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' Please note: We recommend you carry out the setup checks at least a few days before the
e« Webinar takes place, in order to allow time to rectify any missing software needs or correct sound

What you will need

e A desktop computer, laptop, tablet or mobile phone with speakers or
headphones to listen through

A desktop computer or laptop with a large screen will give you the best viewing experience.

e Time to test your setup before the webinar starts

Checking your setup prior to the webinar

You must ensure that your chosen device can access the webinar
technology before you attend.

1. Using a web browser on the device you will be attending the webinar
from, visit https://cam.adobeconnect.com/testroom

If you already have the required software, you will be taken to either
a login screen for the Adobe Connect webinar site or straight into the
webinar, which will look like one of the below. If this happens, skip
the rest of this section and go to “Logging into a webinar room” on
page 5. Otherwise move on to step 2 below.

Z. You need to download and install some necessary software to enable
you to view the webinar. Visit
https://cam.adobeconnect.com/common/help/en/support/meeting
test.htm to get started.

3. You will be presented with a diagnostic screen as seen below. You
have the choice of installing the Adobe Connect app (recommended)
onto your machine, or installing Flash Player into your browser.
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ADOBE CONNECT

Adobe Connect Diagnostic Test

This diagnostic test ensures that your computer and network connections are verified to provide you with the best possible Adobe Connect

meeting experience.

Run Dlagnostic Test

To run the diagnostic test, Adobe Connect application for desktop must be installed.

Do not have Adobe Connect installed? Unable to install Adobe Connect?

Enable Flash Player in your browser or install it to join
meetings. Click Test Again after enabling/installing Flash
OR Player.

For enhanced functionality and performance, we
recommend installing the Adobe Connect application for

desktop.

Enable/Install Flash Player Test Agaln

4. Choose the install option you want and follow the relevant column
below to guide you.

You shouldn’t need administrator rights to complete this, but if you do or
you require assistance to complete the installations below, please

contact your local computer office.
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Install Adobe Connect

The following screen appears.
Click Install.

Click on

|| Adobe Connect Installer

Adobe Connect

Adobe Connect Webinars

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

Install Uninstall

Help...

Once the installation is complete,
click on Exit.

[%2| Adobe Connect Installer

Installing (100%)

B3

Adobe Connect

@ Installation is complete

Adobe Connect application for desktop has been
successfully installed.

[ Create a Start Menu shortcut
[ Create a Desktop shortcut

Exit

Help...

(0]
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Install Flash player

You may need to install and/or enable
Flash Player in your browser, or just
enable it.

To check this, visit and follow the five
steps at https://helpx.adobe.com/flash-

player.html

The Check Now button in step 1 will
determine if Flash is already installed in
your browser, and give you guidance
on what to do next.

Flash Player is pre-installed in Google Chrome, but not enabled.
You can skp the steps below. See Enable Flash Player on Google Chrome.

YOUR SYSTEM INFORMATION
Your Flash Version Flash Player disabled

Your browser name Google Chrome

Your Operating System (0S) Windows (Window 10)

Flash installed but not enabled

@ Flash Player is pre-installed with Internet Explorer in Windows 10 and updates
automatically.

YOUR SYSTEM INFORMATION
Your Flash Version 3200101
‘Your browser name Internet Explorer (ActiveX)

Your Operating System (0S) Windows (Window 10)

Flash installed and enabled

Step 5 of the guide shows the following
image which will be animated/moving
if Flash Player is correctly enabled in
your browser:

§. Once you have followed the above steps, revisit the webinar test
room at https://cam.adobeconnect.com/testroom for prior testing or

to the webinar address given to you for the event.
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Logging into a webinar room

1. From the login screen, seen below, if you already have an Adobe
Connect account, you can login as a Registered User.

Z. Otherwise, click on Guest and enter your name in the box where
indicated. Then click Enter Room.

Guest Registered User

MName

John Smith|

By entering a Mame & dlicking "Enter Room", you agree that
you have read and accept the Terms of Use & Privacy Policy

3. Your app or flash player enabled page will then load as see below.

Joining the Audio Conference

You may see some tips on using Adobe Connect when you start which
we recommend you read.
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Checking your sound setup

Once you have entered the room, you need to check that you will be
able to hear the presenter when the webinar is running. Follow the steps
below to check and test your sound.

Tip: Our webinars will always be in Listen Only mode. You will not need a
microphone or telephone to take part.

1. check that your speakers are turned on or that your headphones are

plugged in (and turned on if necessary)

Z. Check that your computer/device volume is not muted, and is turned
up to a comfortable level.

Icon below shows that sound is muted:

10:59
2401 /20149

ax §

L]

Speakers / Headphones (Realtek High Definitio...

0

10:59

& 24/01/2019

L]

Speakers / Headphones (Realtek High Definitio...

e ST

10:59
A~ 1) G.’F?J D

24/01/2019

3. Next, check your Audio settings in Adobe Connect.

Click on the word Meeting in the top left hand corner of the screen

* Test - Adobe Connect

Fa Meeting d) - & -

hdce

Whitebe Audio Setup Wizard...

Full Screen

Exit Adobe Connect

Select Audio Setup Wizard....
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Audio Setup Wizard

Welcome

The Adobe Connect Audio Wizard will help setup and tune your audio devices for use
with Adobe Connect

Click Next to proceed. If at any point your audio doesn't work as expected, click
Help for troubleshooting tips

Follow the instructions given on screen, clicking Next to start.

Audio Setup Wizard - Step 1(5)

Select Speaker

To hear audio from Adobe Connect choose a speaker below.

Speakers / Headphones (Realtek High Definition Audio) -

If you are not sure which device speaker to select, click Next and Adobe Connect
will choose the default device speaker for you.

[ Cancel ]{ Prev ]l Next ]

Select the device you are listening through and click Next.

Audio Setup Wizard - Step 2(5) Audio Setup Wizard - Step 2(5)
Test Sound Output Test Sound Output
Ensure that your speakers are connected and turned on. The volume should be set to Ensure that your speakers are connected and turned on. The volume should be set to
an audible level Click Play Sound to check your speakers, if you do not hear the an audible level.Click Play Sound to check your speakers, if you do not hear the
music, click Help. music, click Help.
b Play Sound M Stop Sound
Test sound finished. Click Next to proceed to next test. Now playing test sound.

[ Cancel ][ Prev H Next I [ Cancel ][ Prev H Next ]

This screen allows you to play a sound to ensure you can hear Adobe
Connect’s audio.

Click Play Sound and then Next if you hear the sound.
Ignore steps 3,4,5 as you do not need a microphone. Just click Next each
time.

Click Finish at the end
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Audio within Adobe Connect

It is possible to mute/unmute the audio during a live webinar using the
icon seen below.

To hear the audio coming from a webinar, make sure the sound icon is
green and looks like this:

% Test - Adobe Connect

A Meeting

Fredlet:

If you need to mute the sound at any point, click the icon so it turns to
white like this:
2| Test - Adobe Connect

Fal Meeting

Fdctee

Wlhidnbh mmed T

The little arrow beside this icon also lets you access a sound menu,
where you can adjust the volume of the webinar audio, and change the
speaker/headphone source if necessary.

% Test - Adobe Connect

A Meeting > B -

Mt

el 5 Mute My Speakers

Adjust Speaker Volume...

Select Speaker 3
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During the webinar

You will see a large area which looks similar to the below, where content
such as the host’s screen or a slideshow will be presented. There are also
smaller windows around the main one, showing such items as who is
present in the webinar and an area for comments/questions.

Test - Adobe Connect

E@! Meeting $©- 8-

Whiteboard 5

B2
¥y
I

Chat (Everyone)

=]

Everyane ‘

The little person icon at the top of the main window has a menu which
allows you to choose from a range of actions that you can select from
perform or requests you can make while the webinar is happening.
These may or not be used during the webinar you are attending.

| Test - Adobe Connect

.\ Meeting P - B -

Iedaee

ﬁ@ Raise Hand
@ Agree

R Disagree
@ Step Away

Whiteboard 5

E@) Speak Louder
i} Speak Softer

=2 Speed Up
( & Slow Down

L:;:J Laughter
[@ Applause
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You can enlarge the main display screen to full screen by clicking the
icon at the top of the main display window

To ask a question or make a comment, use the chat window. Add your
text into the empty rectangle and hit Enter, or the little chat balloon
button to submit your comment. There are options in the chat window
menu such as changing the text size and colour.

Chat (Everyone)

presentation - we'll get started Start Chat With »

||

Conrad Simms: Will this presen

colleague couldn't make ittoda  Text Size 4

this with hes My Chat Color | »
Red 3

Peter Ryce:

recording rig z'ange Help -

Julie Hedy: ¥ S F

end, orshou| ® Brown ng the presentation?

Peter Ryce: Purple for questions at the

end, but feel Pink €. Although | might not

answer somg Blue 1e end.

Peter Ryce: Black an learn more about

this by going nnect.com

| 2

Everyone I

At some point in the presentation you may be asked to answer a poll. A
window will appear asking you to select your choice(s) from a selection.

What is your favourite colour?

What is your favourite colour?

O ewe W 333 (1)
(®) Green =1 333.. (1)
O purple 1R 333. (1)
() Orange 0% (0)
() No Vote

Other attendee’s answers will be shown after you make your choice.
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Using a mobile device

Finance Division

To access webinars on a smartphone or tablet you will need to install the
correct app for your device to begin. Below we give instructions for

Apple iOS and for Android devices.

Android

Visit Adobe Connect App on Play
store OR try to access the webinar in
your mobile browser for a link.

Click Get Adobe Connect

O0®4 23

@ https;//cam.adobeconnect.com/cc ®

Adobe Connect

Use the Adobe Mobile app
to join the meeting

Get Adobe Connect >

Already have the App?

Open Adobe Connect >

Install the App

C0w423

< Google Play Q i

Adobe Connect
Adobe

A
Business

38% M 3}
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Visit Adobe Connect app on the
App store

Or try to access the webinar in
your mobile browser for a link.

Click Get Adobe Connect

< i}

& cam.adobeconnect.com 4 i (]

Install the App

EErTT—
£ Sear

4 Adobe Connect

AN | @ (-]
20 % ki iy No53 a+

What's New Version History

‘Added supoort far Aople iPhane XS Max keybosrd m

Acdec support for new Single Sign-On (SS0] workfiow

Preview
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Load the App

Zonnec

Terms of Use

ADOBE® CONNECT™
NOTICES

@ 2012 Adobe Systems Incorporated and its licensors. All Rights Reserved

Adabe, the Adobe logo, and Adobef® Connect” are either registered or of Adobe Systems in the
United States and/or other countries.

Third Party notices, terms and conditions pertaining to third party software are avallable at the Adobe Systems Inc. web site, and are
incorporated by reference herein

PARTICIPANT TERMS OF USE
THESE ADOBE® CONNECT™ PARTICIPANT TERMS OF USE (AS AMENDED FROM TIME TO TIME) (THE "AGREEMENT") IS BETWEEN
ADOBE SYSTEMS INCORPORATED AND TS AFFILIATES (COLLECTIVELY, "ADOBE"), AND "YOU,” THE INDIVIDUAL ACCESSING OR USING

THE ANNRE COMMECT GERVINE AND ANV AEEN IATEN HNSTEN APBLICATIONE (CA1LECTIELY THE "SERVICEN

1 accept the Terms of Use

Enter the webinar address, click
Next

Enter Meeting URL

cam.adobeconnect.com/testroom m

Watch Video
Help Terms of Use & Notices

Login as a Guest, enter your name.
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Load the App

ek P

Terms of Use

ADOBE® CONNECT™
NOTICES
@ 2012 Adobe Systems Incorporated and ils licensors. All Righls Reserved.

Adobe, the Adobe logo, and Adobe® Connect” are either registered trademarks or trademarks of Adobe Systems Incorporated in the
United States and/or other countries.

tlons pertaining to third party software are avaliable at th

Third Party notices, teris and Inc. web site, and are

incorporated by reference herein

PARTICIPANT TERMS OF USE

THESE ADOBE® CONNECT™ PARTICIPANT TERMS OF USE (AS AMENDED FROM TIME TO TIME) (THE "AGREEMENT") IS BETWEEN
ADOBE SYSTEMS INCORPORATED AND ITS AFFILIATES (COLLECTIVELY, "ADOBE"), AND "YOU," THE INDIVIDUAL ACCESSING OR USING

THE ANNRE PONNEPT SERVIPE AND ANV AEEIL IATEN BNSTEN ABBLIPATINNG (P01 1 ECTIVEIY THE "GERVIPEN

| accept the Terms of Use

Enter webinar address, click Next

Enter Mesting URL.

[—— [ e |
iptcam adobacospctcometics

ar All Storsd Data

Torms of Use & Notices
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Login as a Guest, enter your name
Test e e
Member Guest Terms of Use & Notices
Your name
John Smith

Alternative Login

Wait for the app to connect

~Connecting
connecting to meeting

Cancel

The webinar room will display in
multi-window mode (top icon)

= Attendees (4)

« Helen Parker
Helen

«John Smith

«John Smith 2

The webinar room will display in
multi-window mode (top icon)

L%

Once in the app (both systems)
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Use this icon to enlarge the display area

Use this icon to view participants

0 o4 23%
Hosts

Start Private Chat
Helen Parker
Participants

Helen
[JJohn Smith

[JJohn Smith 2

Use this icon to display the chat screen

0 o4 23%

2

Helen Parker says:

This is a chat

John Smith says:

Hello

January 2019
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Troubleshooting

e Are you connected to the Internet?

e You may need to allow pop-up blockers or disable ad-blocking software/firewalls.

o Clear your browser cache or restart the browser.

e Are you accessing the correct URL?

e Have you registered for the event or seminar if required?

e Try connecting from another computer.

e Try accessing the meeting as a registered user if you have an account or guest if not.
« Did you change your password recently?

January 2019
15



