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Adding Zoom Information in EMS

(This document is not fully accessible. If you require an accessible document, please contact ANR Event
Services at 517-353-3175 or events@anr.msu.edu.)

Events that are held in a virtual platform will require different information than an event that is face-to-
face. Zoom information should be added to any location that would list an address for a face-to-face
program, including the event’s descriptive information and confirmation message.

Here is an example of how to list Zoom information in your description:

Event Summary H Finances ‘ Descriptive Information Look & Feel

m= Descriptive Information

Keywords:

basic, free, registration
Keywords provide a comma separated list of words and phrases that are used by search engines to categorize the event.
*Short Description:

put your short description here

Provide a brief 1-2 sentence description (150 characters max) for use in short event listings, calendars, search engines, etc.
*Description:
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Online via Zoom
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Provide a complete event description that appears on the main web page for the event.
*Flyer download link caption:

Download Event Flyer
This text is used fo label the link used by the public to download the event flyer or other file download.
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You can list the Zoom information in your confirmation message as shown here:

* Confirmation Message:

File Edit View Insert Format Tools Table

m
1]
il
1]
i
i
il
i
o
o
3
z
7
E
i
o
=L

B 7/ Y S x x A
BBz «"8za01«o

Thank you for registering for this test training on March 10, 2021 from 11 a.m. - 1 p.m.

Topic: Basic Test Event

Time: Mar 10, 2021 11:00 AM Eastern Time (US and Canada)

Join Zoom Meeting

https://msu.zoom,us/j/123456789

QOne tap mobile
+13126265799,,822174486% US (Chicage)

+16468769823,,8221744862 US (New York)

Dial by your location
+1 312 626 6799 US (Chicage)
+1 645 876 9923 US (Mew York)
+1 346 248 7795 US (Houston)
+1 665 900 6833 US (San Jose)
+1 253 215 8732 Us
+1 301 715 8592 Us

Meeting ID: 822 174 486
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Or you can send Zoom information to registrants prior to the event. If you choose to send Zoom
information directly to participants prior to the event, let registrants know they will receive the Zoom
information at a later date in your confirmation message, as shown in this example:

* Confirmation Message:
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Thank you for registering for this test training on March 10, 2021 from 11 a.m. - 1 p.m. A Zoom link will be sent to you prior to the program.
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