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Overview

Examk: john@softcoinc.com

— 4 5
= To... ralph@softcoinc.com; | betty@softcoinc, com :
Send 0930 Discuss new product
Subject: Discuss new product pricing pricing; Blue Jeans Video
Conferencing Bridge:John Smiith
Location: Blue Jeans Video Conferencing Bridge
Start time: Mon 3/4/2013 = | 930 PM -
End time: Man 3/4/2013 - | 10:00 PM - - -
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Outlook Add-In allows Microsoft Outlook users to easily manage their meetings within the
Outlook platform. This guide provides detailed steps to install, configure and use the
Outlook Add-In feature with BlueJeans service.

Note:

- Add-In is tested & supported on Microsoft Outlook versions 2010, 2013 and 2016.

- Outlook for Mac does not support Add-Ins, so we recommend using the BlueJeans
Scheduler for Mac (https://www.bluejeans.com/downloads#mac) for one-click schedule,
join, and host meetings from Mac (unless Delegate Scheduling permissions are
granted).



https://www.bluejeans.com/downloads#mac

Installation Steps

1. Visit https://www.bluejeans.com/downloads#outlook

Do you want te run this file?

@ MName: ..ek'\Downloads\Blueleans_OutlookAddin 6).EXE

Publisher: Blue Jeans Network
Type: Application

From: C\Users\mikek\Downloads\Blueleans_Outlook... or more

to download the executable file.
2. Click Run and Next to start the installation.
3. Accept to License Agreement.

4. Click Install.
5. Click Finish after installation is complete.

Note:

P
after that before the Blue Jeans Outlook Addin ins! taller
starts,

rosoft \NET and Yisual
r might be restarted

@ 1 accept the terms in the License Agr

@ﬂ nok accept the terms in the License

» |nstaller will prompt to install Microsoft .NET and Visual

Studio Tools for Office Runtime (VSTO 2010), if not

already installed.

= To uninstall, go to Control Panel > Uninstall a program,
right-click on BlueJeans Outlook Add-In and select

Uninstall.

H Blue Jeans Outlook Add-in Setup

Completing the Blue Jeans

ml Outlook Add-in Setup Wizard

Click the “Finish” button to exit the Setup Wizard.
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Ready to Install

The Setup Wizard is ready to begin the Blue Jeans Outlook Add-1installation BI

y Blue Jeans Outlook Add-in Setup

Installing Blue Jeans Outlook Add-in

Please wat while: the Setup Wizard installs Blue Jeans Ou
take several minutes.

/ Status:

Advanced Installer

Click "Install™ to begin the installation. If you want to review or change any of your
installation settings, dick "Back™. Click "Cancel” to exit the wizard.
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https://www.bluejeans.com/downloads#outlook

Installation Steps (Cont.)

6. Open (or restart) Microsoft Outlook, and the
BlueJeans Outlook Add-In icon should
appear. In the “Schedule” button drop down
list, click “Sign In”.

6. Enter your BlueJeans account username (or
email) and click “Next”. Then enter your
BlueJeans account password! (the account
where you want your meetings to be
scheduled?) and click “Login”

You're now ready to schedule meetings!

NOTE:

* If you are a SSO User, then after entering your username, you
will be prompted with a window to enter your Identity Provider
Credentials (for example: Okta).

« To change the associated BlueJeans account, click the
“Schedule” drop down arrow, then “Edit Credentials”.
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Scheduling a Meeting
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1. Click BlueJeans “Schedule” button to

open a new appointment form.

. Appointment body will be filled with
BlueJeans meeting details.

. Add participants.

. Compose your message. Add/edit
invitation text.

Click SEND to send the invitation.

New

W

5.

This new scheduled Meeting will be
added to your Outlook calendar, and,
participants receive an invitation. When
it's time to join the meeting, click the
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Meeting Insert Format Text Review Q Tell me what you want to do

x Fﬂ R calendar B # i E{ Q% @

Delete Copy to My £, Forward ~ JOiIr‘I Ed_it Appointment Scheduling Skype Meetin
Calendar Meeting Meeting = Meeting Notes
Actions Elueleans Show Skype Meeting Meeting b
Fram + entire-team mpany.com 3
To... entire-team@company.com
Subject Orlanda Project - Logistics
Location https://bluejeans.com,/ 778127022
Start time Wed 37152017 [o]| | 400 PM - |:| All day event
End time Wed 3/15/2017 o] | 430 PM -

Hi Team — Let’s join this BlueJeans meeting to discuss the Orlando project. See yvou there!
*EEPARTICIPANT INFORMATION®**

To join the meeting on a computer or mobile phone: https://bluejeans.com/778127022?s1
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John Smith has invited you to a video meeting.

Connecting directly from a room system?
1) Dial: 199.48.152.152 or bjn.vc
2) Enter Meeting |D: 778127022



Ch ang N 0 1. To edit Advanced Options for an already-scheduled meeting, open the
Advanced meeting and click “Edit Meeting” button in the Outlook Ribbon Menu.
_ 2. Check if you want this meeting to use a “scheduled” or “my (personal)”
Options meeting
for one 3. Check/uncheck Advanced Options you would like to change.
_ 4. Click save. " .
meeting - ,
@) Scheduled Meeting () My Meeting
Advanced Meeting Options
g Insert Format Text Review (\} Edit Scheduled Meeting settings for this meeting.
Ea Calenda( El # u Start Meeting Without Moderator 3 [] Encrypt Meeting
9 P Join Edit Apr ideo Allow Telephone Participants
’ Meet‘ng Meetl || [_] Disable Chat Messaging [] Mute Participants
15 Bluelean
@ [[] Silent Participant Entry Mode [] Add Participant Passcode
v | entire-team .com

| enﬁre&ean@ ompany.com

[[] Enable Auto Recording
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Setti ng 1. To edit your default Advanced Options settings, click “Default Meeting
Default Settings” from the Schedule drop down
2. Check if you want Outlook-scheduled meetings to use “scheduled” or
Advanced “my (personal)’ meeting
- Check your options, from both “scheduled” and “my meeting” tabs
Optlons . Click save.
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This is a permanent meeting that you can join instantly. You can share the URL or ID with others you meet frequently.

E!rt Meeting Without Moderator 3 [[] Encrypt Meeting

O deo Allow Telephone Participants
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Remove a BlueJeans Meeting
(without deleting calendar event)
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1. Open your BlueJeans Meeting
from your Outlook Calendar.

Join Edit Appointment Scheduling Tracking 2. Click on “Edit Meeting”.
Meeting Meeting ~ . 3. Click on “Remove this BlueJeans
Blue Edit Meeting Meeting”.

4. BlueJeans meeting information
will be removed from this

@emove this BlueJeans Meeting
elp calendar event.




