Académie de Nantes/Nottingham City School Link

TRAINING NOTES FOR Adobe® Acrobat® Connect’ Pro Meeting

* This user guide was compiled by Monsieur Christian Butteau, Maitre Animateur TICE,
Académie de Nantes

* The translation was a group effort (Christian Butteau and Vincent Beckman — Nantes
Academie, Marie-Line Antoine and Paul Billam — Nottingham e-Learning Centres and
L.A.)

* The Nantes Academie has purchased the Adobe Acrobat Connect Pro Meeting licence
and put it at our disposal for web conferencing and sharing of resources and
documents.

* Here are some of the advantages — you can:

(@]

enter the meeting instantly through your internet browser — there is no software to
download - you'll use the same URL every time and it's secure

© access content instantly

o share your screen (window, application or entire desktop)

o

collaborate in real time (whiteboard, chat) and record your meeting for playback

* The user guide takes you through setting up and making the most of some of the
facilities.

* Please note that the first time you use Adobe Connect on your computer, you'll be
asked to install an add-in to enable you to access Adobe Connect. Make sure you also
have Flash installed on your computer

Nottingham City Council, International Dimension — Nottingham/Nantes Link

USEFUL LINK: http://www.adobe.com/resources/acrobatconnect/



http://www.adobe.com/resources/acrobatconnect/

Use Adobe® Acrobat® Connect'" Pro Meeting

Académie de Nantes

INTRODUCTION
. . 3 Connexion a Connect Pro Mesting - Microsoft Internet Bxploren A=
1 - Connect in a meeting : e gl dfibme rasrs sk 1 g
Qross - © - 1) @ | Prwirim oo @ 2% & L

To take part in a meeting you must have a browser, a copy of
Flash® Player 8 or higher, and an Internet connection

To connect to a meeting, launch your browser and
then click on the url (web link) sent to you by the

administrator before the meeting.
expérimentation 44 Ha8 @3
The administrator can create two types of users:  Enror en tant cuinvis

Tapez votre nom:

Entrez dans |a salle

1. guest user. A host will need to be present | curesecuore nom s cnnion ot vt ot e passe
in the meeting in order to accept your
request of participation. The host can . ‘
modify your status if needed. SLUL FCEEE

(3
|<

Adobee Acrobate Connect™ Pro Meeting

2. Participant to log in with username and

password given to you by the adminstrator Sxpérmentation 4
before the meeting. e e s
I\lmm d'utilisateur: -
In the session there are three meeting roles: host, [ — T
presenter and participant, explained below. I | -
&) Termine B @ et

Host:

Hosts can set up a meeting, invite guests, add content to the library, share content, and add or edit
layouts in a meeting room. They can promote other participants to the role of meeting room host or
presenter, or give enhanced permissions to a participant without promoting the participant. Hosts
are able to create and manage small group breakout rooms within a meeting. They can also perform
all the tasks that a presenter or participant can.

Presenters:

Presenters can share content already loaded into the meeting room from the library and share
content from their computer, including Adobe® Presenter presentations (PPT files), Flash®
application files (SWF files), images (JPEG files), and FLV files. They can share their screen with all
attendees, chat, and broadcast live audio and video. Presenters cannot accept participants or modify
the displays.

Participant

Participants can view the content that the presenter is sharing, hear and see the presenter’s audio and
video broadcast, and use text chat.

Christian BUTTEAU
Maitre animateur TICE — Loire Atlantique
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Use Adobe® Acrobat® Connect'" Pro Meeting

Académie de Nantes

THE INTERFACE
1 —The host's screen:
The display below shows the discussion mode: Module Click this
, _ ck t
Module « caméra et voix » «sondage » button for
Menu bar The lower left button allows you to survey pod fll screen
activate the microphone and webcam. and acain
Module « liste G = ¢ %
s | e — pre— Mochlesn o restore.
des participants » | = o e : =
— = § Sondug= ==
List of e T —
attendees. ek » JOI ye e —
Camera et Yoix
Module
« conversation » l— R0
"chat pod" allows - Jrivans i Module
you to send «notes de
messages . .
nessag: discussion »
independent of the
. Note pod
meeting here host
- wnere nosts
Module «note » 5 B0 and
Note pod where | presenters
hosts and & e = take meeting
presem‘el”s take & |~ Q& rapter | B |~ N B |2l [ Partage Il Collaboration | [| erganisation ecran utilig) 4 | b + nOteS
meeting notes
//'
Bouton « options outons module Meeting room layout:

d'état »
Button which
allows you to
request
something as

follows.%

# Lever la main

\V" Accepter
w Refusar

E sortir

*)) Farler plus fart
# Parler rmaoins fort
&) Accélérer

g (&) Ralentir

L gg Rires
ﬁ Applaudir

«voix » Voice pod: There are three templates:

On clear background (i.e. || Sharing, discussion, collaboration.

Not greyed out), the Do not change the layout created by the
microphone is inactive. administrator.
When you click on the If you wish to change the layout, click _

button and hold it down
the microphone becomes

active (grey background) Click on the padlock icon to lock the

pods (panels)

When you click on this
Button the microphone is

permanently active.

|
on the button to create a new layout. *

The Recording level
gauge underneath
indicates the sound level
of recording.

2 Effacer rmon &tat

Christian BUTTEAU
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2 — « module partage »: The display below shows the sharing mode:

click on «partage» as shown below. There are 4 pods
« note » and «partager»:

B Langues vivantes 44 | Connect Pro Meeting = (=1]E]
]

« liste des participants », « conversation »,

i

MonétatiActif |-
& Christian Butteau
& ohris »

1t is also possible to be in mode " full
screen "

This new pod « partager » allows you to
share:

- « Mon ecran » - My screen. When you
click on my screen

- Click on APPLICATIONS: You can share
an open application such as Word for
collaboration

- "Documents" go to « choisir sur mon
ordinateur » (browse my computer) to
select any document as follows: formats
ppt, pptx, swf, flv, mp3. The whiteboard
tools can be used with these documents.

- White boards

In the case of sharing the screen, another
member of the meeting can ask to take the
control. It is then possible to collaborate on
the shared application.

3 —The screen of the host, « module collaboration » :

There are two new pods: tableau blanc (whiteboard) and partage de fichiers (file sharing).

résenter  Affichages  Modules  Aide 1

5 ST =0

En (2]

8 @
] 2|l Partager | = [ Améter ke parage ) Plein éoran [+ ()

B

o B

Historiau s conversater o [rate

Victs ouse.pdf 160 Ko

hnstcer e ietierl o) Saviesaver ) (&)

n utilid | b +

The "Whiteboard" pod

This pod is for sharing annotations and
drawings. What is shared in this pod
cannot be saved but the information on
this board will remain there even when
the session is terminated and will not be
deleted unless you decide.

You access the tools panel for the
™ whiteboard by clicking on this button

The pod « partage de fichiers » allows you to share

files from anywhere on their computer which other
members can access straightaway..

Any type of files can be transferred.

documents. A member of the meeting can share his or her

Please note: you should not confuse this pod « partage
de fichiers » with the pod « partager » seen previously.

Christian BUTTEAU
Maitre animateur TICE — Loire Atlantique
Académie de Nantes — page 2/2



Use Adobe® Acrobat® Connect'" Pro Meeting

Académie de Nantes

CAMERA AND AUDIO

1 - Use of the pod «caméra et voix»

It is vital that you calibrate your camera and audio settings before the session.

m Langues vivantes 44 | Connect Pro Meeting

Présenter  Affichages  Modules  Aide

By clicking « réunion »,
 —

, N Gérer I'acces et 'antrée
then « gérer mes parameétres », you can: Créer des éclaterments..

Enregistrer la réunian,..

Gérer les informations de |a réunian

Performances et apparence de la salle b

Sérer mes paramatres »

Mz vitesse de connesxion L

Assistant Configuration sudia...

Arréter la réunion.., Chaisir une caméra...

— calibrate the sound with « assistant de
configuration audio... » see «Fiche No 7»

Plein oran
Guitter Connect Pro

— select the webcam « choisir une caméra... »

2 — Choose a camera... Paramétres Adobe Flash Player
Caméra @a‘
choose the camera you wish to use (if you have an internal UuickCam Orbit/Sphere AF h

webcam and an external webcam at the same time). Make sure | |=4i*Eam Crbitéphere AF

|"
that you have tested your webcam before the session. g

Pipnfes =0 fuls =

.3 — Enable your webcam

Click this button which is in the pod etV
«Camera et voix»
Click on «Autoriser» to accept

Paramétres Adobe Flash Player

Accds 3 la caméra et au misraphone @)
classevituelle.ac-nantes fr demande
a008s 3 votre caméra et 3 wotre
micropheone. Sivous cliquez sur
Autoriser, wous risquez d'étre enregistré

The image appears. Wl
'

You can de-activate the webcam

& Christian Butteau

or pause it
This can be very useful to free up more bandwidth which will speeed up the use of the other pods.
Christian BUTTEAU

Maitre animateur TICE — Loire Atlantique
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Use Adobe® Acrobat® Connect' " Pro Meeting

Académie de Nantes

SHARING DOCUMENTS AND PROGRAMS

1 - Use of the pod « partager »

In this module, you can choose to share:
— your screen
— Documents

— White boards

2 — Sharing the screen

Diirtayar - Liirds dun Suziaay

when you click «mon écran» you will have to
choose one of the following:

Démarrer le partage de lécran ‘z|

Choisissez une option de partage d'écran
) Plein écran
) Applications
) Fenétres

Sélectionnez les appications & pattager

[0 59 webeorf
[1 & Ma page daccusil - Microsoft Internet..,
[} AMD:CCC-AEMCapturingWindow

O PhotoFiltre

# utiisation adobe connect fiche 5.0dt -...
[] % Langues wivantes 44 | Connect Pra M...
[1@ Logitech® Webcam Software

— «plein écran» (full screen)

— «application» (all the programs listed
in the screen grab have already been
launched by the participant)

[ Patager | [ Annuder | [ hide

— « fenetres » one or several opened
windows

3 — Sharing programs

This window shows what the
participant who has activated the
sharing can see.

sation Adobe® Acrobat® Connect™” Pro Meeting

: Académie de Nantes
He or she can choose to stop the sharing |- I
at any time by clicking on the red tab.

1 - Utilisation du module « partager »

Full SCreen can be Chosen fOI' one or all : Dans ce module, 'utilisateur peut choisir de
participants. : “

<
iR/ W2 TR
=

v Plein écran

v Les modifications du présentateur affectent tout le monde

Activer le basculerment en mode plein écran pour les participants

Christian BUTTEAU
Maitre animateur TICE — Loire Atlantique
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For the participant accepting the sharing, he T P —
or she can ask to take control of the shared —— e
program. A message will warn the owner of th
application of this request which he/she can
accept or refuse.

T
Setngeieievenond

In case of acceptance, both members can then T
use this program but do agree when each
person can do so.

| Partagar | ¥ || Demande de contréle |[plein écran | » | (G0 (G

full screen can be chosen for himself or herself only or for all the participants.

Partagerochins —

If the person sharing his or her
program clicks on another pod or
window, this is the screen which is
seen by the other participants.

Everything is back to normal again
soon as he or she clicks on the green
strip at the top of the pod

« partager » to re-enable it. et

[Partager | = ][ Demande de contrdle j[PIein écran-| vJ u@ @

as

e e

Warning: the quality of sharing will
depend on the connection and the program used.

4 — Sharing documents f

Mon écran... ]

[ Docurnents I""I

You can:
Contenu JPG

Contenu JPG [
P10O40520,JPG

— find and choose a document among those /
already used in this meeting room

presentation évaluation ce2-éerme circo.ppt

— load one with it from the computer Cheisir sur men ardinateur. .

Choizir dans une bibliothé&que de cantenu...

— choose it in a library

Warning: only the formats PPT, SWF, MP3, JPEG or FLV
can be shared. PPT files will be converted into a slideshow
without animation.

When a document is shared (here a JPEG image), it is
possible to overlay the whiteboard
and the tools will appear for annotations.

Christian BUTTEAU
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Warning: it is not possible to record nor to export these annotations (if you wish to do so, use
"print screen" which can then be pasted into a document). These will be kept in the meeting room
until someone deletes them.

5 — Sharing the whiteboards

This allows you to:

[Dc\cuments | "']

— choose a board already in use in the meeting room [Tablesux blancs | w]

Tableau blanc

. Tableau blanc 31

or

4' Mouweau tableau blanc J

— To create a new whiteboard

boat

Warning: it is not possible to record nor to export
these annotations (if you wish to do so, use " print
screen "). These will be kept in the meeting room until
someone deletes them.

Bavyo krooN@u~

B

/' Madules Aide

To delete the whiteboard or shared document pod «modules», Partager B

. " " ¥ Liste des participants
click on "modules", Camira ot Voix
then select «organiser les modulesy, jorerssten
Sondage

Partage de fichiars
Liens Weab

v o r or ow v

Modules d'éclaternent r

v [éplacer et redimensionner les modules

Organiser les modules...

to select the module to be deleted and then confirm the deletion.

OrEser o rodiis
Type ‘Nnm -
re dus)

Partager
Sandsge

Partager

Partager Tableau blane |

Sandage sondage 2
QER QER
Partager Partager - Eclate
Partager Partager

Partsger Partager

Christian BUTTEAU
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Use Adobe® Acrobat® Connect'" Pro Meeting

Académie de Nantes

AUDIO SETTINGS - CALIBRATION

Your audio settings must be calibrated beforehand to minimise the risk of echoing and to ensure a
successful Web-conference.

Once you have calibrated your audio settings, these will remain unchanged unless you change your
microphone or computer.

Ensure that the Adobe Connect meeting is done under the same conditions as those carried out for
the test beforehand i.e. with the same equipment, internet connection and room.

A first observation:

Ngizelag neipieinzinis (2] — =

When a participant speaks, the speak icon appears to the right
of his/her name.

Mon état: Actf -

,:.% Chriztan Butbazu b@'

& i Bave If this icon still appears after the speaker has finished talking,

there is a risk of echoing. The solution to this problem if it
arises is as follows, in order of relevance:

1 — check the sensitivity of the microphone:

: "R A LN}
Click on "Réunion \ Robert Badinter, 2 | Connect Pro Meeting
then’ Féunion Prézenter Affichages Modules Aide

"GéI‘eI‘ mes pal‘al’nétI'CS", ] Gérar 'accés et 'antrée L=

Créer des éclaterments...

Enregistrer la réunion...

au Gérer les informations de la réunion

Performances et apparence de la salle »

. . . <] = ‘t P . .
"Assistant Configuration audio..." Srermes paremates 1 vitesse de connexion ’
> Assistant Configuration audia,.,
Arréter la réunion... Chaoisir une caméra,.,
Flein &cran
Guitter Conneack Pra | _
Christian BUTTEAU
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Follow the guidelines provided by the wizard carefully (please note that no audio communication is
possible during this procedure).

fden S B e L LTS Assistant Configuration audio Etape 1sur5
a Assistant Configuration audio Etape 2 sur5
femene. Tester la sortie audio
AssUrez-vous gue vos haut-parleurs sont branchés et allumés. Le volume doit BB LD (L SEL I
#tre réglé sur un niveau sufisant. Cliquez sur Test pour vérifier vos
O 6 T DT R0 3D T DA hautparleurs. Si vous nentendez pas le message d'accusil vocal, cliguez sur Pour diffuser das sons via Connact Fro Meeting, choisissez un apparell
Aide ctdessous permet d'aficher des conseils de dépannage. I d'entegistrement ci-dessous.
Sivous n'utilisez pas Connect Pro Meeting pour la difusion audio, cliguez sur
Annuler pour fermer '"Assistant,
Cree | Sivous ne savez pas quel apparsil choisir, cliquez sur Suivant et laissez
Connect Pro Meeting en sélectionner un.
= G G ; ;
1 - intro <rie ) (Conn ] (oonuin 4 — allow the test to
Realtek AC37 Audio t k 1 ( li k th
2 — test that speakers are ) Cepte ) Coms | Connges p

working nornally « autoriser » button)

3 —select correct microphone (it's
preferable to use an external
microphone)

Assistant Configuration audio

Etape 3 sur S

Assistant Configuration audio Etape 5 sur 5
T DD Assistant Configuration audio Etape 4 surS

Terming |
Pour vérifier le fonctionnement du microphane, cliquez sur Enregistrer et lisez Régler le niveau de silence
1a phrase subvante dans I2 microphone. Cliguez sur ArTéter 10rs U vous avez

La procédure de I'Assistant Configuration audio estterminge. Siles
terminé, puis sur le bouton de lecture pour écouter votre enregistrement

Pour évaluer le niveau du bruit de fond envirannant, cliguez sur Tester le

problames audio persistant, ¢liguez 3urle houton Aide o-dessous ou
silence canfigurez manuellementvos parametres audio via le houton Paramétres
« La bare cteniegistrement afiche une actiMié et mon microphone fonctionne I N P N L Rt el (el T i e avances.
correctement »

progression arive & son terme, cliquez sur Suhvant
T
@ ersverers) [

= _ v

[ e [ =pree | [ soweniz | [ aomer |

) e (T

Coe ) Ame (e (o

4 a — Press the red button then
read a sentence in English (or

French!). When finished pres
playback button to ¢
voice has beenrecorded.

6 — click on « parametres

— test the background noise by avances » and check out the
click on the button « tester le details below.

silence ». Please do not talk when

this is being done.

at your

Use "parametres avancés" to increase the sensitivity of the microphone.

Parameétres audio avancés

Shde to about 50 O Wlisstian dos denméas sudio Gemndums

Mode annulation de I'echa ;| Duple:x intéaral |x

M Dpitection sutarmatique du rrode annulstion de I'écha

M contréle autormatique du gain

Qualité audio © | Perzonnalizer |~ F‘Iullg I_?'uualité est élevée, plus le processeur est
sollicité

[_Reinitialiser las valeurs par défaut || ok | annuler

2 — Using the microphone during the session.

During the conversation, please wait for the speaker icon to disappear — the icon which is next to
the other participant's name.

Christian BUTTEAU
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Académie de Nantes - page 2/3



If you are not successful using one of the above two steps, you will need to use the off switch on
your microphone when you are not talking. N

R
’ T,
AR,
e
:';';f i "‘ﬁf T

o 4
0 s
2 1:'3’ '

It is recommended to use a microphone with an on/off
switch, which is also directional.

3-You can also use the dedicated button included in Adobe Connect

If the microphone is not equipped with an on/off switch, you |E—_—G_#-
can find the equivalent function in the software. = ChrisHian Buttegl

The button "Parler" is always bottom left. If you see this
button greyed out, it means that your microphone is active

(on).

Christian Butteau

If this button is not greyed out,/'
your microphone is not active

n ‘F Parlar

This button allows your microphone to be on permanently
If you don't want your microphone to be on permanently, click again to deselect. You can then

control when to make your microphone actiye by clicking on "parler" to speak or unclicking when
you don't want the microphone to be active

ﬁ Parler | B

Christian BUTTEAU
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CHAT

1 - Use of the pod ""note"

The pod « note » (as in «note de discussiony) is a shared notepad zone.

Each person writes on this notepad and interacts e ﬁl
with the contents as he/she wishes. SN :

® Aligner & gauche
Centrer

Aligner & droite

Click on this icon to open a pull-down menu.
Among the available options, this one allows you to vl pene par s Seaaniaue
send the contents of the notepad by e-mail. — tousele note

Choisir note »
\ @ e

2 - Use of the pod "conversation"

Lupzrazitun =d

The pod "conversation" is for chat
«clavardage». Take it in turn to have a
«conversation»

Taille du texte »
¥ Activer les conversstions privées pour les participants

Effacer |5 conversation

You can select who is able to read your.___
Enwoyer I'historique des conversations par gourrier électronique

Chat. \ Opti:lﬂs de nntifqicatmn de cnnuersatinnp : »
Afficher |a date et I'heure

| \ M)
You can also send the contents of the ST 3] S

chat by e-mail.

3 - Use of the pod « partage de fichiers »

The pod « partage de fichiers » allows every member to transfer files to the other participants.

Partage e =

MNom | Taille

Contrary to the pod« partage » which
accepts only jpegs, ppt, swf, there is no
format restriction. It is simply a sharing
folder in which each participant can
upload files from his/her computer.

Wictorian house.pdf 160 Ko

snsférer le Fichier|V][ Sauwvegarder F
&
Choizir sur rmon ordinateur...
Chaizir dans une biblioth&que de contdu... = i

After selection, you can also choose to save these files on your computer.

Christian BUTTEAU
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