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The document explains how to integrate the Outlook calendar with the Cymbus app, enabling users
to manage and join meetings seamlessly across both platforms. It outlines key features, setup
instructions, and considerations for effective use of the integration.

¢ Integration benefits: The integration allows users to view Outlook meetings in Cymbus and
launch Microsoft Teams meetings directly from Cymbus, eliminating the need to switch between
apps or manually copy Cymbus meeting links into Outlook.

* Key considerations: Meetings created in Outlook appear in Cymbus but must be managed in
Outlook, while Cymbus-created meetings display in Outlook except for those the user is invited to.
Notifications come from both apps, and hosting features like PSTN dialing are best handled with
the Cymbus Add-in for Outlook to avoid duplicates.

e Setup process: Users enable the integration via the Cymbus desktop app by connecting to
Outlook 365 through a browser, granting permissions, and selecting calendars to sync. Verification
includes seeing a “Schedule in Outlook” toggle when scheduling meetings.

* Meeting management: Users can join Outlook meetings hosted by Teams directly from Cymbus,
and schedule Cymbus meetings in Outlook with links embedded automatically. Editing or canceling
such meetings must be done in Outlook, with changes syncing back to Cymbus. Disabling
integration stops Outlook meetings from appearing in Cymbus, though Cymbus meetings remain in
Outlook until manually removed.
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Outlook Calendar Integration

Integrate your Outlook calendar with your Cymbus app to see all your Outlook
meetings in the Cymbus app on your desktop and mobile devices. Consider using this

feature if you are looking for an alternative to:

+ Switching between Outlook and Cymbus apps to handle meetings to attend. With this
integration, all your Outlook meetings appear inthe Cymbus app, allowing you to launch a
Microsoft Teams meeting directly from the Cymbus app.

+ Copying your Cymbus meeting link manually to create a meeting in Outlook. This integration
allows you to create a meeting directly in Outlook with the Cymbus meeting link

automatically populated.

Things You Should Know

Before you enable the Outlook integration for Cymbus, here are a few things you should
know:

+ Outlook to Cymbus. Meetings created in Outlook are displayed in Cymbus but must be
managed in Outlook.

+ Cymbus to Outlook. Meetings created in Cymbus are displayed in Outlook. However, the
Outlook calendar does not show Cymbus meetings you are invited to even if you have the
Outlook integration enabled. Be sure to check the Cymbus app for these meetings.

+ Notifications. Once the Outlook integration is enabled, both Outlook and Cymbus will notify you
of upcoming meetings. With the Cymbus app, you can turn on/off all notifications;

however, there is no way to turn off meeting-related notifications only.

+ Host Features. Cymbus meetings created or displayed in Outlook do not include information
for PSTN dialing, passcode, or waiting room hosted by Cymbus. To host a meeting with
these features, it's best to use Cymbus Add-in for Outlook [schedule-meetings-using-microsoft-
outlook.html] instead of the Outlook integration. If you choose to use both at the same time,

you will end up with duplicate meetings in the Cymbus app.
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Enable Outlook Integration

Use your Cymbus desktop app to set up the integration. After setup, Outlook meetings

appear in all of your Cymbus devices including mobile apps.

l. Inthe Cymbus desktop app, click your initials, then click Settings > Integration > Connect

Outlook 365. It launches your default browser.

Settings Integrations

< Audio & Video Outlook 365 Connection

Q, Phone Sync your office 365 calendars to Cymbus.

(@ Theme 6 Connect Outlook 365

e Integrations

2. Use the browser page to log in to your Outlook account.

3. Review the permissions requested dialog and click Accept.

B® Microsoft
@a .com

Permissions requested

Outlook Calendar Integration

%

This app would like to:
v Maintain access to data you have given it access to
v~ Sign you in and read your profile

\~ Have full access to your calendars

Accepting these permissions means that you allow this app to use
your data as specified in their terms of service and privacy
statement. The publisher has not provided links to their terms
for you to review. You can change these permissions at
https://myapps.microsoft.com. Show details

Does this app look suspicious? Report it here

4. In the browser, click Open Cymbus to go back to your Cymbus app.
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Open Cymbus?

https://meet.cymbus.com wants to open this application.

D Always allow meet.cymbus.com to open links of this type in the associated app

e

5. Inthe Cymbus app, click Manage and choose a calendar to sync, and click Save.

Manage Outlook 365 Calendar
Choose which calendar to sync

United States holidays
Birthdays

Calendar

Disconnect Cancel

Tip

To verify the integration is enabled properly, go to the Meetings tab and click
Schedule a Meeting. You should see a Schedule in Outlook toggle at the bottom of the

dialog.

100PH o 1300 ® 041012025
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Join a Meeting from the Cymbus App

Outlook meetings hosted by Microsoft Teams appear in Cymbus with the Join Teams Meeting button, allowing
you to directly launch the Teams meeting from the Cymbus app. To join a meeting, go to Meetings, select an

upcoming meeting, and click Join Meeting or Join Teams Meeting on the right.

Monthly Sync

Tuesday, June 03, 2025
10:00 am - 10:30 am

-~ +1 r -

o QCCUrs every month on rirst

uesday until 07/01/2¢

@ Copy Link i@ Join Teams Meeting

Schedule a Meeting in Outlook with a Cymbus

Meeting Link

The Outlook integration enables the Cymbus desktop app to create a meeting directly in Outlook
with the Cymbus meeting link automatically embedded. This is an alternative for you if you

manually copy and paste your Cymbus meeting link in Outlook.

Change or Cancel

When you create a meeting this way, you must use Outlook to edit or cancel the
meeting. The changes you made in Outlook will be synced to the Cymbus apps.

Deleted meetings will just disappear from the Cymbus app.
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l.Goto ms Meetings, select ()7 - New Meeting, and then select Schedule Meeting.

2. Enable the Schedule in Outlook toggle at the bottom and click Save. It opens Outlook in your default

browser.

Tip: Skip all the other fields because you'll set them in Outlook at the next step.

Schedule a meeting X

Meeting with Rose

(s |

@ 05/12/2025 1:00 PM to 1:30PM @ 05/12/2025

Meeting description

Meeting settings ~

© Generate meeting ID automatically

QO Use personal meeting ID(289-6848-2859)
Waiting Room

Require passcode

Recurring

& Schedule in Outlook . @)

oot @D

3. Click Edit to add participants, set the meeting time, and set a reminder, then click Save. The meeting

appears in both the Outlook calendar and the Cymbus app.

> C 2% outlook.office.com/calendar/item/AAMKADIZOTIhZjUyLTY4Ym YtINGEWZi 1iNGFhLWYSMzYwZGFmY 2ZiINQBG

Meeting with Rose - Meeting

Event Scheduling Assistant

TJ Delete (0 Duplicate event & Busy ~ {915

?2  Meeting with Rose

(®  Mon 5/12/2025 1:00 PM - 1:30 PM
G

https://meet.cymbus.com/j?MID=83112865159
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Disable Outlook Integration

Once the Outlook integration is disabled, Outlook meetings are no longer visible from the Cymbus
app. However, Cymbus meetings remain in your Outlook calendar and will not receive any

updates even the host changes or cancels these meetings.

I. In the Cymbus desktop app, click your initials, then click Settings > Integration > Manage.

2. Click Disconnect.

Clean Up Outlook

Manually remove Cymbus meetings from your Outlook calendar if necessary.
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