Zoom Meeting Quick Reference — Scheduling on Behalf of Another User

Note: Both users are required to be licensed

users in order to delegate scheduling

privileges.

Delegating scheduling privileges
1. Go to gnb.zoom.us and sign in.

2. Click on Settings and Other. Scroll
down to Schedule Privilege.

3. Click the D sign to open the Assign
scheduling privilege window.

4. Enter the email address of the user that
will be scheduling meetings on your
behalf.

5. Click Assign.

6. The user’s email will be displayed under
Assign scheduling privilege to. They can
now schedule on your behalf.
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Scheduling on Behalf of Another Use

r — Outlook Option

1. Open the Zoom desktop client (from
your toolbar or desktop)

2. Click Schedule to open the Schedule

Meeting window.

Enter appointment Topic.

Enter appointment Date and Time.

Under Calendar select Outlook.

Click Advanced Options.

Select Schedule for and click the drop-

down arrow to select the user (host).

8. Add the user (host) email to

Alternative hosts. This will allow the
user to host the meeting.

9. Click Schedule.

. A calendar invitation will open with the
Zoom Meeting details auto-populated.

Add all meeting invitees’ email
addresses. Note: Exclude the host if
they do not want their email shared with
the other participants. Once the
invitation has been sent to the
attendees, separately email the host the
meeting information.

12. Click Send.
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Update | Location | hittps://gnb.zoom.us/j/343800949177pwd=UXLdmdIR1ZxUzg3aUVIaiRDAZ2dz08
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Join Meeting / Participer au rendez-vous

https://gnb.zoom.us/i/94980094917?pwd=UXILdmdIR1ZxUzg3aUV]ajRDcXZ2dz09 @

Meeting Time / Date et heure du rendez-vous Apr 27, 2020 05:00 PM Atlantic Time (Canada)
Meeting ID / ID du rendez-vous: 949 8005 4917 Password / Mot de passe: 028926
One tap mobile / Une seule touche sur I'appareil mobile 8557038985,,94980094917#,,#,02892€

Dial by your location / Composez un numeéro en fonction de votre emplacement
855 703 8985 Canada Toll-free / Numéro gratuit Meeting ID / ID de réunion: 949 8009 4317




Zoom Meeting Quick Reference — Scheduling on Behalf of Another User

Scheduling Zoom meetings on behalf of another user — Other Calendar Option
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Open the Zoom desktop client (from your
toolbar or desktop)

Click Schedule to open the Schedule
Meeting window.

Enter appointment Topic.

Enter appointment Date & Time.

Under Calendar select Other Calendars.
Click Advanced Options.

Select Schedule for and click the drop-
down arrow to select the user (host).

Add the user (host) email to Alternative
hosts. This will allow the user to host the
meeting.

Click Schedule.

. A schedule meeting window will open with

the Zoom Meeting details. Click Copy to
Clipboard

Close the window.

Open your scheduling tool to copy the
details into your calendar. In this example
we are using Outlook, but you can use any
scheduling tool.

Add all meeting invitees’ email addresses.

Note: Exclude the host if they do not want
their email shared with the other
participants. Once the invitation has been
sent to the attendees, separately email the
host the meeting information.

Update the Subject, Location, Date, Start
time and End time.

Click Send.
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Your meeting has been scheduled.

Click the button below to copy the invitation to clipboard.

Join Meeting / Participer au rendez-vous
https://gnb.zoom.us/)/933850554727
pwd=NUByMyt1VzhmbXgzaWIHRzdrQUZKGTO9

Meeting Time / Date et heure du rendez-vous
Apr 27, 2020 05:00 PM Atlantic Time (Canada)

Meeting ID / ID du rendez-vous: 935 8505 5472
Password / Mot de passe: 019284

One tap mobile / Une seule touche sur I'appareil mebile
8357038985,,95585035472#%, #,019284# Canada Toll-free / Numére gratuit

Dial by your location / Composez un numére en fonction de votre emplacement
835 703 8983 Canada Toll-free / Muméro gratuit

Meeting ID / ID de réunion: 935 8305 5472

Password / Mot de passe: (19284
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Join Meeting / Participer au rendez-vous
https://gnb.zoom.us/j/9498009491 7 2pwd=UXJLdmdIR17xUzg3aUVIajRDcXZ2dz09 @

Meeting Time / Date et heure du rendez-vous Apr 27, 2020 05:00 PM Atlantic Time (Canada)
Meeting ID / ID du rendez-vous: 549 8009 4917 Password / Mot de passe: 028926

One tap mobile / Une seule touche sur I'appareil mobile 8557038985,,949800949174,,#,02892:




Zoom Meeting Quick Reference — Scheduling on Behalf of Another User

Updating or Cancelling an Existing Zoom Meeting — Outlook Option

Updating an Existing Zoom
Meeting (Date & Time)

1. Open the Zoom desktop client
(from your toolbar or desktop)

2. Click Meetings to open the
Meetings window.

3. Select the meeting you want to
update.

4. Click Edit.
Update the Meeting information.

6. Click Save. The updated meeting
information will be copied to your
Outlook calendar.

7. Click Send Update to send an
update to the meeting attendees.
Note: If you sent a separate email
to the host, make sure you send
an email to the host with the new
meeting information.

o

Cancelling an Existing Zoom
Meeting

8. Select the meeting you want to
delete and Click Delete. A Delete
Meeting window will open to
confirm the action.

9. Click Yes.

10. In Outlook find the original
invitation and click Cancel
Meeting and Send Cancellation
to send a cancellation email to the
meeting invitees. Note: If you sent
a separate email to the host,
make sure you notify the host that
the meeting has been cancelled.
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Zoom Meeting Quick Reference — Scheduling on Behalf of Another User

Updating or Cancelling an Existing Zoom Meeting — Other Calendars Option

Updating an Existing Zoom Meeting
(Date & Time)

Open the Zoom desktop client.
Click Meetings.

Select the Meeting to update.
Click Edit.

Update the meeting information.
Click Save.

Click Copy to Clipboard.

In your scheduling tool (in this
example Outlook) find the original
invitation and update the Date &
Time. Delete the content in the
body of the email. Right click in
the body of the email and select
Paste to paste the updated meeting
invitation.

9. Click Send Update to send an
update to the meeting invitees.
Note: If you sent a separate email
to the host, make sure you send an
email to the host with the new
meeting information.
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Cancelling an Existing Zoom
Meeting

10. Select the meeting you want to
delete and Click Delete.

11. A Delete Meeting window will open
to confirm the action. Click Yes.

12. In your scheduling tool (in this
example Outlook), find the original
invitation, click Cancel Meeting and
Send Cancellation to send a
cancellation email to the meeting
invitees. Note: If you sent a
separate email to the host, make
sure you notify the host that the
meeting has been cancelled.
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Your meeting has been updated.
Click the button below to copy the invitation to clipboard.
Join Meeting / Participer au rendez-vous

https://gnb zoom.us/j/915216526707
pwd=0XhkSVhYOFJIUUphMGZFbzlhL0Ywdz09

Meeting Time / Date et heure du rendez-vous
Apr 27, 2020 05:00 PM Atlantic Time (Canada)

Meeting ID / ID du rendez-vous: 913 2165 2670
Password / Mot de passe: 022138

One tap mobile / Une seule touche sur I'appareil mobile
8357038985,,91521652670%, #,022199# Canada Toll-free / Numéro gratuit

by your lacation / Compasez un numéro en fonction de votre emplacement
833 703 8983 Canada Toll-free / Numéro gratuit

Meeting ID/ ID de réunion: 813 2165 2670

Optic Password / Mot de passe: 022139

. Tou. Marie-Claude Landry <marieclaude-landry@hotmail.com> e

Subject “ﬁom Meeting / Participer au rendez-vous
send
Update | Location https://gnb zoom.us/j/315216526707 pwd=0XhkSVhYOFJIUUphMGZFbzlh L 0Yvdz0%
Starttime | Mon 2020-04-27 ] soopm | | Atlantic Time (Canada) | [ All day event

Endtime  Mon 2020-04-27 | s30em +| | Atlantic Time (Canada) -

Join Meeting / Participer au rendez-vous
https://gnb.zoom.us/jf915216526707 pwd=0XhkSVhYOFJIUUphMGZFbzlhLOYvdz09 o

Meeting Time / Date et heure du rendez-vous
Apr 27, 2020 05:00 PM Atlantic Time (Canada)
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- PRIVACY AND SECURITY STATEMENT — This email might centain some
personal information which will be only used to facilitate scheduling my Virtual
Appointment, Although safeguards and best practices were put in place te
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