[bookmark: _GoBack]Since each OLLI class uses the same link each week, it is helpful to find a way to manage your class links.

Here are suggestions for keeping your OLLI Zoom links accessible and organized.


Set up an “OLLI Class” folder in your email. Once you receive your class link email, move the email over to your “OLLI Classes” folder. You can find more information here for Gmail or Outlook here.  

Create a spreadsheet in Excel or a document in Word. You can add each class name, date, time, and Zoom link. 

You can create a folder on your Desktop and keep information about each of your classes there. Click here to learn how to make a folder.

Add Classes to your Google Calendar. Add the Zoom link in the “Notes” section. For more information, click here.

You can also star emails in Gmail. Click here for more information.

Search your email for the title of the class or the name of the staff host who sent it to you (ex. Beethoven or Heidi.Wright). Click here to learn more.

