
   
 

Virtual Consultations – Scheduling Guide 

Pre-requisites: 

 Zoom client installed and account created. 

 Zoom Outlook Plugin installed. 

 Virtual Consultation shared mailbox/calendar added to Outlook. 

 

1. In Outlook, open Calendar and highlight the required time/date slot in the Virtual 

Consultations shared calendar; 

 

 

2. Select Schedule a Meeting on the toolbar at the top of Outlook; 

 

 

3. Ensure Generate Automatically is selected under Meeting ID; 

 

  



   
4. Expand Advanced Options; 

 

 

5. Place a tick in Schedule for, and using the drop down, select the correct GP/Consultant that 

you are scheduling the meeting for, and click Continue; 

NB: Ensure that the meeting options are set as below! 

 

 



   
 

6. In the Outlook Meeting Window, select To…; 

 

7. In the Required -> field, enter the email address of the PATIENT; 

 

8. In the Resources -> field, enter the email address of the GP/CONSULTANT and click OK; 

 

9. Click on No to the following message; 

 

  



   
10. In the Subject field, add the Title and Surname of the GP/Consultant [and] Firstname, 

Lastname of Patient; 

 

 

11. Click Send; 

 

 


