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Use Zoom Scheduler Chrome Extension to Schedule/Start Meetings

The Zoom Scheduler Chrome Extension allows participants to schedule Zoom cloud meetings
directly from Google Calendar. With the click of a button, you can start an instant meeting or

schedule a future meeting. The meeting URL and information is sent via a Google Calendar
invitation so the attendee can join with a single-click.

1. Addthe Zoom Scheduler Chrome Extension at:
https://chrome.google.com/webstore/detail/zoom-
scheduler/kgifgplpablkjnlkimjdecgdpfankdle/related?hl=en-US

2. To schedule a meeting with the Zoom Scheduler icon:

a. Click on the Zoom Scheduler icon (top righthand corner of the Chrome Browser), and
select Schedule a Meeting.
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@ zhu@usna.edu

Schedule a Meeting

Start a Meeting v

Sign Out

b. The following meeting event details page will open with pre-populated meeting
details including the meeting URL, ID, password, etc. You can also change meeting
title, adjust meeting date/time and add guests to the meeting. After you are done,
click on the Save button and the event will be saved to your Google Calendar.


https://chrome.google.com/webstore/detail/zoom-scheduler/kgjfgplpablkjnlkjmjdecgdpfankdle/related?hl=en-US
https://chrome.google.com/webstore/detail/zoom-scheduler/kgjfgplpablkjnlkjmjdecgdpfankdle/related?hl=en-US
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Apr 10, 2020 3:.00pm to 4:00pm  Apr10,2020 Time zone

[ Allday Does not repeat ~

Event Details Find a Time Guests Rooms

@ https://usna.zoom.us/j/252981322?pwd=bWVIMzNERmhnZzNOR3VicWpZV2pKdz09 Add guests
-
Guest permissions
(m] Add conferencing ~ D Modify event
Invite others
n Notification ~ 10 minutes ~ X

See guest list
Add notification
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Julie Zhu is inviting you to a scheduled Zoom meeting.

Join Zoom Meeting
httpsy//usna.zoom.us/j/252981322?pwd=bWVIMzNERmMhnZzNOR3VtcWpZV2pKdz09

Meeting ID: 252 981 322

Password: 501024

One tap mobile
+13126266799,2529813224# US (Chicago)
+16465588656,252081322# US (New York)

c. Tojoin the meeting, click on the calendar event and select Join Zoom Meeting on
the pop-up window.
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® Julie Zhu's Zoom Meeting @
— B3 00 — 4:00pm

CTL Weekly Check In

Julie Zhu is inviting you to a scheduled Zoom meeting. 10 - 11am

Meeting Julie/Carolyn, 11am
Join Zoom Meeting 0 SR AT
https://usna.zoom.us/j/2529813227
pwd=bWVIMzNERmMhnZzNOR3VicWpZV2pKdz09

Meeting ID: 252 981 322

Password: 501024

One tap mobile
+13126266799,252981322# US (Chicago)
+16465588656,,252981322# US (New York) [

Julie Zhu's Zoom Meeting
Dial by your location 3pm, hitps://usna.zoom.us/|/2529813227p

+1312 626 6799 US (Chicago) —
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3. To start an instant meeting with the Zoom Scheduler icon:
a. click on the Zoom Scheduler icon (top righthand corner of the Chrome Browser),
and select Start a Meeting with Video Off or Start a Meeting with Video On.
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Schedule a Meeting

‘ Start a Meeting M

With Video Off With Video On

Sign Qut

b. Click on the Open Zoom icon in the pop-up window.
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Zoom

Please click Open Zoom Meetings if you see the system dialog

c. Click on the Join with Computer Audio button or click on the Phone
Call tab to join with a phone in the pop-up window, and your
meeting will start.



e x TOL * %%

B Zoom

Talking:

Meeting Topic: Julie Zhu's Zoom Meeting
Host: Julie Zhu
Password: 421681
Invitation URL: https://usna.zoom.us/j/483645821?pwd=aHJ2NIM4SGprSH...
Copy URL
Participant ID: 429262
) Choose ONE of the audic conference options 0

Phone Call Computer Audio

Join with Computer Audio

Join Audio

[ automatically join audio by computer when joining a meeting

4. To schedule a meeting from Google Calendar:
a. Click on atime slot where you would like to add the Calendar event on your
Google Calendar
b. From the pop-up window, add a title for the event, adjust date/time of the
event, invite guests, and click on the Make it a Zoom Meeting button. And the
meeting will be saved with Zoom meeting details prepopulated.

% CTL '..‘v'eek_l\,' Check In
10 - 11am

Add title

Meeting Julie/Carolyn, 11am

Event  Out of office  Reminder Appointment slots

(O  Apr10,2020 3:00pm - 4:00pm  Apr 10,2020
2 Add guests
Add rooms, location, or conferencing °
=  Add description (No titie)
3 - 4pm
® Juliezhu ~
More options Save Make it a Zoom Meeting
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C.

To join the meeting, click on the calendar event and select Join Zoom Meeting on

the pop-up window.

® Julie Zhu's Zoom Meeting
= B3 00 — 4:00pm

] Join Zoom Meeting

"Us/j/252981322?pwd=bWVIMzNER..

Julie Zhu is inviting you to a scheduled Zoom meeting.

Join Zoom Meeting
hitps://usna.zoom.us/}/252981322?
pwd=bWVIMzNERmMhnZzNOR3VicWpZV2pKdz09

Meeting ID: 252 981 322

Password: 501024

One tap mobile
+13126266799,252981322# US (Chicago)
+16465588656,252981322# US (New York)

Dial by your location
+1312 626 6799 US (Chicago)
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CTL Weekly Check In
10 - 11am

Meeting Julie/Carolyn, 11am

Julie Zhu's Zoom Meeting
3pm, hitps://usna.zoom.us/j/2529813227p




