


Tur off notifications for calendar events in Zoom
(so that you don’t get them from both Zoom and Outlook if you connect your Outlook calendar to Zoom)

1. Open the Zoom client on your computer and go to the cogwheel
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2. Make sure that you are in the menu option General and uncheck the check box by ”Remind me about upcoming events”
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(") start Zoom Workplace when | start Windows
® When closed, minimize window to the notification area instead of the task bar

® Use dual monitors

_) Enter full screen automatically when starting or joining a meeting
(") Automatically copy invite link once the meeting starts

& Always show meeting controls (7)

& Ask me to confirm when | leave a meeting

) Show meeting timers

~) Remind me about upcoming events: | 5 minutes before

—

® Stop my video and audio when my device is locked
® Integrate Zoom with Outlook (7)
& Show user profile icon next to in-meeting chat messages.

& Show “Pair with room* feature on home screen navigation bar

Zoom Workplace updates

V' Automatically keep Zoom Workplace app up to date

Update channel | Fast ¥ ®




