ZOOM

STAFF AND FACULTY
Job Aid

Adding your Calendar to Zoom
By adding a calendar to Zoom, you will be able to see your upcoming appointments, meetings, and Zoom
sessions. Additionally, your Contacts will include the CSUB campus directory. These instructions will guide you.

1. Inthe calendar area, click Add a calendar
12:04 PM
Monday, March 16, 2020
2. Onthe Select a Service screen, select Office 365 Select a Service
3' From the menu, CIICk NeXt & Allow Zoom to get calendar event
Allow Zoom to sync contacts
4. Your default browser will open. You will need to authenticate with your Net ID and password.
5. On the Profile > Add a Calendar Service, click e nes
. i ce
AUthOI"Ize Wlth EWS n Connect your shared Office 365 resource calendars
Choose a way to authorize the calendar
Authorize with OAuth 2.0
6. Credentials

e Enter your email address, i.e. gwashington@csub.edu

e Enter your password (the same one you use with your
Net ID)

e Click Authorize

Office 365 account email password

EWS URL

hitps: foutlook.office365.com/EWS/Exchange.asmx

Enter the EWS{Exchange Web S IRL found in EMC/ECR: Be sure t

You can close the browser, if needed. Return to Zoom.

Your Zoom calendar will show any appointments,
meetings, or Zoom sessions that are scheduled.
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Staff Meeting
12:00 PM - 200 PM | NOV
Host

Not a Zoom meeting
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