VIDYOCONNECTTM FOR MS OUTLOOK
VIDYOCONNECT INTEGRATIONS
LOG-IN
1. Open a Microsoft Outlook calendar invitation.
2. Click on the

Vidyo icon on the Outlook ribbon. The Vidyo calendar window appears.
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3. Log in with the portal you use to access your Vidyo collaboration tool (note this may be
pre-populated). Click Next. **If SAML is enabled, click “Next” on the screen to log in via the
browser.

4. Enter the username, and password you use for your Vidyo collaboration tool.
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5. Check “Keep me signed in” for easy scheduling. Click Next.
6. Once you have successfully logged in, you can begin scheduling Vidyo-enabled meetings.
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SCHEDULE
1. Open a Microsoft Outlook calendar invitation and create an event as you normally
would. Click on the

Vidyo icon. Then select your meeting scheduling options.

2. (A) Schedule in an existing room: Select the first button under “Where would you like to
meet?” A list of your rooms displays here. Select the room you want to meet in.
2. (B) Schedule in a one-time room: Select “One-time room (used only once)” under
"Where would you like to meet?"
**If the one-time room feature is disabled, a message will appear asking you to add or create a
room in which to schedule your meeting.
3. To add an access code, select the “Add an access code to this meeting” checkbox. Enter
a 5-12 digit numerical code.
4. Click Next. A message appears stating that
you are almost done! Click the X in the top
right to close out of the Vidyo calendar.
5. Add your meeting agenda, set the date and
time and send the invitation!

CONNECT
 Participants can connect to the Vidyo-enabled meeting by

clicking the link included in the invitation.
 Participants can also connect via audio-only or conference

room systems with the instructions included in the invitation.
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