
Zoom Communications at OLLI 
Quick Start Guide
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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).
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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)
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Type 
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download
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Download and Install Zoom - For Computer
• Once the download is complete, proceed with the 

installation of Zoom

✴ For Apple computers (iMac or MacBook), double 
click the file “Zoom.pkg”, typically saved in the 
Downloads folder…the installer opens, follow 
the instructions

✴ For PC computers, double click the file called 
“ZoomInstaller.exe”, typically saved in the 
Downloads folder…the installer opens, follow 
the instructions

• After the installation is complete, choose if you 
want the Zoom app to be automatically updated, 
then click ‘Done’

• Upon completion of the installation, Zoom should 
launch automatically, if not click the Zoom icon

• From the Start screen, you will Sign In 
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Depending on your device's 
security settings, you may 
have to allow the installer 

app to run
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Updates will not be installed during meetings or calls



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 iOS) or Google 
Play (for Android) and download the app 

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

• Once the download is complete, note the 
Zoom icon 

✴ Select the Zoom icon 

✴ The Start screen is displayed

✴ From this screen, you will Sign In 

4



Getting Started - Sign In

After launching Zoom, select 
“Sign In”

Select the checkbox “Keep me 
signed in” 

Select “Sign in with SSO” - 
NOTE

Enter “fullerton” for company 
domain, then click ‘Continue’

B

A

A

Computer

A

Mobile Device

D

D
C

5

B

C
Tip: To avoid having to sign 
in each time, select the box 

for “Keep Me Signed In” 

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



Getting Started - Sign In
Enter your campus username and password…select 
“Login”

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

For the Mobile app, you may see several prompts 
asking to you to allow Zoom to send notifications, 
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!
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Getting Started - Sign In
Upon completion of sign in, you will see the Zoom 
Home Tab 

Check to ensure you are in your CSUF Zoom licensed 
account

For a computer, select in the upper right corner…
your initials are displayed

A drop down list of various options appears

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

If prompted, login to your campus account; Zoom Web 
application page is displayed

Click on ‘Profile’

Scroll down to ‘Account’

Note the ‘License’ status as “Licensed” - NOTE
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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”
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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 
“Licensed” - NOTE

In the right side pane, scroll down 
to ‘Licenses’ and ensure you’re a 
licensed user 
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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”
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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)

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
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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 OLLI.



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”

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
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Selecting an OLLI Class - OLLI Web Site

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

You can either click the class 
name (in Blue) or use the “ID: 
[Number]” to join the Zoom class
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LET’S JOIN A 
MEETING

Participation in a 
Zoom Meeting
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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 
other pertinent meeting information

At OLLI, our class instructors are the “Host” 
for their classes

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 
slides covered how to access these links

Once the Host starts the class session, the 
“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”

Notice that a Waiting Room can be customized. 
Usually, an OLLI class will display the class title. This 

lets you know you have joined the correct class.



How to Join a Meeting
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.com)

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

The Zoom application will launch and the Zoom Home Tab 
will be displayed 

You may be prompted to choose an audio option

Click Join with Computer Audio to use your computer's 
audio (e.g., headphones, built-in microphone/speaker)

Click Phone Call to get phone numbers and instructions on 
how to use your phone for audio

Select ‘Automatically join audio by computer when joining 
a meeting’ to bypass this option for future classes

You're now in the Zoom meeting; you may enter the class 
Waiting Room
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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 means the host can mute and unmute you at any 
time 

Check the icons in the menu bar to determine your current 
audio setting…be courteous to others and ensure your 
audio doesn’t disturb the meeting

Control of your audio is very simple

To mute yourself, select the “Mute” button 
(microphone); a red slash will appear over the 
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 
disappear over the microphone icon indicating that 
your audio is now ON…the icon changes to “Mute”
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This setting indicates your audio 
is ON and you can be heard

This setting indicates your audio is 
OFF and you will NOT be heard

This setting indicates your audio has been 
restored (ON ) and you can be heard
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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

Check the icons in the menu bar to determine your 
current video setting…be courteous to others and 
ensure your video doesn’t disturb the meeting

Control of your video is very simple

Select the “Stop Video” button to stop sharing 
your video stream; a red slash will appear over 
the camera icon indicating that your video is 
now OFF…the icon changes to “Start Video”

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”
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This setting indicates your video 
is ON and you can be seen

This setting indicates your video has 
been restored (ON ) and you can be seen

This setting indicates your video is 
OFF and you will NOT be seen
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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
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The number displayed by the icon indicates 
the present number of participants…it 

updates as more people join the session
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“Guest” indicates the participant is NOT 
using their CSUF License account



Changing Your Name - Rename
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”

You can rename yourself using the Zoom client (the 
app on your device) and/or in your CSUF Zoom 
account profile….First Name and Last Name

There are different ways to rename yourself…

Change your name on the CSUF Zoom portal in your 
Zoom account profile; requires sign in to CSUF Zoom 
portal… https://fullerton.zoom.us/

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

Change your name on Zoom when joining a meeting

Change your name on Zoom during a meeting (slide 
17)

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

Open Zoom>click Settings

Click Profile>click Edit My Profile - may 
need to log into your Zoom account

A

B

A Change - Zoom Client

Scroll down and 
Save Changes

Change - Joining Meeting
B
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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 

Select the “Reactions” button (on a tablet, select “…
More”)

Participants can react to indicate their response to a 
particular question, statement or topic a host may pose, 
you select a reaction (eg. yes, the green check mark) to 
apply it

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 raised hand icon will appear next to the participant’s 
name in the Participants List

Wait till the host/co-host acknowledges you, then the 
participant can unmute their own microphone and ask 
their question or provide feedback
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Participating in a Zoom meeting - Chat
The in-meeting Zoom Chat feature allows you to send 
instant messages to other participants within a meeting 
or a private message to an individual participant

While in a meeting, select “Chat” in the meeting 
controls (on a tablet, select “…More”)

This will open the Chat box

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

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

Type a message into the “Type message here…” box

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)
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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… 

Gallery View 

Active Speaker View 

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

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 
participants' videos. Gallery View is useful when you want to 
see as many participant videos and/or reactions as possible
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Participating in a Zoom Meeting - Leave

Once in a meeting, you may need to 
leave the meeting before it is over 

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”
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As a participant, you can choose to 
leave a meeting anytime you wish

Computer Display
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YOU ARE READY TO 
ZOOM

Find a Class and Get to 
Zooming
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