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Medic CE Adobe Connect
Guide

Adobe Connect will be used as your live classroom training environment. Adobe Connect gives
participants a live classroom feel by allowing live interaction. Use this Educator guide to prepare your
Adobe Connect room for your upcoming live course.
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Meeting Audio
1. Once you have entered your room you will need to activate the audio when ‘
the conference is about to start.
*If you are doing room set up Audio should not be activated.
2. Start Audio Conferencing by clicking Start in the pop-up window or clicking the
Audio button at the top of the screen followed by Start Meeting Audio
3. Once the audio is connected you and your participants will see a pop up window you

can choose to have the system Dial-out to you, Use Microphone (Computer/Device)

VolP, Listen Only or you can Dial-in following the instructions provided in the window.
*If you dial in to the system you will need to enter the token key provided
to identify yourself in the meeting. This token key (i.e. *65*3332#) is a

one-time use number the system uses to identify you in the current
meeting room and will only work for this meeting.

Attendee pod: will show you who is in the room and if they are connected via
telephone.

Dial-out: Automatically shows with phone icon

This mesting's sudko corferesce wia succsisfully arted.
Horw weauld you like to join the meetinsg 'y sudio corfermace?

i3] Dl [Feienes § ol bam the meetig]
i) Dial-in o the Audio Conkssnns sy Phons

[mn | [ Linien caly |

Dial-in: If they did not enter the token id number they will be listed 2 times in

the list, by name and by phone number.
If you know who the phone number belongs to you can merge the two

together by dragging and dropping the phone number to the name.
(Nustrated Below)

Listen Only: Will appear in the list without a phone icon.

IMPORTANT: To end the Session you MUST Click Meeting, End Meeting failing
to do so will result in unwanted access to the room and unnecessary audio
charges.
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Thiz mewling v sudio sonferenos wee sacceuriully rared,
waw would you like o join the meeting's audio conderenoe?

Dial-cai [Aece ke 0 call feoim e meeting]
(& Dml-n b #e Sudo Conferencs W Paone
United Stabes + 185524030983

Estar the fsllowing detaile when prompied
Mezbngline Coaference Aoom Mumber: BS52403833

Oree joined o the sudin, identify jounel:
Press *G5*3312¥ o your phone

i
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*Telephony audio must be purchased separately

Altendees [l Altendess (41

= =B e 1
B - o

fp A Sresear B dcver Sporien 5

= Huals (1] = Hosis [1) i L]

B, ater Dl | | M reove ] 5 r———

. Frasees O T — IR -J

v Earhriaeche i) = Fuiticipants (3 i ——— p—
E tawiee || & e & =
E  akecee L saw

E oraovazzos | L

This mesting's suthn sonfarercs wa aucomally dartd.
Herw wesuild au like 1o join the mevting's susio confareace?

() Dilogas [Repeies 3 call ram the meeting]
) Oml-m o the fudo Condeemon wa Phore
() Uning Mirophons [CampetsnDevics]

. Listen Dby
Adbprkes 13
=
[ R -
« Hnsil|
3 Moathar Bl [™
* Prascalera (W1
| | Pacteipants 2}
B Jactac o
5 lcknmes k=3

Adobe Connect Educator Guide Medic-CE




. allile y
MEdICLﬁ{:’ [;CE Adobe Connect

Adobe Connect Guide

/ Presenter Only Area and Layouts \

Presenter Only Area: The presenter only area opens a section of Adobe el L
Connect that only Hosts and Presenters can see. This space is designed to let I
the hosts and presenters interact without disturbing the other participants. Change My Rale

e Click the Meeting drop down menu, Click Enable Presenter Only Area Preferences..

e To disable Click the Meeting drop down menu, Click Disable S —

Presenter Only Area :u::::!:,ﬁ, -
o New pods added to the room when the presenter only area is

open will automatically be placed in the presenter only area e

End Meeting...
B0 W Smming OWCE 1) - Adabe Conract == o x Esil Adobe Conmsecl

Layouts: Layouts are used to seamlessly switch from one set formation of
Pods to another without adding/changing them on the fly.
e Your layouts are set up for you
e To switch between layouts simply click the desired layout
e All participants screens will automatically change to the selected
layout
e Create new Layouts by clicking the + button at the bottom of the
screen
o Add pods from the pod drop down menu and position them in
the room as you desire
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K Recording Meetings and Help \
Record Meetings: Sessions should be recorded as soon as they begin. P
e Click the Meeting drop down S o
e Click Record Meeting... s =
e Name the session rrr—
« Click OK e
e A notice will be heard by all participants letting them know that the -
==

session is being recorded, and a pop up message and red record
indicator light will appear at the top right of your screen.

e To End the recording Click the Meeting drop down

e Click Stop Recording (this only stops the recording, it does not end
the meeting)

FABAEEE MEHING TG TR
BB S LCHE & LTIE
luage K Bol L

IMPORTANT: To end the Session you MUST Click Meeting, End Meeting
failing to do so will result in unwanted access to the room and unnecessary

audio charges.

Help: Adobe Connect provides an in room Help button that will direct you to ﬁ

the correct place for your in session needs. LoD TR B
Adobe Connedt Help
e C(lick any of the items in the Help drop down for more information Connest Dasics
. . . W mynard Shorfouts
and assistance with any of your meeting needs. By —
D i bnads
| connect ses Community

Adobe Connedt Exchange
Check Spiem Staius
Carnlact Supgarl

Aboul Adabe Connecl..
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Custom pods

The Countdown Timer — Will appear on the 1% layout in the upper
left hand corner

Goto

http://www.adobe.com/products/adobeconnect/apps/countdo

wn-timer.html

Click Download

Open a Share pod; Click the drop down and then Share

Document, Browse to your Downloads Folder Choose the

countdown-timer, Click Open

Double Click on the Name of the pod and rename it, Timer.

o To set the timer click Set Time, Choose the amount of

minutes until the meeting begins and click Start

EduGame — Has to be purchased separately

Create your test in EduGame Cloud (Instructions provided on
EduGame’s website)
Open a Share pod; Click the drop down and then Share
Document, Browse to your Downloads Folder Choose
EduGames, Click Open
Sign into your EduGame Cloud account
Click Test on the top menu
Click on the Test you wish to open
Click Open selected Test
Choose Your Preferences
Click Open

o Participants will click begin test and proceed through the

test questions

Once the participants have all completed the Test or the time
has expired click End Test
Click Yes on the Confirmation pop up to ensure results are
reported, you can also choose to save your Email To Report here
as well
All test data will now report

(® Al (O My Documents

h

Demo Test
by Pabvipgeds Simey o Bowmap
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e *Make Host
e *Make Presenter
e [Mute Attendee

changed their status:

*Can be completed by dragging and dropping participant to the desired role as well

Participants can also choose a status, these will show up next to the
phone icon as well as a pop up message letting you know a participant has | & Hesther Eider2

Attendee Pod

Attendee Pod — The attendee pod allows you to see and manage Hosts, Attendees () =
Presenters and Participants in your room. B
@® Muted Participant —— P
& Speaking Participant v Hosts (1)
§& Participant Connected via telephony audio &Pr;n':’ers f;“; b
v Participants (2)
You can hover your mouse over the participant and choose any of the 8 Janenoe &
following for that participant: 8 2
e Start Private Chat p— .
e Enable Video B |
e Enable Drawing —— nl
e Request Screen Share T3 'i

¥ Participants (2)

a

a John Snow

e Speak Softer

1) Laughter
e Speed Up (5 Applause
e Slow Down
e laughter
e Applause

e Raise Hand & Roioe Hond

e Agree 2 Namee AP
e Disagree 2 Shop Away '

e Step Away il spesk Louder

e Speak Louder

== slow Down

Statuses above the line need to be cleared manually by the participant. Statuses below
the line will automatically clear after 30 seconds.

Medic-CE
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( Share Pod \

Share My Screen (Secure) — The share pod can be used to Share My
Screen (Secure), Share Document, Share Whiteboard

Share My Screen (Secure):
e Secure Desktop Sharing
o Choose a Monitor to share, this will share the entire monitor
and its contents
e Applications
o Choose a specific application and window to share (i.e. entire
Internet Browser, Program, Application)
e Windows
o Choose a specific window and monitor to share (i.e. only the
specific page of your browser or application)

Any other applications, popups or windows not in the selected Applications or Windows
will appear as grey boxes to the participants

e You can also choose to make the Share Pod Full Screen for
participants by clicking the radial button at the bottom of the page

Skt Soeeen Shaning X
Seaure Desiciop Sranng  Apcicabons: windge:
Cabect apphcaaons o thars:

o redl b bl b scrmen share orip the appkcabons. aprcved by o admrabato

[ armertien (epiores e ] Fhavios [miooseft. phains.exe] B :IFEEFI;':N\-Q-M-&F-'W
s e

[l sethinges imppnon b mmehagst mee) [ semmngs (sysisvasttings. mes] E [ SCETraming - Googie Chrome:
fchrome, gl E

Saact MoKy 1 Shane spokcionsiandar | ST Maniton
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( Share Pod, continued \

Share Document — Document Share can be previously created -
Whiteboards, Uploaded Files, My Content, Shared Content and
PC Files (Browse My Computer).

Files must be one following formats: *.ppt, *.pptx, *.flv, *.swf,
* pdf, *.gif, *.jpg, *.png, *.mp3, *.html, *.mp4, *.f4v or *.zip.

Whiteboards
o Previously created Whiteboards for collaboration

e Uploaded Files

o Previously uploaded files
e My Content

o Content loaded into Adobe Connect Central
e Shared Content
o Content loaded into Adobe Connect Central in the

Wl ceantdawn |1l EWT
Shared Content section this content can be used by oo &) caratoun jout =
Shared Canbet & werdChud_«17Lop T

everyone with Shared Content privileges e — ot
e Browse My Computer
o Upload any computer content that fits the above file
formats
e Recently Shared
o Shows your most recently shared items for quick
access

[ Brawas My Compates . | | Carsel ]

whiteboand 17 [ || [spnaerg | 32 [0

Select File, Click OK, Content will upload into the Share Pod

T .

Share Whiteboard — Whiteboard is a collaboration tool where PR B
participants can draw write and highlight on the whiteboard. IS
e Whiteboard information can be Printed or Exported — Save as S
PNG or Sent as a Snapshot. eoa—
o For participants to draw you must click Enable —_—
1 e . LBFRw

Participants to draw
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a2 Poll Pod )

Poll Pod: Poll pods are interactive pods for Q&A, you can ‘ ;:”my . .'I
have an unlimited number of poll pods in a room. As with Putiste chowe
any pod you can set up the polling questions ahead of time Lot
in the room. ' e i e
A. 3 Types of questions are available . o
e Multiple Choice i
= Type the question ‘ T ——————
=  Type the Answers (One per line) :
e Multiple Answers i ——
=  Type the question :: w "
=  Type the Answers (One per line) o "
e Short Answer t uuv :
=  Type the question T e i
B. For all questions when ready for participants to el G
answer the question Click Open ‘ Which afthe leklmwing  he et apelmg?
C. Todisplay live results to everyone click the S w
Broadcast Results radial button oo o
D. Quickly switch between polling questions by clicking 0 s L R
the drop down: Select Poll, Poll question S S

E. Choose the way results are displayed by clicking the
drop down Results Format, desired format

F. To make poll results available after the session, in
Adobe Connect Central, make sure to close the poll

by clicking End Poll
Which of the following is the correct spelling? =-
View Votes Edit | End Poll |
L P bt v e ] Which al ihe following it 1ks carrect spalling (== Wihich of the lollowing o the correct spelling?
e b Hade - i
- o [y Hedd
This Rl i chossi bor e, To sl | — _— i
A P s This Poll in cloard for voting, To alow participants bo wote, chck Feopes
ik e Tedicaing B B oo o bpgdon Boin
& i — Wihich of the bollowing b the correct spelling?
Chiwr 1 &0 pwary Be i Foire
— e Lo Clner Ml drmeey
E P —— G wiend me e
- [
S kil S wend L -]
e
W ek ] & wend LU
-
15 wemrd | T
W #| Mo vobe

[ droado Aesdis

N\ /
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( Video/Webcam Pod

Video Pod: The video or webcam pod is used to share your live
webcam while in a course. This helps with interaction and live
classroom feel.

a. Click the drop down next to the Camera icon, Click
Preferences, Choose your desired Video Settings (Medium
Quality is recommended to save bandwidth)

b. Click Enable Webcam For Participants (Sharing webcam is
always optional for learners)

Start your webcam:

c. Connect webcam to computer, Click on the Video Pod and
Click the drop down in the upper right hand corner, Select
Camera if needed, followed by Start My Webcam,

d. Click on the webcam icon, Select Camera if needed followed
by Start Webcam
e A preview of your webcam will come up
e Click Start Sharing when you are ready
e Video can be paused by clicking the pause button at the

bottom left of the pod

e. Choose the desired layout for the webcams Filmstrip or Grid
by clicking on the corresponding icon

Videa ltimp
.

Lamdee® warge

s quady uetlg Mo apn e dadsian ke
Wel e 0 e e L LR

e g e 143

Start Wy Wehcam

Select Camers

Enable Wehczm For Participerits

rece

Nasumes

10z My Wetcam
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Chat Pod and File Share Pod

Chat Pod: The Chat pod is for interaction and
discussions during your course.

Start a Chat With an individual

Clear Chat (There is no warning and chat is
cleared immediately)

Email Chat History

You can change the text size of your pod (only
affects your view)

My Chat Color (this will appear to everyone)
Chat sound (toggle)

Type in your message and hit the Send button.
Preferences — Can turn off private chat for
participants by unchecking the radial button and
then clicking Done

File Share Pod: This pod is for important downloadable

resources for participants to take away from the course.

Chal ICwepzns] [==

Hewibar £ Hide
Mammize

Start Chek Wih k
Clear Chat
Ersail Chial Hestoy

Texl Shac k
Sy Chat Colur 3

Show Tlimedamps
Chat scurds

[

Cwergane

Frefmmenres
Help

e Chat bad SFmim
B Tavrrrar

rer ealomes s |

.........
e v

Whdramd

# Fasde B e Do b P b

e C(lick the drop down
e Click Upload File
e Choose desired content from any content
location (files must be less than 100mb in size)
e Click OK
Take Aways . Emr if [ Reutit

Hame

Hide
Maximize

Rename Seleded...
Remove Selected
Do nliaad All

Helpx

Tyge
POF

Fahier Take Aways

Mame

[ Upload File... ” Dowriload Fileis)

Meraae My Computer |

Ske

Bardwidih 404 KB

o | [ cance [ Upiload File.. ]

Dawnload Fes) ]

Adobe Connect Educator Guide |

Medic-CE




Medic. ¢

CE

Adobe Connect

Guide

-

Adobe Connect Central: Here you can manage
content and access recordings

Adobe Connect Central

Log into Connect Central using the URL
provided by Medic-CE

Medic  CE’

Access/Manage Content: Medic® I CE A—
e Click Content e -
e Here you can choose to upload content R
o Content Can be Shared or user only —— P
e Move Content and Share Content C 1 T
Access Recordings:
. g. Medic' (CE Ep——
e Click Meetings R e ——

Click My Meetings

Click the meeting in which the recording
happened

Click Recordings: Here you can share, view,
edit recordings and make them available

L b || hebdsrasngane. e

Fawing list | (98 Inbreeen | ot Farmmeey

Nrw bty S it
[n] | s Taepiiag

[ Heathe Bdar's Hestan

Caiwn S “rm

offline

Check the Radial button and then Access
Type to set to Public and to add a passcode
(if needed)

Click actions to Edit Recording or Make
Offline

Click the name of the recording to access the
recording link, Edit Information, Edit
Recording and Make Offline

] Wiir Mystivas = || BubdurQresstiraeny cor = il Heather Eder's Masting

| e Indarmution | Bt Pasocants | netsbons | Uslosdsd Content | Recrdings | Esgorts

Tl Moy T Prddar A Hira

[ [ etasther Sidwr's Mot 1 Adaonay Sohrerts SRM12IT LEIT AM

i Hicodng
featfran Shar Mt Snan M 3
O @ SO g [ SHEREHT $:30 2H

|iaer Mesfingy >

= Sl Haatter Elder's Mesiing > [ Heather Gider's Mesting_&

Bestrg Informeton | £ Informeton | Eok Fertkoents | imkabom | Unkaded Contarst | Ascoedings | Basorty

Pt e

Tl Hewfar [ifor s Howting_L Bl Mg dng
—— Recerding Bl Ofin
Do atmm DO 1433

Db iridnii EERLEL L

PR B R AT [T ol

R, Ted ‘Wiesmang [FiiTH DR i
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Facordng Cute: OHSSL/ LT LO=ST AN

| Liser Mastings = | ) haldanBmestinoone com > il Hesther Fldesrs Mesting

Mswing Informatian | gt Information | Edt Eacopants | imatabons | Lnicedes Contert | Recardege | Escoria
Chaape Aocess. Type [ Seiwm Te becrding |
Hizather Ebiir"s Hasting_1

3 Priughs
' Public

] Set Passoock (0ptenall
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