Google Scheduler for Executive Assistants

Zoom Video Communications, Inc.

Assign Google Calendar Scheduling to an Executive Assistant

1) Share your Google Calendar*
a) Under “My Calendars” select the [¥] icon

next to your calendar. b) Share your Google calendar with your
Hover over the menu and select “Share assistant and provide permission to “Make
this Calendar” changes to events”
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*This action must be completed by the Executive or IT Administrator

2) Assign Zoom Scheduling Privileges*
a) Loginto your Zoom account at zoom.us My Profile

b) Click on “Meeting Settings” My Meeting Settings
¢) Scroll down to “Schedule Privledge” and click

Schedule Privilege @ Assign scheduling privilege to Add

"Add"” My M =

. . s L, Assign scheduling privilege
d) Input their email address, and click “Assign

Email ExecutiveAdmin@yourcompany.com

Use comma to separate multiple email addresses.

*This action must be completed by the Executive or Zoom Administrator

3) Download the GOOgle calendar Plugin & e Iﬂ Secure https://zoom.us/download I
For the Chrome or Firefox browser, the assistant should I
download the plugin at: zoom.us/download ZOOM  wouras: macemane s

Zoom Extension for Browsers

The Zoom Extension for Browsers allows you to start or schedule your Zoom meeting
with a single click from your browser or within Google calendar.
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Scheduling on Another’s Behalf Using the Zoom Google Calendar Plugin

Fig. 1a: Log into the Zoom
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Zoom Best Practices

Executive - Log into the Zoom website to activate your account

Executive Admin - Log out and log back into the plugin to see your new scheduling permissions



