Zoom is a computer program used to
hold online virtual meetings. You can
use Zoom on a smartphone, a tablet, a
laptop, or a desktop computer (as long
as you have a camera, speakers, and a
microphone).

Zoom Communications at OLLI
Quick Start Guide

Tom La Casa
September 2023



Download and Install Zoom - For A Computer

As a member of OLLI, CSUF provides
access to a “licensed” version of
Zoom free of charge

From your computer, type

fullerton.zoom.us/download in your
browser address bar )

“Download Center” page is displayed

Under “Zoom Desktop Client”, select
“Download” )

Zoom should correctly identify the
type of desktop client you need (PC,
Mac, 32-bit, 64-bit)

[f you have a Mac with Apple’s latest “M” chip, click here

Download Center

Zoom Desktop Client

e, Meelings, Chet, Whileboerd and more for

client will downloe
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Download and Install Zoom - For Computer

* Once the download is complete, proceed with the Sl
installation of Zoom Depending on your device's
security settings, you may

* For Apple computers (iMac or MacBook), double have to allow the installer
click the file “Zoom.pkg”, typically saved in the app to run
Downloads folder...the installer opens, follow
the instructions : tolze.

3

* For PC computers, double click the file called
“Zoomlnstaller.exe”, typically saved in the o y
1e installation was successfu

Downloads folder...the installer opens, follow o o he v 5120 836

h ) y View release notes 7
t e lnStI'UCtl()nS °ﬂ suzcmatically kcec Zoom desdcp cliert up to date
T Y r his in “Sellings - Genzra'

P You can chance s in “Sellings - Genzra

» After the installation is complete, choose if you ’° m Zoom

want the Zoom app to be automatically updated
then CliCk 4 D One’ o Updates will not be installed during meetings or calls

« Upon completion of the installation, Zoom should =
launch automatically, if not click the Zoom icon Q

Sign In

« From the Start screen, you will Sign In




Download and Install Zoom - For Mobile Device

* To use Zoom on a mobile phone or tablet
device, you must download the app from
either the Apple Store or Google Play

* Go to the Apple Store (for i10S) or Google
Play (for Android) and download the app

* You can find the app by typing “Zoom
Cloud Meetings” into the Search box.

Start a Mecting

* Once the download is complete, note the S ————
Zoom icon Zoom Mobile Apps

Start, join and schedule meetings; send group text, images and push-to-talk messages on
maobile devices.

* Select the Zoom icon 2
_ i P Iﬁl Download in
3 : . App Store Google Play
* The Start screen is displayed =l

T ——

* From this screen, you will Sign In




Getting Started - Sign In

~ Zoom Cloud Meetings

Computer

Z00Mm
» After launching Zoom, select

“Sign In” €

Join a Meeting

» Select the checkbox “Keep me
Signe d iIl PP G Y

Start a Meeting
Start or jon & video meeting on the go

» Select “Sign in with SSO” - G
NOTE

Sign In with SSO

7 Yo company domnin \
fullertor .ZOOM.US |

> Enter “fullerton” for company
domain, then click “Continue’ ) | el

NOTE - Single sign-on (SSO) is a user authentication tool that

® enables users to securely access multiple applications (e.g.
# Gmail, Office 365) and services using just one set of credentials




Enter your campus username and password...select

llL o gin” o

Request for 2FA authentication will appear...complete
the request with your appropriate authentication
option

In some web browsers, you may need to allow the site
to open the Zoom app; either click ‘Open’ or ‘Allow’

NOTE: On Windows PC, click “Allow access’ if
Windows Defender Firewall indicates it is blocking
some features of the app G

For the Mobile app, you may see several prompts
asking to you to allow Zoom to send notifications, Q
access your camera, and access your microphone. It's
highly recommended that you allow Zoom to access all
of those (although accessing contacts is not necessary)

The Zoom client/mobile app will sign you in and the
Zoom Home Tab will be displayed (see next slide)...
you're ready to go!

Getting Started - Sign In

Fist time studerts ond opgpl cants

Abanni Portal
AbLmnl click hae

/.

@ windows Defender Firewell has blocked some features of this
app

Windows Lefender Hirewall 1as Elocked some features of Zoon Meetings on all public, private

and domrain retwncrks.
@ Narre: 'ngm.
Publster: Zoom Video Comnmunications, [nc.

Path: Ciiusers\arthur \appdata yroaming'zoom\bin 'zcom. exe

Allcw Zoom Meetings to comrmunizate on these neworks:

[-4 Domain retwerks, such ac a workolzce network
[] private netwerks, such as my Fome or work network

[[]Pubic ~etwarks, suck as those in airports aad ccffee shops (not recormended

because tese relverks oflen have lile or ne secarily)
® Allew aczess Cancel

What arz the risks o~ dlowing an app through a firewial ?

Check for a Duo Push

Verify it's you by approving the notificatior...

Sent to "IDS" (1ee-e+-4507)

oy |

Cther options

Hemember me

Need help?

Meet & Chat

New Meeting

«oIn Schecule share screzsn

D

“Zoom"™ Would Like to Send

You Notifications
Molifications may induce alarls,
sounds, andican badges These czn
ke ennfiguren in 5217 ngs

Find people and start chatting!




Getting Started - Sign In

> Upon completion of sign in, you will see the Zoom

Home Tab o

o Check to ensure you are in your CSUF Zoom licensed

Thomas La Casa
aC ta***2ecsu.ful arten...

Availagle
3at S1atus Message

Work Locatdon

12:04 PM Iry In’al-.'t.'.f.rt:,'.
account Wecnasday, August 30, 20 :t.:ck A
» For a computer, select in the upper right cornetr... b

your initials are displayed o
o A drop down list of various options appears

o At the top, select your name; select “‘My Profile’ G

» If prompted, login to your campus account; Zoom Web  EBZZE  Producs  Soutions  Resources —
application page is displayed

Meetings

® CliCk OII lPI‘OﬁlE’ Q Webinars
Account G
Personal Contacts o
o Scroll down to “Account’ G Whiteboards

License Licensed [7)
Recordings
> Note the ‘License’ status as “Licensed” - NOTE o Worcspace Reservatior Meeting 300 participants (3
; Zoom Whiteboard Unlimited editable bo:

NOTE: If this ever says “Basic” then you will need to Sign

R E— N

Out and then Sign In and follow the previous sign in steps.
Be sure to confirm you are “Licensed” 7




Getting Started - Sign In

» For tablets and smartphones, from
the Home tab, select ‘More’ €

» Select your name at the top of the
list of options...it should say €D
“Licensed” - NOTE

» In the right side pane, scroll down
to ‘Licenses’ and ensure you're a
licensed user &

NOTE: If this ever says “Basic” then you will need to Sign

Out and then Sign In and follow the previous sign in steps.
Be sure to confirm you are “Licensed”

450 BSAPM Tue Aug 29 “ee

. Tuesday, August 29, 2023 ‘\ A ,i

Close My Profile

0 Available

Set Status Message

Department
[« Whiteboard

Job Title
535 Apps

~ Location
&= Workspace Reservation

8} Events Personal Meeting ID (PMI)

Personal Link Name

C< Meetings Default Call-In Country or Region

o)
@ Contacts Licenses

3 Team Chat

@ General

larmeg




Selecting an OLLI Class - OLLI Newsbytes Email

The simplest method is to access the class
Zoom Links from the weekend email sent
by ollinewsbytes...however, the most
current data will be via the OLLI Calendar

The email is delivered directly to your
personal email account. Simply select the
link titled “Click here for a list of [current

semester] class and access links” °

After selection of this link, a .pdf file opens
listing each class offering by the week day;

you will need the Adobe Reader application
(free to download) o

Along with the class day and meeting time
is a Zoom link...you simply select the link
and your Zoom desktop/mobile application
will open and take you to the meeting G

OLLI CSUF
OLLI Class Irfermation and Jpdates, Se

oc

Fall 2021 Blue Book Changes

ve been many changes ta the class Iinfermabtan included In the

Fall Elue Boak.
To see the full list of Blue Book Changes, click here,

Please check this list to see if the classes
changed.

New changes this week:

Arl Ho (’iwn:u Sepler I wer 20 s cancel e,
Coring ,'o.' u-u !zC!' '.L' 2A5-3:30par.,
4 ")it:, o‘.‘Ll é ut t LD and Lo
. 5? St. e l!/ N(.M ¢ 9, 30 e December 7
. Seple L Zb Ny \lm 16 3 Llc’L nber 4
D 1w v\’f U I‘ l 2ol ¢ Zoom ¢ ll rthe

ieh Discuss llw_ux,;-,' 0 . Lo an ench 3.
b " -rampus caly

CJ g' "hota DE cd s Cny
Intr ro to Wo le C | . meet an Loom only until further notxe.
Spa ish 4 v

L1001
S wyt !mg C ama d 'r\o alig betw 1api [ oom for the

1ate b
1t of Septem t Shup1 ptn‘b .330 :)omSp emb )
S ing Ensemble nt,u;l 5 Il od. Cla‘ swilr September 28,
L'D alks Septer i ll\j Classes wil n csmco Slerde 3-'-1'5
TIR Co mm ittee ting S:;.:‘ rth 20 s :.:.rc':.l'::‘
Ukule! D(?l.':,':l 'v"’t(-"lbr--' Z‘C' vill be Zoom orly
Wetercaler Warkshop vill v or Zoom anly unt'l furthes notice.

Click here for a list of fall classes
and access links

A Additional Information
for some of this week's classes

Greak Books, Monday, 10 a.m.-noon

you wish Lo attend have been

OLLI Classes, Fall Semester 2021, With Access Links
Listed by Da

For convenience, dowrnload Uhis st 1o your degklop s0 you vAill have il handy
This document is for registered OLLI members only. Please do not share it with non-members.

Note: Some courses listed have only Zoom links; some have only live-stream links; some have

beth, The live-stream links will take vou to a web page showing a listing for each ciass session. Click
an the class dare you wish ta jomn, and you will be abie to access the ¢lass. Courses that are not listed
hera are in-persor only.

Iha ink tar livestraam classes 1s hitps Vol tullertan eda’e as/live!
For livestream FAQs, click here.

veStreamRecordinglinks php

Monday every week
September (G ne class), 13. 20, 27 » October 4, 17, 18, 25« November 1, 8 15, (22 no ¢lass), 29
French 2, 845 a m JAb a m Joom
Zocm Imk T

Spanish 4, 11.;31.;prn éoam .
Zoom Ink. S " .

Tip: If you are not receiving emails
from “OLLI CSUF”, please check your

Spam Folder. Be careful NOT TO

unsubscribe from the OLLI newsletter
because it unsubscribes you from ALL
emails sent from OLLL.




Selecting an OLLI Class - OLLI Web Site

» You can also retrieve the class Zoom
links from the OLLI web site

» Select the link titled “Zoom Course
IDs/Links” €9

> Or, select the large button “Access
Links for OLLI Members” )

» After selection of a link, you will be

directed to login to your campus account

and complete Duo 2FA authentication

» See next slide for additional steps

10

Osher Lifelong Learning Institute

MORE INFORMATION

Virtual Town Hall =GR
OUESTIONS
held on OLLI ON YOUR PHONE/TABLET
Tuesday, August 31st ETUDINT PCRTAL ACCCUNT
10:30 -11:45 a.m. CSUF-OLU WIFIACCESS

AULITING CLASSES
COORLINATORS INFORMATION

? PARKING AND OLLI TROLLEY
Impertant information on fall cfass CREATIVE ART BY VEMRERS

status and COVID-19 protocols VIEW CURRENT C/TALOS

CHRONICLE/CALENDAR

was recorded and will be posted soon.

Update from Dr. Thomas Cesario GOVERNING DCCUMENTS
N3 LIKE US ON FACEBOOK

MAPS
LIVESTREFAM/RECORNINGS
DISTANCE LEARNING VIDEOS
(hefore 9/2021)

Welcome to FALL 2023

SEP11 ’J il! - DEC9

«

Returning In-Person
to Campus 2’:;"‘:;:‘:
Safely /

?ALFORY 57,

L LA T ELNVERSTY FuuesTon;
BEATTR L St il —

In Person Attendance Guidelines

Click to learn more

COURSES & EVENTS

Courses and Events

Welcome to QOLLI

GLLI-CSUF ACCESS LINKS

f

OLLI MEMBERS

Students N Mentors
a'-’.‘\

a -
:_.:_‘, Styang
~ad Hexithy
mANsITlous “ X
e I R = '_3
IN RETIREMENT e
P R T A SN P ST T .

Transitions in Retirement

™ v

CLICK HERE

QLLI-CELF Calleboratien Zoom Course Links

ST TR ——




Selecting an OLLI Class - OLLI Web Site

o After selection of “Zoom Course
IDs/Links” or the large button
(“Access Links for OLLI
Members”), and successful login,
a listing of classes with their

Zoom links is displayed €9

» You can either click the class
name (in Blue) or use the “ID: o
[Number]” to join the Zoom class

CALIFORNIA STATE UNIVERSITY, FULLERTON + A-Z Index — Search

» SITE @ CSUF

Osher Lifelong Learning Institute

ABOUT QL LI-CSUF CLASSES/ACTIVITIES CAILFNDARS DONATE VOILUNTEFER CONTACT LS JOINSRENFW

Fall 2021 Semester Zoom Course Links N

Click here to see our Zoom links sorted by date and time.

Click here for help with using these links with Zoom.

Click here to download a list of the Fall 2021 session Zoom links and have them available so you don't need to search for them. &
Note: Some courses are available both by Zoom and Live Streaming.

Please click on the course name, which is a link to the class meeting or use the Zoom |D.

A Course in Miracles, JNEIN e R
Art House Cinema, ID: 878 6030 Q037

Artsy: A History of Impressionism,§ s

Welcome to FALL 2.023

SEP11 J ll! - DEC 9
&«

COURSES & EVENTS

Returning Q In-Person
to Campus z‘:;':’;‘“:
| Safely /

'f-'i[._"F ORNJA s7a7:

Click to learn more

LNINERSITY FLugsmon:

:’C‘:“_‘ ~L;T:. :t.“f.aa..m..\.
Courses and Events In Person Attendance Guidelines

Welcome to QOLLI

ACCESS LINKS

f

OLLI MEMBERS

@LLL:CSUF

Students #gged Mentors

.
b Syang w“w

ek
: ( Sl
TRANSITIONS | &
T "_ » 4T

. 3 GLIGK HER

A G __' & ‘-2.'. T r- %L Y

Transitions in Retirement

Q_LI-CELF Calleboraticn Zoom Course Links
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MEETING

LET’S JOIN A
Participation in a

-------------------------------------------------------------------------------------------------------------------------------------------



Join a Meeting - Waiting Room

» For you to join a meeting in Zoom, a “Host” will
first have to setup the meeting...date, time, and g
other pertinent meeting information
o At OLLI, our class instructors are the “Host”
for their classes

My Meetmg \

Host has joined. We've let them know you're here _)
Test Speaker and Mic

» These Zoom links are then posted on the OLLI
web site as well as contained in a file which is
accessible via email sent each week...earlier

ZO00OOOM

Team Chat Phone Meetings Rooms Conoct

slides covered how to access these links Notice that a Waiting Room can be customized.

Usually, an OLLI class will display the class title. This

> Once the Host starts the class session, the . .
lets you know you have joined the correct class.

“Participants” can join

> When the Host starts the meeting, for security
purposes, OLLI requires that all class meetings
have Participants initially enter via a “Waiting
Room”



How to Join a Meeting

o> Every Zoom meeting has a link and a meeting ID that is be
used to enter a Zoom meeting

» In addition to being available on the OLLI website, all OLLI

class Zoom links are contained in a file sent over the weekend

via an email from OLLI CSUF (ollinewsbytes@hotmail.como

» Simply open this file, find your class, and select the Zoom link o

o> The Zoom application will launch and the Zoom Home Tab
will be displayed G

> You may be prompted to choose an audio option

o Click Join with Computer Audio to use your computer's

audio (e.g., headphones, built-in microphone/speaker) Q

» Click Phone Call to get phone numbers and instructions on

how to use your phone for audio G

> Select ‘Automatically join audio by computer when joining

a meeting’ to bypass this option for future classes o

> You're now in the Zoom meeting; you may enter the class
Waiting Room

14

OLLI Classes, Fall Semester 2020, With Zoom Links
Listed by Day

For convenience, download this iist to your desktop so vou will have it handy.

Monday, Every Week

September (7 no class), 14, 21, 28 « October 5, 12, 19, 26 « November 2, 9, 16, 23, 30
French 2, 8:45 a.m.-9:45 a.m. (NOTE: Added to Fall BB)
Zoom link:  https://fullerton.zoom.us//93075327437

Spanish 4, 1.15 p.m.-3.15 p.m.

Zoom link:  hitps.fullerton.zoom.us/[/S 7644131845 O
. e & [ )
o o - Avaiasl ol Select the listed

Zoom link

Meditation for Everyday Life, 3:15 p.m.-4.30 p.m

Zoom link.  htlps.//fullerton.zoom.us!//91342195366

""fon, December 7. 14)

217 PM

Manday, September 20, 20217

W Choose ONE of the audio conference options

G Phone Call Computer Audio

D Join with Computer Audio

Test Speaker and Microphone

Automatically join audio by computer when joining a meeting



mailto:ollinewsbytes@hotmail.com

Participating in a Zoom Meeting - Audio

» Using audio in a Zoom meeting requires access to either a
microphone through your computer or a telephone

> A host can control participant audio during the meeting This setting indicates your audio
. iIs ON and you can be heard

o This means the host can mute and unmute you at any I Y

m -

Stop Video

time

This setting indicates your audio is

o Check the icons in the menu bar to determine your current
OFF and you will NOT be heard

audio setting...be courteous to others and ensure your
audio doesn’t disturb the meeting

Y A | -

Unmute Stop Video

> Control of your audio is very simple

j - This setting indicates your audio has been
> To mute yourself, select the “Mute” button restored (ON ) and you can be heard

: ;i W -
(microphone); a red slash will appear over the o i Ston Video

microphone icon indicating that your audio is now
OFF...the icon changes to “Unmute”

» To unmute yourself and begin talking, select the
“Unmute” button (microphone); the red slash will o
disappear over the microphone icon indicating that
your audio is now ON...the icon changes to “Mute”

15



Participating in a Zoom Meeting - Video

» Using video in a Zoom meeting requires access to
either a camera built-in your computer or a
separate web camera... a host can control
participant video during the meeting

This setting indicates your video
iIs ON and you can be seen

o Check the icons in the menu bar to determine your ’ Sto:i'deo"
current video setting...be courteous to others and
ensure your video doesn’t disturb the meeting

This setting indicates your video is
OFF and you will NOT be seen

/U

> Control of your video is very simple

Start Video

> Select the “Stop Video” button to stop sharing

o y Tho tto o d. t .d h
your video stream; a red slash will appear over Is setting indicates your video has

been restored (ON ) and you can be seen

the camera icon indicating that your video is —

now OFF...the icon changes to “Start Video” Mute _
> To begin your video stream and be seen, select

the “Start Video” button; the red slash will

disappear over the camera icon indicating that

your video is now ON...the icon changes to
“Stop Video”

16



Participating in a Zoom Meeting - Participants List

> Wanna know who else is
participating in your Zoom
session...simply select the
“Participants” icon €)

> The Participants Tab opens )

» As a Participant, you can Rename
yourself...required, if your name is
not properly displayed

» Simply roll your cursor over your
name, the More option appears
with a list of options C

17

The number displayed by the icon indicates
the present number of participants...it
updates as more people join the session

Participants (5)

OW Obi Wan Kenobi (me, participant ID:116269)

. Darth Vader (Host)

LS Luke Skywalker (Co-host)

More v
Pin
C Chewbacca

Rename
Add Profile Picture

PL Princess Leia (Guest)

“Guest” indicates the participant is NOT
using their CSUF License account



Changing Your Name - Rename
o OLLI classes are required to complete an attendance

log; it is important that each participant be correctly
accounted for...no “iPad 2” or “Tom’s PC”

Open Zoom>click Settings

: . J

> You can rename yourself using the Zoom client (the 11:19 AM ﬁ

app on your device) and/or in your CSUF Zoom

account profile....First Name and Last Name | Change - Joining Meeting
o There are different ways to rename yourself... — Join Meeting

; Click Profile>click Edit My Profile - may
o> Change your name on the CSUF Zoom portal in your need to log into your Zoom account Meeting ID or Personal Link Name
Zoom account profile; requires sign in to CSUF Zoom .
R Thomas La Casa

portal... https://fullerton.zoom.us/

Thomas La Casa
Single Sign On

Don't connect to audio

» Change your name using the Zoom client (i.e. the app) o

View My Sutscription Turn off my video
Ecit My Erofile
o> Change your name on Zoom when joining a meeting o e
Keyboard Shortcuts View Advarced Fealures
» Change your name on Zoom during a meeting (slide Firet Name Last Name
17) ’ Thomas ) \ La Casa

Disp'ay Name

o This link to Zoom Support provides instructions on
each of the ways to Rename on various devices...
https://support.zoom.us/hc/en-us/articles/
8715431556621-Changing-your-name-on-Zoom

‘ Thomas La Czasa

Scroll down and

h = = c = ERTE . o L E= o, 1< o, U
Save C anges nickneme) that will be shown to cthers cn Zoom

18


https://fullerton.zoom.us/
https://support.zoom.us/hc/en-us/articles/8715431556621-Changing-your-name-on-Zoom
https://support.zoom.us/hc/en-us/articles/8715431556621-Changing-your-name-on-Zoom

Participating in a Zoom meeting - Reactions

Reactions can be used as an active learning tool within
Zoom for participants to efficiently provide non-verbal
feedback to a question posed by their host or to draw the
host attention to possible verbal feedback

. ]
X
MUt s

Select the “Reactions” button (on a tablet, select “... R Chat
More”) o Enable Original Sound

| . . Enable Live Transcript
Participants can react to indicate their response to a A, SR, oS ot -4 IS Y
particular question, statement or topic a host may pose, Mininiza Meeting
you select a reaction (eg. yes, the green check mark) to v i - Background and Filters
apply it N —

As part of Zoom etiquette at OLLI, Participants are
encouraged to use the “Raise Hand” reaction to indicate
when they would like to speak anytime throughout a
Zoom meeting

? A 3 Shices X # Raise Hand
» A raised hand icon will appear next to the participant’s =
;0.1 A 4 see
name il‘l the PartiCiPantS LiSt S ity Partic pants o Share Screer R=2actions More

o Wait till the host/co-host acknowledges you, then the
participant can unmute their own microphone and ask

their question or provide feedback
A2,



Participating in a Zoom meeting - Chat

» The in-meeting Zoom Chat feature allows you to send
instant messages to other participants within a meeting r . \
or a private message to an individual participant Computer Dis play

> While in a meeting, select “Chat” in the meeting o . Tablet D
controls (on a tablet, select “...More”) o S s w @

o This will open the Chat box o Enable Original Sound

Enzble Live Transcript

» To send your message to everyone, select Everyone
from the drop-down list G

Meeting Settings

Minimize Meeting

Background and Filters

o Or, use the drop-down and choose a participant to
send a private message to

® ® w0 & i Raise Hand

a & VY 2 0 5 -

> Type a message into the “Type message here...” box Q

o Press the Enter or Return key to send your chat

» The Chat icon displays a badge indicating the number & -
of unread chats (on a tablet, the “...More icon” \—
displays a badge indicating the number of unread
chats)




Participating in a Zoom Meeting - View

Each participant on a Zoom meeting has the ability to change
their video layout; select the “View” control

There are two main options... ° Speaker

v Gallery

® Gallery View Immersive

Stop Incoming Video

» Active Speaker View
Fullscreen

Active Speaker View will automatically put the video of the
participant who is speaking in a large video window, with

other participant videos arranged in smaller windows at the
top of the screen. Use the right/left arrows at the top of the
window to scroll through and see other participant videos

O

In Gallery View, the video panels for all participants of the
Zoom meeting will be the same size and distributed through
the Zoom window. Depending on how many participants are
in the meeting, there may be multiple pages that you can
scroll through (using the left/right arrows) to see all the G
participants' videos. Gallery View is useful when you want to
see as many participant videos and/or reactions as possible

21



Participating in a Zoom Meeting - Leave

Computer Display

Once in a meeting’ you may need to As a participant, you can choose to

: S leave a meeting anytime you wish
leave the meeting before it is over

A

Leave

v

B  Leave Meeting
Canc

To leave a meeting, select “Leave” )

You will be asked for
confirmation...select “Leave )
Meeting” to confirm your action

If you decide to remain in the
meeting, simply select “Cancel” g

22



YOU ARE READY TO
Z00M

Find a Class and Get to
Zooming

23



