoom for Google Workspace add-on

This guide assumes that you have activated your UM Zoom account.

The Zoom for Google Workspace add-on will help you in scheduling your Zoom meetings easily on your
UM Google Calendar.

Note:

e [fyou have the Zoom scheduler installed on your browser, you need to remove this extension
before installing Zoom for Google Workspace.

Removing Chrome extensions:

Click on the Chrome menu (three dots) at the top-right corner.
Click on Extensions.

Choose Manage Extensions.

Locate the extension and click the Remove button.
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Removing Microsoft Edge extensions:

1. Click on the Settings menu (three dots) at the top-right corner.
2. Click on Extensions.

3. Inthe Extensions dialog box, click Manage extensions.

4. Locate the extension and click on Remove.

Removing Firefox extensions:

Click on the menu (three lines) at the top-right corner.

Click on Add-ons and themes.

Select Extensions.

Locate the extension and click on the menu next to the extension (three dots).
Click on Remove.
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Removing Safari extensions:

1. Click on Safari, at the top-left corner to open the menu.
2. Choose Preferences.

3. Click on Extensions.

4. Select the extension and click on Uninstall.
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1. Access Google Calendar from the Google apps icon (top-right) in Gmail or any Google Workspace
service.
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2. Click on Get add-ons (the + sign) which is found on the side panel.
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3. Click on Zoom for Google Workspace when prompted with the add-on window.
<« 0 Google Workspace Marketplace ~ Q X ® @ B X

3= All filters (1) Works with Calendar ~ Price ~ Internal apps

Search results for zoom
Google doesn't verify reviews or ratings. Learn more about reviews and results 3

Zoom Video Communications
Use Zoom to easily schedule,
join, manage, and customize
meetings from Gmail and...

* 4.3 & 56M+

Zoom for Google Works...

Social Insights

Social Insights for GMail™
iEnterprises

Create leads from social media

profiles including email address,
job title and more while...

* 4.3 & 100K+

SMS Reminder
f—

SMS Text Reminder for ...

remindl.com

€2 Top rated SMS reminders for
Google Calendar™
appointments. Try for free now.

* 4.8 & 69K+

“A filerev

Organizer & Duplicate R...
Filerev

¥ Filerev for Google Drive
helps organize your files in
Google Drive. Find and bulk...

* 3.8 & 99K+
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Q. Zoom for Google Workspace

e [f the add-on is not prompted immediately, use the search bar and type in Zoom for Google

4. Click on Install.
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5. When prompted, click on Continue.

O Get ready to install

Zoom for Google Workspace™ 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 @

6. If prompted, choose your UM IT Account.

G Ssign in with Google

Q

Choose an account from
um.edu.mt

to continue to Zoom for Google Calendar

Dummy Tutor
dummy.tutor@um.edu.m

@ Use another account

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

7. Click on Allow when prompted with access permissions.

8. Once access permissions are allowed, Zoom for Google Workspace will finish installing. Click
Done.

9. Close the add-on window.
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10. In the Google Calendar app, click on the Zoom for Google Workspace add-on.
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11. You should be signed in with your UM IT Account. If it prompts you to sign in, click on Sign in and
proceed to click on Sign in with SSO. In the Company Domain field, enter universityofmalta and
click Continue.

12. Within the UM Google Calendar, click on Create (top-left corner), and then click on Event.
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13. In the event window, click on the video conferencing app drop-down menu, and choose Zoom

Meeting.
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14. Once you fill in all the details of the meeting, click on Save.

If you added guests, you will be prompted to send invitation emails to the guests. Click Send.

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

® Back to editing Do not send

15. The event will show in your Google Calendar according to the date and time set with all the

details.
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® Meeting with student
Tuesday, 6 April - 17:00 - 18:00
Join Zoom Meeting e
O ID: 87084219622
Passcode: 864180
5 (US) +1 312-626-6799
Passcode: 864180
(MT) +356 2776 1777
Passcode: 864180
m 97084219622@zoomcrc.com
Passcode: 864180
(7 Joining instructions
oy 1guest
(=311
1 awaiting
dummy.student@um.edu.mt
0 1 hour before
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