
 

 

PC - Installing for Your Own Use 

1. Open Outlook and click File > Manage Add-ins. Outlook will open a browser and open your 

Manage-ins page. 

 
2. Click the plus icon > Add from the Office Store. 

 
3. Search for Zoom for Outlook and click GET IT NOW. 

 

 

  



 

 

MAC - Installing for Your Own Use 

 

1. Open Outlook For Mac. 

2. From the Home tab, click on the “Get Add-ins” or “Store” icon to open the Office Add-

ins window. 

 
 

3. From the 'Office Add-Ins' modal, use the search bar to search for “Zoom for Outlook”. 

Click on the toggle to add the add-in to your Outlook for Mac email client. 

Scheduling a Meeting 

1. Open the Outlook desktop app and switch to calendar view. 

2. In the Home tab, click New Meeting. 

3. Enter meeting details like the title, location, and guest list. 

4. In the Meeting tab, click Add a Zoom Meeting. 

 
5. Select your desired video, audio and meeting settings. Click Add Zoom Meeting to add Zoom 

join details to the meeting. 



 

 

 

Viewing and Editing Meetings 

1. Open the Outlook desktop app and switch to calendar view. 

2. Double-click a Zoom meeting to display the meeting details. 

3. Click Add a Zoom Meeting to display the Zoom meeting options. 

 
4. Change your meeting options and click Update to apply the changes. 

Tip: Click Load default settings to load your default settings found in your Zoom web portal 

under My Meeting Settings. 

https://zoom.us/profile/setting


 

 

 


