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Notes for participating in Adobe Connect v8 meetings

1. Getting ready

e Check that your computer has volume (bottom right hand corner of your screen)

Volume

LJ

Ensure mute button is not
checked

/E] Mute

e Ensure your headset is connected, it is preferable to have a microphone as part of your

headset

2. Enter the Adobe Connect room
When you are invited to attend an Adobe Connect meeting, the meeting organiser will send
you an internet link which looks something like this: http://webconf.det.nsw.edu.au/XXXXXX

e Click on URL in the email invitation.
e Type in your DET portal username as: firstname.lastname@detnsw (if you have a number
in your name include that also e.g. jane.jones3@detnsw) then enter your DET portal

password.

e You can also enter as a guest and type in your name.

e Enter the meeting room.

e Check your audio connection — select Meeting > Audio setup wizard (follow instructions):

age Acce
Change My Rote 5

B o Preferences

Auidio Scbup Wisard... S—

Mecord Meeting
Swtch To Propars Mods
Disable Presenter Only Ares
Tubl screen

End Meeting
Exit Adobe Cannect

1. Meeting

o —————— | 2.AudioSetup

Wizard

3. Follow prompts

Ambition in Action
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2. During the Meeting
e the host may ask you to use “the status option” to answer a question, simply click on the
status options drop down arrow from the menu bar at the top of the screen and choose the
appropriate option:

Meeting  Layouls Pods  Audio

& Raise Hand
| & Agree

&) Disagree
(=) Step Away

Attende... . DHS Chat Room  (Everyane)

) speak Louder
4 Speak Softer
=i Speed Up

% slow Down
(53 Loughter

i Applause

e you can contribute to conversations during a meeting by typing into the “chat pod”

Audio

Meeting Pods

Layouts

Attendee List ... DHS Chat Room (Everyone)

Grant Casey: welcome to our meeting, we will start at 5:30 am
\ 3. Read
o

messages here

N

‘ 1. Type your message here ‘

e if the host has allowed you, you can talk via your microphone. From the top menu bar you
can either mute your microphone or have it active:

a5 = g

Disconnect My Audio

Disconnect My Audio

meeting, we willls

Mute My Mic eeting, we will 5

¥ Mute My Mic
Adjust Mic Volume...

Adjust Mic Volume...

Mic is enabled — Mic is disabled -
ready to speak cannot speak

3. After the Meeting
e If the host has recorded the meeting you will be able to access the recording from the url
you are sent by the host.
e The host may also leave files available for you to download at any time — this will be
available from the recording.

Further information
Learn more from: http://help.adobe.com/en US/connect/8.0/using/index.html
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