How to conduct a webinar/online conference in Adobe Connect

Author: Tomas Nikl

tomas.nikl@ruk.cuni.cz

E-learning Support Center

Central library, Charles University

Content

How to conduct a webinar/online conference in Adobe Connect

1. INtroducCtion .....coeevvvveeiiiiiicieeeeee e,

L 0 N o U~ W N

10. IN CONCIUSION ovvvveiiiiieeciiie e

1. Introduction

Whatis needed? .......cccvvveeiiiiinniiiiiiiceeee e
Technical requirements..............cccoeeeeiinl.

Creating of conference meeting ........................

Conducting of a conference/webinar.................

The participants on desktops and laptops

The participants on tablets and mobile phones

The manual Adobe Connect...........ccvevvevvvnnnennn.

...................................................................... 1

Download and installation of the application Adobe Connect meeting .........cccccvvvvvvvvvvvevennnnnnns

Distant communication and conducting of online webinars could be realized on web server Adobe
Connect, which is for students and employees of Charles University available free of charge on the
website: https:/el.Ifl.cuni.cz. In an online conference is possible to invite maximum 200 participants
simultaneously. They can access also through mobile phones or tablets. It is preferable to have basic
knowledge of communication on the internet — setting the microphone and webcam. This simple
manual could be helpful for successful implementation of web conference.

2. Whatis needed?

Desktop (PC), laptop, tablet or a smart phone
The application Adobe Connect Meeting App
Web browser (FireFox, Chrome, Edge, Safari)
Webcam

Microphone

Headphones

Good quality internet connection

User account CAS

Created conference meeting

Application Adobe Connect meeting


mailto:tomas.nikl@ruk.cuni.cz
https://el.lf1.cuni.cz/

3. Technical requirements

If you use a desktop (PC), connect headphones, microphone and webcam. In laptops in general are
the webcams and microphones usually integrated. It is only necessary to connect the headphones. It
is not recommended to use built-in or connected speakers, because in this case there is a danger of
Laser effect (sound loop between microphone and speaker). Mobil phones are provided with these
peripheries and they are suitable for managing a conference or fully fledged communication. Stable
and fast internet connection is very important. Users of operating system Linux are disadvantaged.

4. Creating of conference meeting
A. Insert the website address of the Adobe Connect server into web browser:
https://el.lfl.cuni.cz/
B. Inthe menu ,How to enrol” choose Charles University and log in with your login data to
authentication service (CAS).

ADOBE CONNECT

Vyberte jak se piihlasit.... v
Vyberte jak se prihlasit....

Univerzita Karlova

Masarykova Univerzita
Univerzita Palackého
Externi uZivatel
Védecka rada 1.LF UK

Nevite jak se piihlasit ?
English

Centrum Podpory E-learningu
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C. Enrol with your login data to Authentication Service (CAS)

CAS - Centralni autentizacni sluzba UK

Prihlagen( ke sluzbé Service

ar SBE
Provider 2.6 - 11S 8.5 apomnéli jste heslo

UZivatelské jméno

nikit

Heslo
Neukladat uzivatelské jméno
Zaskrtnutim tohoto policka
pfejdete na stranku s potvrzenim
odesflanych infarmac

Centrélnf autentizacn( sluzba pro webové aplikace

casadmin@cuni.cz
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D. Inthe main menu in the upper line on the left, choose the item , Conference”

ADOBE® CONNECT"™ Univerzita Karlova Napovéda

Domt | Obsah | Skoleni | Konference | Semindrni mistnosti | Statistiky | Administrace | MGj profil |

E. The folder ,My conference” will be displayed and here in the , List of conferences”, click in
the button ,,New conference”

ADOBE" CONNECT™ Univerzita Karlova Napovéda
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F. On set-up page of the conference ,Set information about the conference” insert:

a. inthe box ,Name” - name of the conference

b. inthe field ,Custom URL" inset the words or letters appropriate to the topic, e.g.
English lesson. This ,,Custom URL” will be the link for the guests to enter the meeting
room. It should have clear, simple and distinctive name. Do not use punctuation in
the name. Instead of an underscore use a dash. If you do not fill in your own URL
address, a random URL will be generated, which might not be easy to remember.

c. Theitem ,Access” set to: ,,anyone who has the URL of the conference can enter the
room”

d. The following items leave unchanged. Leave the item “Do not include any audio
conference” marked, and also leave marked the item “Update the information for
any items linked to this item”.

e. If you click on the button “Finish”, the conference room will be created and ready to
use.



ADOBE" CONNECT™ Univerzita Karlova Napovéda

Zadat informace o konferenci
Zadat informace o konferenci

JIJméno: * |V5’ruka anatomie

Vlastni URL: https://el.Ifl.cuni.cz/ | vyuka-anatomie

(Pokud chcete nechat vygenerovat systémaoveé URL, ponechte toto pole prézdné, jinak zadejte unikatni URL. PouZivejte prosim
znaky a pomléku. Mapfiklad: "product-deme” bude mit za wysledek https://el.lfl.cuni.cz/product-dema/)

Popis:
{max délka=4000 znakd)

&
Cas zahajeni: [20 v |Bfezen v[2020 v| [10:30
Délka: hodin:minut
Pfedloha: [ sdilené Zablony\Vychozi pFedioha pro konference ¥
Jazyk: * [ Eedtina v |
PFistup: ) Pouze pro registrované uZivatele (pfistup hostdm je blokovan)

! Pouze pro registované uZivatele nebo schalené hosty

'® Pro wiechny, kdo znaji URL adresu konference.

® NepouZivat Zadnou audio konferenci.
(Wyberte tuto volbu pro vytvoreni konference s pouze VOIP zudiem.)

) Pouzit telekonferenéni hovory v této konferenci: El Sprava audio profild
(M&jte prosim na paméti, fe audiokonferencni nastaveni nelze ménit béhem trvani konference.)

) VloZit jinou audio konferenci do této konference.

Cislo(a) konference: |

Kod moderatora: |

Kod uéastnika: |

# Aktualizovat informace u propojenych poloZek.

*opznatuje povinné poloZky

Storno < Pfedchozi Dalii = Dokonéit

G. Copy the URL of the conference. You will send it to your students — participants together
with the date and time of the webinar.
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Jméno: Vyuka anatomie

Popis:

Cas zahajeni: 03/20/2020 10:30

Délka: 01:00

URL odkaz: https: / /el.If1.cuni.cz/vyuka-anatomie /

Pocet astnikii: 0

Jazyk: Ceitina

Piistup: Pro vSechny, kdo znaji URL adresu konference.

Povolit GEastnikim

odmitnuti sledovani aktivity: Ne

Wstoupit do konferenéni mistnosti

For organizing the conference you will need the application Adobe Connect meeting app,

5. Download and installation of the application Adobe Connect meeting
A. Download and save the application ,,Adobe Connect meeting application” for your operating
system.
e  Windows: http://www.adobe.com/go/Connectsetup
e Mac: http://www.adobe.com/go/ConnectSetupMac
e Other options can be found on the websites Adobe: https://helpx.adobe.com/adobe-
connect/connect-downloads-updates.html#Application
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22 Dropbox A - Na zacatku tydne (1)
[ Plocha - Minuly tyden (2)
4 stazené soubory £+ Na zatatku mésice (1) J
@ Dokumenty L Al 3
Mazev souboru: | Teams_windows_xBd.exe w
Ulezit jake typ: | Application (*.exe) ~

~ Sknjt sloZky Zruit

Start installation and install the application.
C. For completing the installation choose the option , Create a desktop shortcut” and click on
the button ,Exit”.

@


http://www.adobe.com/go/Connectsetup
http://www.adobe.com/go/ConnectSetupMac
https://helpx.adobe.com/adobe-connect/connect-downloads-updates.html#Application
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Adobe Connect Installer >

Adobe Connect

Adobe Connect Webinars

Immersive experiences, robust registration, customizable
events, and built-in analytics.

Adobe Connect Installer

Installing (100%)

Adobe Connect

@ Installation is complete

Adobe Connect application for desktop has been
successfully installed.

Create a Start Menu shortcut

Exit

Uninstall

Help... Help...

6. Conducting of a conference/webinar
A. Launch a web browser.
B. Inthe field for URL insert web link of your conference e.g. https://el.lf1.cuni.cz/vyuka-
anglictiny and press the button Enter

-+

Mova karta b 4

C ¥ https://ellf1.cuni.cz/fvyuka-anglictiny

C. Ifyouare notlogged in Adobe Connect on the server, a new site with the name of your
conference and requirement for entry will be displayed. Choose: Entry for registered users
(under the button Enter the conference)

ADOBE CONNECT

vyuka-anglictiny
® ystup pro hosty

Iméno | temas.nikl@Ifl.cuni.cz

Vstoupit do konferance

'stup pro registrované uZivatele(Povinné pro hostitele, dopooruéeno
pro regisrované uZivatele)|

D. Inthe menu “How to enrol” choose Charles University


https://el.lf1.cuni.cz/vyuka-anglictiny
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ADOBE CONNECT

vyuka-anglictiny

Vstup pro hosty
* Vstup pro registrovang uZivatels

Vyberte jak se pfihlasit.... ¥
Vyberte jak se piihlasit....
Univerzita Karlova
Masarykova Univerzita
Univerzita Palackeho
Externi uZivatel

E. Now you will be redirected to Authentication Service (CAS), where you should log in with
your login data to CAS.

CAS - Centrélni autentizacni sluzba UK

Prihlagent ke sluzbé Service
Provider 2.6-11S 8.5

» Zapomnéli jste heslo?

UzZivatelske jméno » Potiebujete pomoc?

nikit

Heslo

Neukladat uZivatelské jméno

Zaskrtnutim tohoto policka
prejdete na stranku s potvrzenim
odesilanych informaci.

Phihiasit
Centralni autentizaéni sluzba pro webové aplikace

casadmin@cuni.cz

F. After successful logging in the information panel may be displayed. After reading it click on
the button ,Continue”. After that or in case of absence of information panel, the
requirement to launch the application Adobe Connect will be displayed. Please confirm it.
Then click on the button ,Start the application Adobe Connect”.
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Spusti aplikaci Adobe Connect

ADOBE CONNECT

You need Adobe Connect application to start this meeting
If you have the Adobe Connect application and still having problems? try again

Join meeting from Adobe Connect application

Download and install Adobe Connect application to join this meeting.

Download Now

Or, Enable Flash to join meeting from the browser

See Adobe Flash Player Help and follow listed steps to enable Flash Player in your browser.
When Flash is enabled click here to join the meeting.

Questions? Contact Support

The application will be launched. In the window of the application the pods of the
conference room will be displayed. Now is the conference room active and you can start
editing it and conducting the conference. At this moment the attendees can enter the
.conference room.

7T M=

In the surface of the conference the pods, which have been mentioned, can be found (they
look like windows). The pods have different functionalities. For example the pod , Share” can
be used for sharing the screen of your computer with the other members of the conference;
the pod , Chat“ can be used for texting among the members of the conference; the pod
,Camera and Voice“ can broadcast sound and image — it is recommended to switch on the
camera only for one member preferably the host; the pod , Attendee list “ enables switch
on/off the camera and microphone of the participants and assign roles. Pods can be moved
by dragging the mouse and closed (be aware of this!).



The conference can be set in the header of the conference meeting room and through the
icons your speakers, webcam and microphone can be switched on/off. The device is switched
on (active) if the icon is green. Attention the icon of muted microphone will be still green but
strikethrough!

% vyuka-anglictiny - Acrobat Connect

r{‘ Konference )
Liche

Camera and Voice

If you want to broadcast images form your webcam, click on the button , Switch on my
camera“ and after that on ,,Start sharing” in the pod ,, Camera and Voice”. You will have to
click on ,Start sharing” even if you launch the image by clicking on the icon of the camera in
the header of the conference.

% | wyuka-anglictiny - Acrobat Connect

r_"n‘ Konference
Adsbe

Camera and Voice

Zapnout sdileni

In the pod ,Attendee list” you can see who is present in the conference room and which are
roles of the participants. You will have the role of the host (if you log in through
authentication service). The hosts can change the setting of the conference room, display the
presentations, share the screen of their computer, switch on/off the microphones of the
others participants, change the roles of the participants, change the setting of the meeting
room and placement of the pods. Hosts can make a speech and present. The other members
are in the role of a participant. They can follow the presentation, hear the lecture, text in
chat and vote.
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Adéls Weigelova
Alenz Necidova
Alibéta Mendlova
Baitova Pavla
David Balathks
Dominika Merklava

Doreta Leschingerova

(=) (2l (=] il colf =l (2 (2

Elitka Jefdbkova

Eva Brodska

[

L. You can communicate with the participants through text messages in the pod ,,Chat”. The
participants can chat with you too. For example, in the beginning of the lecture after
switching on the microphone you can ask the audience if everybody hears you well. The
participants will react by sending the text message. All the participants can see the messages
in the pod , Chat”. Here is also possible to send messages only to the chosen participants, so
called whispering. These messages are visible only to those, who participate in this type of
communication.

Chat (viem)

Eva Brodska: o ted uz neslysime r

Jan Hrebicik: ted jsme asi 5 vtefin slySeli a pak zase nic
Eliska Jerabkova: ale posledni dvé mity uz blbne zvuk
Eliska Jerabkova: tedy jsme neslyseli zadny uceleny prednes...
Eliska Jerabkova: Pani doktorka uz tu neni

Jan Hrebicik: ano

Kristyna Sonntagova: anooo

Martin Kapitan: ano

Eliska Jerabkova: ano

Adéla Weigelova: ano

Bastova Pavla: jooo

Eva Brodska: anc

Vilma Mikulenkova: ano

Viem

M. The pod ,Sharing” enables to share the screen of your device with the participants. In this
way the hosts can present everything, what is displayed on their screen. For example, they
can start PowerPoint presentation. It is highly recommended to try this functionality in
advance.

a. Document sharing: On the pod ,Share” click on the button of the down arrow
and on the list choose “Share the document”. After that choose ,Document from
your Computer”. Choose the document on your disk and upload it into conference
room. Then it is possible to share the document.



Sdilet mou obrazovku

Sdilet mou obrazovku
Sdilet dokument

Sdilet tabuli

Posledne sdilené

b. Itis also possible to upload PowerPoint PPT/PPTX, video MP4, audio MP3, files PDF
and images JPG, PNG.

Historie sdileni
Tabule

Nahrané soubory
Mmilj obsah
sdileny obsah

Nazev

Typ

5 Ema_29_03_2015_Kyticka.pdf (2)
i) 1BD-2.ppt

] Ema_29_03_2015_Kytickapdf
T Sudoku pdf

@] GERD-vied-AP ppt

g Retake Hlava a krk 3.pptx

PDF
Prezentace
PDF
PDF
Frezentace

Prezentace

Soubor z pocitace..

Zrusit

It is possible to delete uploaded files with the web browser in the interface of server

Adobe Connect. In the menu of the conference choose our conference and in the
menu Uploaded content search for the item, which you want to delete. Klick on the
radio button in front of the name of the document and then click on the button
,Delete”. Confirm removal of the file. The file will be deleted from the list and also
from the conference.
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7 ’—'] Bluejeand-cenferencing-patform-Ch1 Full 2019-08- MP4 Wideo  03/20/2020 12:49 4062.3 Ang
13T14 08.mp4

D Dundr JOD2018 MSD.pptx Obsah 03/18/2020 06:27

‘:,:“ 1BD-a.ppt Prezentace 03/17/2020 13:46 10267.9 Ano
=¥ Ema 29 03 2015 Kyticka.pdf Acrobat PDF 03/16/2020 11:23 1044.6 Ano
‘:f“ GERD-vied-AP.ppt Prezentace 03/16/2020 07:34 11923.6 Ano
EF Sudoku.pdf Acrobat PDF 03/12/2020 16:12 141.5 Ano
‘:_,'_“ Retake Hlava a krk 3.pptx Prezentace 03/12/2020 11:53 7324.2 Ano

d. Sharing the screen: Click on the button ,Share my screen” in the pod ,Share”.
Choose the option ,,Computer desk top“ from the menu. Then choose some of the
launched application or some of the active windows and click on the button ,,Share”.
The window of Adobe Connect will switch to the sharing mode and will be
minimalized for not to take too much space of the screen. You can switch on/off the
webcam and microphone, text, and manage the roles of the participants in the
minimalized window of the application in the mode of sharing. The window of
sharing will be displayed by clicking on the icon of the screen. The pod ,,Share” will
appear after clicking on the icon of a screen and here you can stop sharing your
screen by clicking on the button ,Stop sharing”. After that the application will be
switched in the mode of full screen.
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N. If you want to record the webinar for being able to play the record later, start recording on
the very beginning of the implementing of the webinar. In the basic menu of the application
Adobe Connect ,Conference” choose the item , Create the record of the conference”. Insert



the name and description of the record and click on ,,OK”. The record of the conference will
start and you will be able to recognise it by the red dot, which is displayed int the upper
right-hand corner and which indicates, that the conference is being recorded. By clicking on
the red dot, you can pause the recording or stop it. After that the record of the conference
can be found in the menu ,,My conferences” => name of your conference=> records. The
manual for publishing the record of the conference is here: https://el.If1.cuni.cz/zverejneni-
zaznamu-konference/

Before the conference meeting will end, you should say good bye to the participants and
then choose form in the menu ,,Conference” the option ,Stop the conference”. The window
with the supplementary information will be displayed and clicking on ,,0K” you will switch off
the conference.

The participants on desktops and laptops

It is recommended to conduct the online conferences in the application Adobe Connect
Meeting App. Download the application and install it for your operating system:

Windows: http://www.adobe.com/go/Connectsetup

Mac: http://www.adobe.com/go/ConnectSetupMac

2.
3.

Start the application Adobe Connect.

Insert or copy the address of the conference in the box ,,Enter the Adobe Connect meeting
URL” on the initial screen Welcome to Adobe Connect and click on the button , Continue”.
Click on the option , Entry for guests” on the next screen and write in the box ,,Name“ your
full name and click on the button , Enter the conference”.

The content of the conference is available after the successful connection to the conference
meeting. Some of the conferences can work in different mode of access to the conference
room and it is possible that you will have to wait for the permission to enter.

To run the conferences in the window of a web browser is not recommended.

The participants on tablets and mobile phones

The participants, who will enter the conference from their mobiles or tablets have to
download and install the application Adobe Connect for their operating system. They also
need to have good quality internet connection. Then they follow the manual.

Adobe Connect app for Android:
https://play.google.com/store/apps/details?id=air.com.adobe.connectpro&hl=en

Adobe Connect app for iOS:

https://apps.apple.com/us/app/adobe-connect/id430437503

Start the application Adobe Connect by clicking on the icon of Connect.

Write the web address of the conference in the box ,Enter Meeting URL", which you
obtained by e-mail (e.g. https://el.If1.cuni.cz/vyuka-anglictiny/) and click on the button
,Next“.

Click on the option , Trust for this relation” in the window of safety warning.

Check, if the role guest is chosen on the next screen and in the box , Your name” insert your
full name and then click on the button ,Enter”.

In the next step the logging in and connecting to the conference meeting according to your
setting will be realized. Some of the conferences can work in different mode of access to the
conference room and it is possible that you will have to wait for the permission to enter. In
this case you may have to wait for entering the conference until your access is approved by
the host of the webinar.



https://el.lf1.cuni.cz/zverejneni-zaznamu-konference/
https://el.lf1.cuni.cz/zverejneni-zaznamu-konference/
http://www.adobe.com/go/Connectsetup
http://www.adobe.com/go/ConnectSetupMac
https://play.google.com/store/apps/details?id=air.com.adobe.connectpro&hl=en
https://apps.apple.com/us/app/adobe-connect/id430437503
https://el.lf1.cuni.cz/vyuka-anglictiny/

9. The manual Adobe Connect
https://helpx.adobe.com/adobe-connect/using/user-guide.html

10. In conclusion
Conference room https://el.Ifl.cuni.cz/vyuka-anglictiny/ is working properly and you can try out all
the functionalities in the role of a presenter, who is allowed to share the content, but cannot set the
conference environment. It is allowed only to the user with the role host. Host is the one, who has
created the conference or the one, to whom has this role been given additionally.
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