
How to use the subject line in 
Zoom link emails, Gmail Task 
Lists, and Google Calendar

(so folks can find the Zoom links when they need them)



Inbox with Zoom link emails showing date/time

These emails show date & time of the meeting; good, could be more prominent



Inbox with Zoom link emails selected

With the Zoom link emails selected, click this icon which 
will show “Add to tasks” when your mouse hovers over it



Zoom link emails copied to Task List

When items are in the task list, 
they can be dragged & dropped 
to arrange by date or time as 
desired.  Subject lines can be 
edited as well, dates & times 
added if needed. Once you are 
done with the event, click the 
edit pencil and choose the 
trashcan icon to delete.



Zoom email link can also be added to Google Calendar



Click to add to 
calendar, edit 
title and body 
as needed, 
save when 
ready.  Later, 
in calendar, 
click to see 
Zoom meeting 
joining link.



.ics download is available at the bottom of the email for 
use in other email/calendar programs like Outlook


