How to update Zoom meeting invites

Migrating to Lumen® SIP Connected Audio
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Overview

This document will provide end users with step by step instructions for updating their Zoom meeting
invitations. When a customer moves to SIP Connected Audio there are a few steps that a host must
take for the new dial in numbers to appear inside their Zoom Meeting invites.

Please note that any Zoom Meeting Invitations scheduled after the migration to Lumen® SIP Connect
Audio (SCA) will automatically contain the new dial in numbers. The update process outlined below is
to help customers update their existing meeting invitations that had been scheduled before the
migration. Updating these invites will ensure that meeting participants have the latest dial in numbers to
access Zoom delivered by Lumen.

Updating invitations in Microsoft Outlook (Zoom add-in)

Follow the instructions below to update your Zoom Meeting invitation from inside Microsoft Outlook
using the Zoom Add-in.

1. Open your calendar invite.
2. Click the Change Settings icon on the Meeting ribbon.

File Meeting Scheduling Assistant Tracking Insert Format Text Review Help Q Tell me what you want to do
e ey L] Address Book
Se @8] 0 | o & s O | B
Check Na
Cancel _, _ | Cancql Change | AddWebex | Teams Contact mes [\ Reminder Recum:nce Categ
Mezting Settings | Mesting~ | Mesting | Attendees~ [Z] Response Options ~

Actions Zoom bex Teams Me... Attendees Options

Mo responses have been received for this meeting

From dalton.curry@centurylinkucc.onmicrosoft.com

Title End of Q1 - Sales Discussion
Required ® Foom Test
Optional

Start time Wed 3/3/2021 E 10:00 AM - MW Allday W # Timezones

End time Wed 3/3/2021 ﬁ 11:00 AM hd < Make Recurring

?pwd=MK7 Dc2prdDV2R01 0¥ mMNUUWFCM29kdz09

Dalton Curry is inviting you to a scheduled Zoom meeting.

Join Zoom Meeting
https://zoom.us/}/91585590371 ?pwd=MXZDc2 pzd DVZRO1o0YmNUUWFCM2Skdz09

Meeting ID: 915 85593 0371

Passcode: 481450

One tap mobile
+17209289295,,91585990371#,,,,* 4814504 US {Denver)
+16692192595,,91585990371#,,,,*481450# US (San Jose)
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3. The Zoom - Edit Meeting window will appear. Click on the blue Save icon at the bottom.

& Zoom - Edit Meeting

Meeting ID

Security
Passcode | 481450

[ Waiting Room

Advanced Options -

I:I Do not show me again

o Generated D915 8599 0371

Video

Hot () on Q off

Audio

Telephone Computer Audio

Dial in from United States  Edit

() Personal Meeting ID 265 243

@

Only users who have the invite link or passcode can join the meeting

Oinly users admitted by the host can join the meeting

Participants

=

k -

o Telephone and Computer Audio

Cancel |

x

O ox

4. A new window will appear showing the Zoom add-in is communicating back to the server. Wait

for the window to disappear.

Zoom - Schedule Meeting

» Scheduling...

Cancel

*

5. A new dialog box will then appear stating that a portion of your invitation has been changed.

Click the blue Continue button.

U Zoom Outlook Plugin

Do not show this message again

The Zoom portion of your Invitation has been changed. The Zoom
section from your original invitation is available on the clipboard.

s
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6. The new Lumen SIP Connected Audio Dial In Numbers will appear in the body of the Zoom
Meeting invitation. Click Send Update to ensure that your meeting participants get the updated
instructions for dialing into your meeting.

From on. nturylinkucc.onmicrosoft.com

Title End of Q1 - Sales Discussion

Required

Optional

Start time Wed 3/3/2021

i

End time Wed 3/3/2021 El

htt, VIXZDe2pzdDV2R01 oY mMNUUWFCM29kdz09

barton Curry is ifwiting you to a scheduled Zoom meeting.

10:00 AM - M Allday M = Timezones

11:00 AM Ad 3 Make Recurring

Join Zoom Meetin}
https://zoom.us/j/ 41585990371 ?pwd=MXZDc2pzd DV2RO1oYmNUUWFCM29kdz09

Meeting 1D: 915 85530371
Passcode: 481450
One tap mobile

16462551997,,91585990371#,,,,* 481450# US
14042012656,,91585990371#,,,,* 481450# US

Dial by your location
+16462551997 Us
+14042012656 Us
+12122258997 Us
+18773126016 US Toll-free

Updating invitations in Google Calendar

Follow the instructions below to update your Zoom Meeting invitation from inside Google calendar using
the Zoom add-in for GSuite.

1. Locate your meeting invitation and click on the Pencil icon (Edit Event).

= E Calendar Today < > March2,2021 @ (® & Day -

I— Create o
—— GMT07

- w &8 X
March 2021 ¢ > 08M —_— 2

s M T W T F s ® Lumen Sales KI&
s o s e s s AN S ———— Tuesday, March 2 - 11:00am - 12:00pm
11am — 1Z2pm
7 8 9 10 1 12 13 . .
12 PM Join Zoom Meeting

~

14 15 16 17 12 19 20 o ID: 99244292495

Passcode: 458241
21 22 23 24 25 26 27 1PM

(US) +1 877-312-6016

28 29 30 3 1 2 3
% Passcode: 458241

4 5 & 7 8 s 10
E Joining instructions

&\ Search for people
2 guests

1yes, 1 awaiting

o»
=
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2. From the meeting invitation click on the Zoom for GSuite icon on the right-hand side of the
page.

o 3. The Zoom for GSuite add-in will load. Click the blue Update Meeting icon.

UPDATE MEETING

Q CHANGE DEFAULT SETTINGS

? Meeting 1D

@ Generated ID 992 4429 2495

O Personal Meeting ID 994

Security

o Passcode -

Only users who have the invite link o...

+ 45

4. The host will then see the updated SIP Connected Audio dial in numbers under the Join Zoom
Meeting section. Click on the Save icon at the top of the page.

E Google Calendar - Event details X -+ - x
& C Y @& calendar.google.com/calendar/u/0/rfeventedit/NzhiYXExY3NzMzgObXMOcGMyOGk3MnByZ DggZGpjdX lyeS5sZXZIbDNABO ® r QO Q@ O = . H
Managed bookmarks it Cisco Collaboration... @i Cisco Spark Control..  d# Manage Cisco Supp... i Cisco Commerce [ CCAPortal Q) Collaboration Partn... Voice Complete Lea... » Other bookmarks

.
H

UPDATE MEETING
Mar 2, 2021 11:00am to 12:00pm Mar 2, 2021 ime zone _

|:| Allday Does notrepeat ~ RSVP:Yes ~  Add note / guests Q CHANGE DEFAULT SETTINGS

Meeting 1D

Event Details Find a Time Guests "
(@ Generated 1D 992 4429 2495

o Cisco Webex meeting Add Webex Personal Room Add guests (O Personal Mesting ID 994

[l ] o Zoom Meeting ~ X 2 quests 8 Security
1yes, 1 awaiting
Join Zoom Meeting ~ ) c Passcode ‘
1D: 99244292495 djcurrylevel3@gmail. com ©nly users who have the invite link o...

v )
Passcode: 458 Organizer

zoomtest@centurylinkucc.onmicrosoft.co.. * +
{_ (US) +1 404-201-2656 @ Ty 458241

Passcode: 458

* Calendar cannot be shown (2) Waiting Room ]
@ Joining instructions Only users admitied by the host can ...
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5. A new dialog window will appear. Click the Send button to ensure that meeting participants
receive the new information for the Zoom Meeting.

Would you like to send update emails to existing
Google Calendar guests?

Add an optional message for existing guests

@ Back to editing Don't send Send

Updating invitations using Microsoft O365 add-in

Follow the instructions below to update your Zoom Meeting invitation from inside Microsoft Outlook
using the Microsoft 0365 Zoom Add-in.

1. Open your calendar invite.
2. Locate the Zoom section on the Meeting ribbon. Click the Settings cog wheel.

@ ©3

Add a Zoom Settings
Meeting

Zoom

3. A Zoom slide out window will appear. Click the blue Update button at the top of the screen.

no - Mecting

File Meeting Scheduling Assistant Tracking Insert Format Text Review Help Q Tell me what you want to do

- . A 00 5 (+) 3 7
5o B0 | % |28 e 0, |EBOE|E @ D G
Cancel _, _ | Schedule | AddWebex |  Teams Contact n A RecUltence | categorize © | Dictate | AddaZoom Settings | AddWebex Webex | Meeting | Insights |  View
Mesting aMesting | Mestingv | Mesting | Atendeesv [~ v v Mesting Mesting Preferences | Notes Templates
Actions Zoom Webex  |Teams Meeting Attendees Options Tags Voice Zaom Cisca Webex OneNote My Templates| A~

No responses have been received for this meeting.

= From dalton. urylinkucc.onmicrose
Title Lumen Customer Demo

| Remors

Meeting ID \

s me T 2021
Start time ue 3/2/ © Generated ID 985 7141 0764

End time Tue 3/2/2021

[

Personal Meeting ID (PMI) 265

Security

Passcode 711914 @
Passcode Only users who have the invite link or
Dalton Curry is inviting you to a scheduled Zoom meeting. passcode can join the meeting

Waiting Room.
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4. A notification will then appear at the bottom of the add-in letting the host know that the invite
was updated.

Viidean

o Notification x
You can now save or send out invites to
this calendar event. The join link and
meeting invitation have been added to -
this event.

5. The host will not see the updated dial in numbers in the body of their meeting invitation. Click
the Send Update button to ensure that meeting participants receive the new information for the
Zoom Meeting.

From dalton.curry@centurylinkucc.onmicrosoft.com

Title Lumen Customer Demo

® Zoom Test

Start time Tue 3/2/2021 =] 1:00PM ad MW Aliday M = Timezones
k d time Tue 3/2/2021 1§ 200PM ad <> Make Recurring

hitps://zoom. 410764?pwd=UXZaeVhy ESeFgzVDM1SmFtQT09!

Dalton Curry is inviting you 1§ a scheduled Zoom meeting.

Join Zoom Meeting
https://zoom.us/j/98571410764 Rgwd=UXZaeVhyQS90aWESeFgzVDM1SmFtQTO9&from=addon

Meeting 1D: 985 7141 0764

Passcode: 711914 One tap mobile
+12122258997,,98571410764%,,,,* 7119144 US
+16462551997,,985714107644,,,,*711914# US

Dial by your location
+121222585997 US
+16462551997 US
+14042012656 US
+18773126016 US Toll-free
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Updating invitations on the Zoom website

Follow the instructions below to update your Zoom Meeting invitation if you schedule it directly from the
Zoom website.

1. Login to your account.
2. Click on Meetings from the left hand menu.

3. Locate the meeting in the list and hover your mouse over the title. When the icons appear click
the Edit button.

PERSOMNAL

Meetings

Profile

Upcoming  Previous  Personal Room
_—

Start Time to EndTime

Meeting Templates

‘Webinars

Personal Audio Conference
Today

Recordings
08:00 AM - 09:00 AM Lumen Sales Sync - Delete

SEllngs Meetingr): 956 4978 7641

4. From the Edit screen scroll to the bottom and click Save.

Audio (O Telephone () Computer Audio @ Both

Dial from United States of America  Edit
Meeting Options ] Allow participants to join anytime

] Mute participants upon entry

[C] Breakout Room pre-assign

[ Automatically record meeting

(] Approve or block entry for users from specific countries/regions

Alternative Hosts Enter user name or email addresses

q Cancel
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5. Use any of the methods you originally used to send the updated meeting invitation to the
meeting participants.

My Meetings

Topic

Time

Meeting ID

Security

Invite Link

Video

Manage "Lumen Sales Sync”

Lumen Sales Sync

Mar 2, 2021 08:00 AM Mountain Time (US and Canada)

Add to [ B Google Calendar } [ H: Outlook Calendar (ics) ] [a\’ahoo Calendar ]

956 4978 7641

v Passcode sresess Show Waiting Room

Require authentication to join

https:/zoom.us/j/956497876412pwd=RGFQVmpzbjQxcEF)S2ZmaVAxU1U4Z209

Host Off

Participant Off

Start this Meeting

page 10

PUBLIC. Services not available everywhere. Business customers only. Lumen may change, cancel or substitute products and services,

or vary them by service area at its sole discretion without notice. ©2021 Lumen Technologies. All Rights Reserved.



