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Create a Meeting

Concept

An Adobe® Connect™ Pro meeting is a live online conference for multiple users. The meeting
room is an online application that is used to conduct a meeting. It consists of various display
panels, called pods. The meeting room enables multiple users to share computer screens or

files, chat, broadcast live audio and video, and take part in other interactive online activities.

Once you create a meeting room, it exists until you delete it. Its location is a URL, assigned by
the system or customized by you when the meeting is created. When you click the URL, you
enter the virtual meeting room. A meeting room can be used over and over for the same weekly
meeting. The host can leave it open or closed between scheduled meetings. If it is open
between meetings, attendees are free to enter the room at any time to view content.

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

Procedure
Use these directions to create a meeting in Adobe Connect.

Begin by opening your Internet browser and going to connect.case.edu

ADOBE® CONNECT"

Login:
Password:

Eorgot your password?
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Step Action
1. Enter your CWRU Network ID into the Login: field.
2. Enter your CWRU Network ID password into the Password: field.
3. Click the Login button.
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Home  Content  Training = Meetings = Seminar Rooms @ Event Management @ Reports = Administration

My Profile Help

Create New: lﬁ MEETING J l D CONTENT J l@ VIRTUAL CLASSROOM J lm COURSE J Iw} CURRICULUM J

| My Calendar [:] My Training g Training Catalog E My Meetings @ Resources

My Training View | O
St... Name 0p... | Clo...  Co...

Step Action

4, Your Connect homepage appears.

Click the Meeting button to create a new meeting.

l‘ﬁ MEETING |

(CASE WESTERN RESERVE

. . My Brofile | Help | Logout: ITS Trainir
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Enter Meeting Information
Enter Meeting Information

Name: *

Custom URL: https://connect.case.edu/
(Leave this field blank for = system-generated URL, or include a unique URL path. Please use only ascii alphanumeric charactars or
hyphens. For example: "product-deme” will result in https://connect.case.edu/product-demo/)

Summary:

(max length=1000 characters)

Start Time: [2a[=][may [x][2011[x] [0z:45pPM[x]
Duration: 01:00 hours:minutes

Select Template: | Shared Templates\Default Meeting Template [ ]
Language: * English :

Access:

\ ! Only registered users may enter the room (guest access is blocked)
9 Only registered users and accepted guests may enter the room

\ ! Anyone who has the URL for the meeting can enter the room

Step Action

5. The Enter Meeting Information screen appears.

Enter a name for the meeting into the Name field.
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Step

Action

To specify your meeting room's URL and make it easier to access, enter an
appropriate name or abbreviation for the meeting into the Custom URL field.

https:/fconnect.case.edu/

Optional: Designate the Start Time for your meeting. There are fields for the
date, month, year and time.

Note: this will not affect the meeting room or access to it.

Do not change the contents of the Select Template menu.

The language for the meeting room defaults to English.

Optional: If you need to change the language of the meeting room, click
the Language list and select the appropriate language.

10.

The Access options enable you to determine who can enter the meeting room. If
you plan to invite people to your meeting who are not members of the CWRU
community, select the option for Anyone who has the URL for the meeting can
enter the room or Only registered users and accepted guests may enter the
room.

If you select the option for Only registered users and accepted guests
may enter the room, you and other hosts will be prompted to permit
each guest into the meeting room as they arrive.

Step

Action

11.

Click the Finish button.

Finish

or Click the Next> button.

Next =

Go to step 13 on page 5

CASE WESTERN RESERVE Copyright 2011

UNIVERSITY gy 86

think beyond the possible’




Information Technology Services Reference Guide
Create a Meeting

CASE WESTERN RESERVE

S UNIVERSITY o

Home @ Content Training | Meetings Seminar Rooms Event Management @ Reports = Administration

Shared Meetings User Meetings My Meetings Meeting Dashboard

|_JUser Meetings > || csstrain > E Connect Demonstration

Meeting Information | Edit Information | Edit Participants | Invitations | Uploaded Content | Recordings | Reports

Name: Connect Demonstration

Summary:

Start Time: 06/10/2012 1:00 PM

Duration: 01:00

URL: https://connect.case.edu/connectdemo,

Number of users in room: 0
Language: English

Access: Anyone who has the URL for the meeting can enter the room

Enter Meeting Room

Step Action

12. Your meeting is created. You can access the meeting through the URL that was
created or by clicking the Enter Meeting Room button. Your meeting can be
found in the future on the Meetings tab after logging into connect.case.edu

End of Procedure. Remaining steps apply to other paths.

CASE WESTERN RESERVE wy brofile | Help | L
S UNIVERSITY !

es1 1826

Select Participants
Select Participants

Available Users and Groups Current Participants For Connect Demonstration

&) Administrators Administrators El & ITS Training  Host

&) Administrators - Limited ~ Administrators - Limited

(&) Authors Authors
U&ﬂTrammg Managers Training Managers
w Event Managers Event Managers
w Learners Learners

H&J Meeting Hosts Meeting Hosts
(8] seminar Hosts Seminar Hosts

&) ISMRM Virtual Conference ISMRM Virtual Conference

&5 ITS Senior Management  ITS Senior Management

&5 ITS Staff ITS Staff
&2, 1TS Training ITS Training =
Q, Search [ | Q, Search ( )
Cancel < Pravious Next > Finish

Depending on the Access setting for your meeting, it may or may not be
necessary to designate participants in the meeting. Meetings with
access set to "Only registered users may enter the room (guest access is
blocked)" require that participants be designated in order to attend.
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Best practice for instructors: If you will be using your meeting room
regularly over the course of a class, adding your students as participants
will make it easier for you to track their entry into the meeting room
and when they view a recorded meeting. Setting your access to "Only
registered users and accepted guests may enter the room" will force
students to sign into the meeting room with their CWRU Network ID,
while also enabling occasional guests (e.g. speakers) into the room.

Step Action
13. Click the Search button. A search box appears. Enter the name of a participant
into it. As you type, search results will appear in the box above.
14. Add participants to the list by double-clicking on each individual's name.
Repeat this process for all participants that will be part of the meeting.
WA CASE WESTERN RESERVE et
SMUNIVERSITY | g Y no
Select Participants
Select Participants
Operation Successful
Available Users and Groups Current Participants For Connect Demonstration
& Kristen Kolenz kxz19 & ITS Training Host csstrain
& Kristen Kolenz ~ Participant  kxz19
kristen Clear b3 ot o —
_Add_ | Q, Search “Permissians ) [ Remave |
Step Action
15. Each participant is automatically assigned the Participant role.
Note: Roles can be changed on this screen or in the meeting room. See the topic
called "Change Participant Roles" for information.
Roles
Participant: Meeting participants can use all pods except for Camera
and Voice and Sharing.
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Presenter: Meeting presenters can use all pods, share content and
share their desktop.

Host: Meeting hosts can use all pods, change the layout of the meeting
room, give participants the right to use audio/video, change
participant/presenter roles, and request to share other participants'
desktops.

Step Action
16. Click the Next> button.
Mext =
(CASE WESTERN RESERVE
UNIVERSITY | oo
Send Invitations
Send Invitations
This feature allows you to send invitations to your meeting invitees. These invitations include the URL,
meeting.
Send E-Mail Invitations: © Send Invitations
® Do not send invitations
To: All Hosts, Presenters and Participants
Subject: Adobe Connect - Meeting Invitation to "
Attach Microsoft®
Outlook™ calendar 7 Yes
event (iCal) to e-mail
message:
Message Body: Please join me in an Adobe Connect Meeting. -
Meeting Name: Connect Demonstration £
IS#\:E;?V CSS Training (training@case.edu)
When: {meeting-time}
Time Zone: {time-zone}
Step Action
17. The Send Invitations screen appears. You are given the choice to send or not send
email invitations to guests. The default option, Do not send invitations, is
selected.
Optionally, click the Send Invitations radiobutton to send invitations to the
individuals on the participants list.
Send Invitations
* Do not send invitations
18. If you elect to send invitations, you can select the individuals who receive emails
based on their role in the meeting by selecting the To menu.
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If you elect to send an email, you also have the option to send an
Outlook Calendar event (iCal) with the email message. The default is
Yes.

The Message Body field contains the information that will appear in the
message. The items in { } are fields that will contain the meeting
information. You can add information to the Message Body field as
desired, but do not delete the field items.

Step Action
19. Click the Finish button.
Finish

k CASE WESTERN RESERVE
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Home Content Training Meetings Seminar Rooms Event Management Reports = Administration

Shared Meetings User Meetings My Meetings Meeting Dashboard

| | User Meetings > | 7 csstrain > ? Connect Demonstration

Meeting Information | Edit Information | Edit Participants | Invitations | Uploaded Content | Recordings | Reports

Name: Connect Demonstration

Summary:

Start Time: 06/10/2012 1:00 PM
Duration: 01:00
URL: https://connect.case.edu/connectdemo.
Number of users in room: 0
Language: English
Access: Anyone who has the URL for the meeting can enter the room

Step Action

20. Your meeting is created. You can access the meeting through the URL that was

created or by clicking the Enter Meeting Room button. Your meeting can be
found in the future on the Meetings tab after logging into connect.case.edu

21. This completes the process of creating a meeting.
End of Procedure.
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