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Ensure your computer is compatible 
Before getting started, you need to ensure that: 

You have a Commonwealth-issued device with SCCM/Software Center. 
 
These instructions are for Commonwealth-issued devices with SCCM/Software Center ONLY.   

If you’re not sure if your device has SCCM/Software Center, see Step 1 under Install Zoom Client for 
Meetings and Zoom Plugin for Microsoft Outlook below for instructions on how to search for Software 
Center. 

If you do not have a device with SCCM/Software Center, please reach out to your IT help desk. 

You have been provisioned with a Zoom account. 
 
Once the requested Zoom account has been provisioned, you will receive an email from Zoom notifying 
you that you have access to Zoom. If you download the Zoom application and are unable to log in, you 
may need to wait until a Zoom account has been provisioned for you. 
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Activate your Zoom Account 
 

Step 1: Once you have been provisioned with a Zoom account, you will receive a Zoom account 
invitation via email.  Click “Activate Your Zoom Account”. 

 

 

Step 2: You will be redirected to an internet page to activate your Zoom account.  Click “Sign Up 
with a Password”. 
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Step 3: Enter your First Name, Last Name, a new password for Zoom, and confirm the 
password; click “Continue”. 

 

 

Step 4: You will then be directed to the below screen, indicating you have successfully activated 
your Zoom account! 
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Install Zoom Client for Meetings and Zoom Plugin for Microsoft Outlook  
 

 

Step 1: Open Software Center. 

You can find Software Center by clicking the “Type here to search” magnifying glass (on the task 
bar at the bottom of your screen) and entering "Software Center"; select “Software Center”.   

 

 
 

Step 2: Select “Applications” from the left-hand menu.  Select “Zoom Client for Meetings”. 

 

 
 

You will need to download 2 (two) applications from Software Center to effectively use Zoom on 
your device: 

• Zoom Client for Meetings 
• Zoom Plugin for Microsoft Outlook 
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Step 3: The following screen will appear; click “Install”. 

  
 
 

Step 4: Once the installation is complete, you will see the below message, indicating that you 
have successfully installed Zoom Client for Meetings!   

  

T 
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Step 5: Select “Applications” from the left-hand menu.  Select “Zoom Plugin for Microsoft 
Outlook”. 

 

 

Step 6: The following screen will appear; click “Install”. 
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Step 7: Once the installation is complete, you will see the below message, indicating that you 
have successfully installed Zoom Plugin for Microsoft Outlook!   

 

 

LAST STEP: Close all Outlook windows and relaunch Outlook.   
If you do not close and relaunch Outlook, the Zoom Plugin will not appear in Outlook.   

  

You are now ready to use Zoom! 

 



Page | 9  
 

Using Zoom for the First Time 
The below instructions will show you how to sign into Zoom for the first time. 

 

Step 1: Open Zoom (there will be a shortcut on your Desktop; or, you may use the Search Bar to 
search for Zoom). 
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Step 2: Click “Sign In”. 

 

 

Step 3: Enter your Commonwealth email address and Zoom password (see “Activate Your Zoom 
Account” above for more information on your username and password).  Check “Keep me 
signed in”, then click “Sign In”. 
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Scheduling a Zoom Meeting via Outlook 
The below instructions will show you how to schedule a Zoom meeting via the Microsoft Outlook plugin. 

Step 1: There are two (2) ways to start creating a Zoom meeting via the Outlook client: 
 

Method 1: 
1. Create a new Meeting in Outlook 
2. Click the “Schedule a Meeting – Zoom” icon at the top of the screen: 

 
 
Method 2: 

1. Click the “Schedule a Meeting – Zoom” icon directly from your Outlook 
Calendar: 

 
 
Step 2: A dialogue box will open; set your meeting preferences and click “Save”. 
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Step 3: The Zoom meeting link will populate the “Location” field, and the Zoom meeting details 
will populate in the body of the invite. 
 

 

 

 

Step 4: Click “Send” on the Outlook meeting invite.  

Make sure you: 
 Rename the meeting invite (“Title”) 
 Add your participants (“Required”/ “Optional”) 
 Select the time and date of the meeting (“Start Time”/ “End Time”) 
 Set recurrence (if necessary) 
 Fill out the body of your invite with any details you wish to include 
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Support 
 
ZOOM 
Zoom Support/Training 
https://support.zoom.us/hc/en-us/articles/360029527911 

EOTSS 
Request IT support or services 
https://www.mass.gov/how-to/request-it-support-or-services 
 
ServiceNow Portal 
https://massgov.service-now.com/sp 
 

https://support.zoom.us/hc/en-us/articles/360029527911
https://www.mass.gov/how-to/request-it-support-or-services
https://massgov.service-now.com/sp
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