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Adobe Presenter

Adobe Presenter is a plug-in for Microsoft PowerPoint that allows users to incorporate rich
media content such as audio, video and quizzes into a PowerPoint presentation. The Adobe
Presenter manual will lead you through the basic steps of creating a PowerPoint presentation
that utilizes Adobe Presenter functionality.

Adobe has created a video introduction to Presenter that is located at
http://www.youtube.com/watch?v=4Kqcfq7s2Js

Before You Begin

Please note the following best practices and take them into consideration before developing a
presentation using Adobe Presenter.

e Create your PowerPoint presentation in its entirety before incorporating Presenter
attributes such as audio, video or quizzes.

e If you plan on using audio in your presentation, prepare your PowerPoint with
animations that will enhance your message. Animations can be synced with audio once
it's recorded.

e Save your presentation before adding Presenter attributes. Create a new version of the
presentation and add Presenter attributes only to that version. This will enable you to
easily use your non-Presenter version for classroom teaching and your Presenter version
for online teaching.

Setting up Presenter

This section of the Adobe Presenter manual will show you have to set up Presenter so that it
works correctly.

Enabling the Presenter Add in

After you have installed Adobe Presenter on your machine, you should be able to open
PowerPoint and see the Adobe Presenter tab in the ribbon at the top of the PowerPoint
window. If you cannot see the Adobe Presenter tab, follow these directions to allow the add-in
to be accessed in PowerPoint.

Procedure

Begin by opening a new or existing file in Microsoft PowerPoint.

Information Technology Services Reference Guide 1
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Step Action
1. Click the Office button.
FNEERCERY - . onn
- WV
Recent Documents
j New =
1 IMS_AD_ComputerDemo.pptx =
) 2 SBS-April2010-DocPerf-PCAppt = £
/ Open
o 3 sIS_ProgPlanPres.pptx =
4 DCard_Training.pptx = 3_
H Save '
5 Departmental Card.ppt =
= © PCard_Training.pptx =
ld Savess b 7 RCR Data Management Workshop - 6-13-06.... =
8 ITS NewEmp 31511.pptx =
@ Print ’ | 9 ITS.022811.pptx =
ﬁ Prepare P
_ﬁ Send ]
L7 publish
Jﬁ Close
| ] PowerPoint Optjons ‘ | XK Exit PowerPoint
10— N
A | K
Step Action
2. Click the PowerPoint Options menu.
23 PowerPoint Options
3. The PowerPoint Options window appears.

Click the Add-Ins list item.

Add-Ins

AD_PresenterManual.doc
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!_ PowerPoint Options

Popular

ng’; View and manage Microsoft Office add-ins.
Proofing

Save Add-ins

Advanced Name Location Type
Active Application Add-ins

Customize Acrobat PDFMaker Office COM Addin Ci\...crobat 9.0\PDFMaker\Office\PDFMOfficeAddin.dil  COM Add-in
[ﬂdd-lns __-] Adobe Presenter PowerPoint COM Addin C:A\Program Files\Adobe\Presenter 7\MenuLauncher.dll COM Add-in
Articulate Presenter Communicator C:\Program Files\Articulate\Presenter\apmsghrr.dll COM Add-in
Trust Center Articulate Presenter Ribbon C\Program Files\Articulate\Presenter\ribbon.dll COM Add-in
Snaglt Add-in Ci\...m Files\TechSmith\Snaglt 8\SnagltOfficeaddin.dll COM Add-in

Resources
Inactive Application Add-ins
Custom XML Data C\...ram Files\Microsoft Office\Officel2\OFFRHD.DLL Document Inspector =
Invisible On-Slide Content C\...ram Files\Microsoft Office\Office12\OFFRHD.DLL Document Inspector
Off-Slide Content am Files\Microsoft Office\Office12\OFFRHD.DLL Document Inspector
Presentation Notes \...ram Files\Microsoft Office\Officel2\OFFRHD.DLL Document Inspector

Document Related Add-ins

No Document Related Add-ins

Disabled Application Add-ins
No Disabied Application Add-ins
Add-in: Acrobat PDFMaker Office COM Addin
Publisher: Adobe Systems, Incorporated

Location: C:\Program Files\Adobe\Acrobat 9.0\PDFMakenr\Office\PDFMOfficeAddin.dll

Description:  Acrobat PDFMaker Office COM Addin

Manage: | COM Add-ins EI

Step Action

4, Click in the Adobe Presenter PowerPoint COM Addin field.
Adobe Presenter PowerPoint COM Addin

5. Click the Manage dropdown button to activate the menu.

6. Click the COM Add-ins list item.
COM Add-ins

7. Click the Go... button.

Go..

Information Technology Services Reference Guide 3
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Add-Ins available:
Il .crobat PDFMaker Office COM Addin
| |Adobe Presenter PowerPoint COM Addin

Location: C:\Program Files\Adobe\Acrobat 9.0\PDFMaker\Office\PDFMOfficeaddin.dil
Load Behavior: Load at Startup

Step Action
8. Click the Adobe Presenter PowerPoint COM Addin option so that its checkmark
displays.
|| | Adobe Presenter PowerPoint COM Addin |
9. Click the OK button.
o |

/[‘m H 9 -0 8 3 S_AD_ComputerDemo.pptx - Microsoft PowerPoint

= a Home Insert Design Animations Slide Show Review View Developer Add-Ins Adobe Presenter Acrobat
7L - = - A ] —

B & ‘:, = Layout (& 2= = = |llu E~NOoO DI—E
B 53 £S5 Reset = ﬁ—I_—L,ED@E:'_
Paste o SIDI;: Flpelete ||B Z U abe & &Y. A \ === e 4 ALY e g hm
Step Action

10. The Adobe Presenter tab should now appear in the ribbon at the top of the

PowerPoint window.
11. If you cannot activate your Presenter Add-in due to administrative rights on your

computer, please contact your local IT authority. If you are having difficulty with
Presenter that is not related to administrative security rights, please contact
help@case.edu or 216.368.HELP.

End of Procedure.
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Setting up Your Presenter Profile

The Adobe Presenter profile is used to show viewers information about the individual giving the
presentation. The profile allows you to display your name, title, email address, photo, university
logo and biography. You can use all or some of these options for creating a profile. This topic
will explain how to create a profile that will appear with your presentation once it is published.

Procedure

Begin by opening a new or existing PowerPoint presentation.

Step Action

1. Click the Adobe Presenter tab.

Adobe Presenter

2. Click the Preferences button.

FLES =9 ]
Adobe Presenter—ﬁem i u
|| Presenters

Add, edit, and delete presenter information such as name, title, email address, biography, '{
and logo. i

Presenters | Servers | Audio Source

(Presenter I

add.. | [ Edt. |[ peete |

Step Action

3. The Preferences window appears.

Click the Add... button.
Add...

Information Technology Services Reference Guide 5
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Adobe Presenter - Presenter

-
Add or edit presenter information such as name, photo, email address, and bio. {A single presenter can be W o
assigned to an entire presentation or different presenters can be assigned to individual slides.) L

Presenter
Presenter Photo

MName: |
Job Title:
FPhoto:

Logo:

Email:

Biography:

|| Defauit
@ Help...

Step Action

4, The Presenter window appears.

Enter your name into the Name field.

5. Enter your title into the Job Title field.

6. To upload a photo of yourself, click the Browse... button to the right of the Photo
field.

’lﬁ Eruwse...]

Lookin: M Desktop - 02O~ Picture:

Name Item type
Libraries
Recent Places & Homegroup

-‘\ R Kristen Zuro
J & Computer
Desktop & Network

Adobe Presenter 7 File folder

.ﬁ_,;l‘ Captivate File folder

Libraries

A

Google Captivate Developme... File folder
ITS_AD_ComputerDemo_pptx File folder
New to FIN File folder
test File folder
UPK File folder
CAPS FIN Folder 1KB Shortcut

Computer

@

ERP Training 1KB Shorteut

I
I
J
I
I
J
#
Network @ ERP Student Training 1KB Shortcut
»
4

File name: ‘

Files oftype: [AII Images (“.png: *.jpg)

6 AD_PresenterManual.doc
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Step Action

7. The Open dialogue box appears. Locate and select your photo and click the Open
button.

8. To upload a university logo, click the Browse... button to the right of the Logo field.
’Lj Eruﬂse...]

9. The Open dialogue box appears. Locate and select the appropriate logo and click
the Open button.

10. Enter your email address into the Email field.

11. Enter information about yourself into the Biography field.

12. Click the Default option to make your profile the default profile for presentations
developed on your machine.
I:lDEfELJH: |

13. Click the OK button.
o< |

the Presenter - Preferences
add.. | [ Edt. | [ oeee
Step Action

14. The Presenters tab appears containing your profile. To edit your profile, select it
and click the Edit button.

15. Click the OK button in the Preferences window.

(074

16. This completes the process of setting up your profile in Adobe Presenter.

End of Procedure.

Information Technology Services Reference Guide
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Setting up Adobe Connect Server

Adobe Presenter is designed to interface seamlessly with Adobe Connect - an online tool that is
best known for enabling web meetings, but can also be used as a hosting system for online
course content. This topic will explain how to set up Adobe Presenter so that presentations can
be published to Case Western Reserve University's Adobe Connect Pro server.

Procedure

(CASE WESTERN RESERVE
UNIVERSITY o s

think beyond the possible’

Begin by opening a new or existing PowerPoint presentation.

Step Action
1. Click the Adobe Presenter tab.
Adobe Presenter
2. Click the Preferences button.
3. The Preferences window appears.
Click the Servers tab.
4. Click the Add... button.
| Add.. |
Boea | 7 [ ERT e oiane, [ ] [ ]
Adobe Presenter - Preferences X |
i Adobe Connect Pro Settings
Add, edit, and delete the servers to which you want to publish Adobe Presenter 'ﬁ’
presentations. s—
‘ Presenters | SErvers | Audio Source
~Select the Adobe Connect Pro servers to which you want to publish the presentation,
'Adobe Presenter - Add Server ﬁ1
Add New Server
Enter a unique name for this Adobe Connect Pro server and 'n—
spedfy the correct, full URL path to the server. il
Mame:
URL:
lanage Al Edi Delete

AD_PresenterManual.doc
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Step Action
5. Enter "Adobe Connect" into the Name field.
6. Enter "http://connect.case.edu" into the URL field.
7. Click the OK button.
Ok l
8. Click the OK button on the Preferences window.
Ok
9. This completes the process of setting up an Adobe Connect server in Adobe
Presenter. The server can now be selected during the publishing process as
described in the topic called "Publishing to Adobe Connect."
End of Procedure.

Information Technology Services Reference Guide 9
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Adding Attachments

Adobe Presenter allows you to add attachments such as documents and hyperlinks to your
published presentations. Viewers can then access these attachments through the Attachments
button on the published presentation. This topic will explain how to add attachments to a
presentation.

Procedure

Begin by opening a PowerPoint presentation.

Step Action

1. Click the Adobe Presenter tab.

Adobe Presenter

2. Click the Settings button.

3. The Settings window appears.

Click the Attachments tab.

Attachments

4, Click the Add... button.

®l || E

Add...
Adobe Presenter - Add Attachment
Add [Edit attachment =
Add presentation attachments such as documents or 1
spreadsheets.
MName: |
Type: {Fila
Location: -
@ Help... oK Cancel

Step Action

5. The Add/Edit Attachment window appears.

Enter a name for the attachment into the Name field. This will serve as a
descriptive name rather than a file name.

6. Click the Type list.
| File - |

10 AD_PresenterManual.doc
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Step Action
7. Select File from the list.
8. Click the Look up File button.

Recent Places

Desktop

" ;l‘
Libraries

A

Computer

@

Network

Case Branding

Name

I TitilliumFont

L CWRU_color_guide.pdf

& cwru_formal_logo_4cblue_no_tag.ps

& cwru-formal-logo-4cblue-tag.ps
cwru-formal-logo-black-no-tag.png
cwru-formal-logo-black-tag.png
cwru-formal-logo-blue-no-tag.png

+| cwru-formal-logo-blue-tag.png
cwru-formal-logo-spotblue-no-tag.ps
cwru-formal-logo-spotblue-tag.ps

*| cwru-formal-logo-white-rev-no-tag.png

| cwru-formal-logo-white-rev-tag.png

| cwru-stacked-logo-black-no-tag.png

| cwru-stacked-logo-black-tag.png

*| cwru-stacked-logo-blue-no-tag.png

(<) ]

s [

Date modified
4/5/2010 12:26 PM
3/26/2010 10:05 AM
3/26/2010 9:58 AM
3/26/2010 9:58 AM
3/26/2010 10:00 AM
3/26/2010 10:00 AM
3/26/2010 9:59 AM
3/26/2010 9:59 AM
3/26/2010 9:38 AM
3/26/2010 9:39 AM
3/26/2010 10:00 AM
3/26/2010 10:00 AM
3/26/2010 10:01 AM
3/26/2010 10:01 AM
3/26/2010 10:01 AM

Type
File folder

Adobe Acrobat Docume...

PS File
PS File
PNG File
PNG File
PNG File
PNG File
PS File
PS File
PNG File
PNG File
PNG File
PNG File
PNG File

<|

File name:

Files of type:

b

Open

(Al fles ()

I

Cancel

l

Step

Action

The Open dialogue window appears. Locate and select the file you wish to attach
to the presentation, and click the Open button.

[ Open

|

10.

Click the OK button.
L x|

11.

The file is added to the list on the Attachments tab.

When the presentation is published, the file can be found by clicking on the
Attachments button on the sidebar.

12.

Click the OK button.

Ok

13.

This completes the process of adding attachments to an Adobe Presenter

presentation.

End of Procedure.

Information Technology Services Reference Guide
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Audio

Enriching your PowerPoint presentations using Adobe Presenter audio assets is simple.
Presenter enables you to create recordings easily within the PowerPoint application or import
compatible sound files. These directions will show you how to insert audio into your
presentation, as well as how to edit tracks and sync them with PowerPoint animations.

Recording Audio

Adobe Presenter enables you to record audio using a line-in or built-in microphone. The audio-
recording window allows you to view each slide as audio is recorded for it. Itis a best practice
to use the Notes section of the PowerPoint application to compose a script prior to composing
audio tracks. This topic will explain how to record audio and use the script feature.

Procedure

Begin by activating your computer's built-in microphone or plugging in a microphone or headset
with an attached microphone.

Open your PowerPoint presentation.

= Home Insert Design Animations slide show Review View Developer Add-Ins Adobe Presenter Acrobat

o B & ALT.e %L”;TT? (b o | ) | @

ITS_AD. ComputerDemo.ppbcI_M icrosoft PowerPoint

& sync
Publish  Slide Settings || Record g4 Capture Insert || Manage Preferences Help

Manager o Edit swf ~
Pr Audio Video Flash Quiz Application Help
Slides " Qutline x RS- FE RN RS RN RN NN RS R R
P ;
Step Action
1. Activate the Adobe Presenter tab.

Click the Record button.

To setyour microphone level, read the following message into the
microphone:

" | am setting my microphone recording level for use with Adobe Presenter. ®

Click Ok when finished.

12 AD_PresenterManual.doc
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Step Action
2. A window appears.
You are prompted to read a sentence so that Presenter can calibrate your
microphone's input volume.
Read the sentence aloud. When the red box turns green and displays "Input Level
OK," click the OK button.
QK
Step Action
3. The Record Audio window appears.
Audio recordings are attached to the slide that appears behind the Record Audio
window.
To change the slide onto which you are recording, use the <<Previous and Next>>
buttons to navigate to the desired slide.
<< Pressious Mext >
4, The Record Audio window includes a field into which a script can be placed. You
can type directly into this field or import text from the Notes field of the
presentation. Itis a best practice to use notes or script when recording audio.

Information Technology Services Reference Guide 13




(CASE WESTERN RESERVE

UNIVERSITY gt 6
think beyond the possible’

Adobe Presenter

Step Action

5. To import text from the Notes field, click the Import Notes button.

Impor Motes

Adobe Presenter - Import Notes X

Import PowerPoint slide notes info the scriptwindows af
Adobe Presenter.

Slide range

Select the slides you want ta import notes from

Q@) Current slide
() All slides
~) Slides:

Import options

(@) Append imported notes to current scripts.

(C) Replace current scripts with imported notes

Import Notes ] [ Export Script

Step Action

6. The Import Notes window appears. You are prompted to select the slides from
which notes should be imported. You can select to import notes from just the
current slide, all slides, or selected slides. You can also choose to append the notes
to whatever text is currently occupying the script fields, or to replace any text in
the script with the imported notes.

When you have accepted the default selections or made your own selections, click
the OK button.

)4

7. If you write your script in the script field of the Record Audio wizard, it can be
exported to your PowerPoint Notes.

Click the Export Script button to export the script to the Notes field.

Export Script

8. The Export Scripts window appears. You are prompted to select scripts to export.
Your choices are the script currently displayed, all scripts, or selected scripts. You
are also given the option to append the scripts to existing PowerPoint notes, or to
replace the notes with the script.

When you have accepted the default selections or made your own selections, click
the OK button.

oo

14 AD_PresenterManual.doc
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Step Action
9. To begin recording, click the Record button.

@

Welcome to my presentation on the history of modem
computers. You can view the transcript of my lecture
on the Notes tah.

<< Prawvious [ext >>

Fecord/Play this slide onky

Wiew script

Stop Recording oK Cancel H Help ] [ Import Maotes ] I Export Script

Step Action

10. The audio display will show "Recording..." after the Record button has been
clicked. Begin speaking.

11. To stop recording, click the Stop Recording button.

12. You can play back your audio by clicking the Play button. If you are dissatisfied
with the sound of your track, you can record it again by clicking the Record button.

13. To continue recording on the next slide, click the Next >> button.

Mext »>»

14. When you are finished recording, click the OK button. You can return to the
Record Audio window at any time to record additional tracks or to replace existing
tracks.

Ik,

15. Remember to click the Save button from time to time while working with your
presentation.

16. This completes the process of recording audio in an Adobe Presenter presentation.
End of Procedure.

Information Technology Services Reference Guide 15
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Sync Audio to Animations

One of the popular features of PowerPoint is its animations. Animations can be used to catch
viewers' attention, enrich content, and point out important facts. With Adobe Presenter, you
can coordinate your animations with the audio recordings on each slide. To use this
functionality, first insert custom animations into your presentation as you desire, and record
your audio as explained in the topic called "Recording Audio." Then, the audio tracks and
animations can be coordinated using the Sync tool. This topic will explain how to use the Sync
tool to coordinate audio and animations in Adobe Presenter.

Procedure

Begin by opening a PowerPoint presentation that contains custom animations and audio that
was recorded in or imported into Adobe Presenter.

3| [ Py | [TET side Show

AunnPraviev

‘ﬂmnuh:r nenaramminn in the nunch card era was centered in the “comnuter center”

Step Action

1. Before proceeding, make sure that your custom animations are set up to start "On
Click."
Start: “3 on Click [=]

2. Activate the Adobe Presenter tab of PowerPoint.

Click the Sync button.
‘Lﬂ sync

16 AD_PresenterManual.doc
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Adobe Presenter - Sync AudiL

Computer programming in the punch card erawas -
centered in the "computer center”. Computer users, for
exarmple science and engineering students at
universities, would submit their programming

@]

Mext Animation l

assignments to their local computer center in the farm
of & stack of punched cards, one card per program

| | I << Previous ] I MNext >> ] line.

Edit/Flay this slide only
[¥]Wiew script I

oK H Cancel H Help ] l Import Motes ]l Export Script

Step Action

3. The Sync Audio window appears.

Click the Stopwatch button to begin playing the audio on the slide shown.

4, At the point in the audio where you want your animation to begin, click the Next
Animation button. If additional animations remain, continue using the Next
Animation button to indicate where subsequent animations should begin. When
no animations remain, the button will become grey.

5. If you are not satisfied with the timing of your animations, click the Stopwatch
button to hear the audio and set the animations again.

6. To sync animations and audio on other slides, use the <<Previous and Next>>
buttons to navigate to the desired slides.
| << Frevious | | Mext >

7. When you are finished syncing your audio to your animations, click the OK button.
You can return to the Sync Audio window at any time to "re-sync" your animations
and audio.

QI

Information Technology Services Reference Guide
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- Home Insert Design Animations Slide Show Review View Developer Add-Ins Adobe Presenter A
85 mport import || Em- g | [Fhimport -— -
o G @A L™ @b BB | 5 @
.i; Sync & Edit — E}?Add MNew
Publish  Slide  Seftings || Record g di Capture Insert || Manage Preferences Help
Manager of Edit Swf - <
Presentation Audio Video Flash Quiz Application Help
=] N = 4 1 “3 B R N B L
rFs
1 Hl ]

Step Action
8. You are returned to the presentation.
To further refine and edit the execution of animations in correlation with audio,
you can also use the Edit Audio window by clicking the Edit button.
Ny Edit
9. Remember to click the Save button from time to time while working with your
presentation.
=
10. This completes the process of syncing audio with animations in your Adobe

Presenter presentation.
End of Procedure.

18
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Video

Video grabs the attention of presentation viewers and adds depth to information when
appropriate. While it is easy to distribute links to videos that are posted on research and
textbook sites, as well as the ever-present YouTube, it is also easy to import video files from
your computer to a PowerPoint presentation and record video using Adobe Presenter. This
chapter includes information on creating, importing, and editing video using Adobe Presenter.

Recording Video

In the world of online courses, it is common for students to never see more than a picture of
their instructor. The ability to record video in PowerPoint using Adobe Presenter allows you to
make a video recording of yourself and others using a webcam or other digital device. This topic
will explain how to set up and record video using Adobe Presenter.

Procedure

Begin by activating your computer's built-in camera or plugging in a webcam or other digital
recording device. Open a PowerPoint presentation.

Step Action

1. Activate the Adobe Presenter tab.

Click the Capture button.
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3l which can then be inserted in presentation as “Slide video™ or “Sidebar ﬁ
video™ or saved to a file for later editing. W

] U |

Attach to: Slide 1 - "A History of Modern ~ | As: [slide video |

[¥] Settings
Video Device: [ V] E]

Quality: [Medium(300 kbps)  v|  Size:

Record Audio

Audio Device: [Llne In (High Definition Audio

notey|
L

Step Action

2. The Capture Video wizard appears.

At the top of the wizard is a window for the image captured by your webcam or
other device. If your device is not attached, the window will be grey.

3. The Settings area of the wizard contains fields in which you can select your
recording and audio devices, as well as the quality and size of the files that will be
issued from them.

4. If the Video Device field is blank or contains the name of a device that is not being
used, click on the field and select the appropriate device.

5. To record video, click the Record button. To stop recording, click the Stop button.
To play back the video, click the Play button.

6. Presenter gives you the option to save your video as an external file for later
editing in Presenter or another application by clicking the Save As button.

'?l
&

7. If you are dissatisfied with your video, you can delete it by clicking on the Trash
button.
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Step Action
8. Use the Attach to: dropdown field to select the slide to which the recorded video
should be attached. You are also given the option to attach the video to the slide
itself or to a sidebar area that appears next to the slide once the presentation is
published.
Afttach to: |Slide 1 - "A History of Modern
9. When you are finished recording video and have selected the appropriate settings,
click the OK button.
10. You are returned to the presentation.
Remember to click the Save button from time to time so that your work is not lost.
=l
11. This completes the process of recording video in PowerPoint using Adobe
Presenter.
End of Procedure.
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Adobe Presenter has two options for importing video files into a presentation. This functionality
enables instructors to add rich media from sources such as textbook companies and online
distributors into their presentations that use Adobe Presenter. This topic will explain how to
import Windows Media, QuickTime, Flash, and Shockwave video into a presentation.

Procedure

Begin by opening a PowerPoint presentation.

;_AD_ComputerDemo.ppix
s
Home Insert Design Animations Slide Show Review View Developer Add-Ins Adobe Presenter Acroba
% d @ ‘ s Import E‘Impor‘t - ‘Q [ import 2= 6
© ‘r_’; Sync & Edit - ERAdd New
Publish ~ Slide  Seitings || Record g di Capture Insert || Manage Preferences Help
Manager o Edit Swf - k4
Presentation Audio Video Flash Quiz Application Help
5I|des Outline X 3o
n' A
.
Step Action
1. Activate the Adobe Presenter tab.

In the Video box of the Presenter tab, click the Import button.

E‘,Impnrt

[E‘ Adobe Presenter - Import Video

Lookin: [ Deskiop -~ @3 @
L Name - Size Item type Dat *
<P . Libraries

RecentPlaces  4& Homegroup

!' R Kristen Zuro
& Computer
Desktop |

n

& Network
= I Adobe Presenter 7 File folder 4/6/
-l
Libraries
A
Computer

@ y

1 (3

Network
Files of type All Video files -] [ cance |
Import Options
Quality: |Medium (400 kbps) -
Import On: | Slide 1 - "A History of Mode
As: (@) Slide video
(C) Sidebar video
@ Help... [ Preview
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Step Action
2. A window appears for you to locate and select the file(s) to import.

By default, the application will search for files that end in video formats. Click
the Files of type: list to see the video formats that can be imported into
PowerPoint using Presenter.

File types that are compatible with Presenter include Windows Media,
QuickTime, and Flash files using ActionScript 2.

Step Action
3. The file search window presents you with two options for importing video files.
The Import On: dropdown field allows you to select the slide onto which the video
will be placed. Beneath that field, you are given the option to import the video
onto the slide itself or into a sidebar that appears next to the slide once Presenter
publishes the presentation.
4, After you have located and selected your video file(s) and selected the slide
location and format, click the Open button.
Open
Adobe Presenter
Importing Wildlife.wmyv
Step Action
5. A window appears that displays the progress of the importing process. When it
disappears, the video is imported.
6. When the video has imported, it can be viewed on the slide where it was placed
(unless it was imported to the sidebar, which cannot be seen until the presentation
is previewed or published).
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Step Action
7. If on a slide, the video can be resized to fit the slide by pressing the [Shift] key on
your keyboard and clicking and dragging the corner points of the video until it has
reached the desired size.
8. The process to insert a Shockwave video file to your presentation is different than
the import process. Click the Insert Swf dropdown button.
Insert
Swf -
9. Click the Insert Swf File list item.
7 | Insert Swf File
10. The Insert Flash (swf) window appears. At the bottom of the window, you are
given the option to select the slide onto which the video will be imported. You are
also given the option to import the video onto the slide itself or into a sidebar area
that will appear next to the presentation after it's published.
Locate and select your .swf file, then click the Open button.
Open
11. Should you need to edit the .swf file, click the Insert Swf dropdown button and
select Manage Swf from the list.
7 | Insert Swf File
12. This completes the process of importing video into a presentation using Adobe
Presenter.
End of Procedure.
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Editing Video

The Edit feature for video in Adobe Presenter allows you to refine the way that video is
presented and played in your PowerPoint presentation. Features on the Edit window allow you
to select a portion of the video to play, change the location where the video is embedded, apply
special effects (such as a fade in or fade out), and set a time or action after which the video
should begin playing. This topic will explain how to use the Edit window in Adobe Presenter.

Procedure

Begin by opening a PowerPoint presentation that contains a video file that was imported using

Adobe Presenter.

} o 90 ' o S_AD_ComputerDemo.pptx - Microsoft PowerPoi
- c Home Insert Design Animations Slide Show Review View Developer Add-Ins Adobe Prey
3 o import Import || B~ 7| [hmport -— =
o % P AD b= b~ | D e
e '@ Sync e % Edit - E‘JAdd New
Publish ~ slide Settings || Record 4 d Capture Insert || Manage Preferences || Help
Manager o Edit Swf - =
Presentation Audio Video Flash Quiz Application Help
Slides “ Outline X|| R B R R B B S ol el
Step Action
1. Activate the Adobe Presenter tab.
Click the Edit button.
B, edit
Vo import | - H | [5impart =]
Adobe Presenter - Edit Video
Edit Videa wal
L: Tom, e fck effects an s o of s atoched t s a b o e I’_
il
> ] |
Editon: [Slide 1 - *A History of i v | As: | Slide video bt
¢ Audio during Playback
Effects: - Speed: -
Start Aftor: - Tirne {Seconds): | 0
@ melp... oK '_ cancel |
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Step Action

2. The Edit Video window displays. In the Edit on: dropdown field, select the slide

that contains the video that requires editing.
Edit on: | Slide 1 - "A History of ¥+

3. Use the Play button to play back the video. To select a portion of the video to play,
move the sliders at the beginning and end of the playback bar to the desired
locations. When the presentation is published, only the video content within the
two sliders will play.

4. The As dropdown field enables you to change the location of the video. The video
can be embedded onto a slide or embedded on the Presenter sidebar.

As: | Slide video -

5. The Effects dropdown field enables you to add special effects such as a "fade in" to
your video. Once an effect is chosen, you are enabled to set the speed of the
effect.

6. The Start After: field enables you to select a time during the slide that the video
should begin playing, such as after a time delay, after an animation, or after an
audio track has completed. If you select to start the video after a time delay, set
the amount of seconds until the video begins in the Time (Seconds): field.

7. When you have completed editing the video and selecting your settings, click
the OK button.

Ok l

8. You are returned to the presentation.

Remember to click the Save button from time to time so that your work is not lost.

9. This completes the process of editing a video using Adobe Presenter.

End of Procedure.
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Quizzes

In a typical classroom, instructors can quickly check for comprehension and retention of
material by asking questions of their students. In asynchronous online courses and
presentations, however, the instructor has no way of knowing if the student understood the
material. Quizzes are efficient supplements to asynchronous online instruction because they
collect data that can demonstrate memorization, retention and comprehension, depending on
the breadth of the question. This chapter of the Adobe Presenter manual includes directions on
how to create quizzes and quiz questions. See the chapter on Adobe Connect for information
on how to publish presentations and the quizzes they contain so that data can be collected and
analyzed.

Creating a Quiz

A strength of Adobe Presenter is its ability to administer quizzes within a PowerPoint
presentation. Quizzes can be graded or "survey" (there is no correct answer), and can consist of
several different types of questions. To record sores from quizzes, it is recommended that
Adobe Connect be used to house the presentation. Please see the document called "Publishing
to Adobe Connect" and chapter on Adobe Connect for information on how to use it with your
Adobe Presenter presentations. This topic will explain how to create a quiz and apply settings
for its use in Adobe Connect.

Procedure

Begin by opening a PowerPoint presentation.

/l-;\ HE -0 S ITS_AD_ComputerDemo.pptx - Microsoft Powerpm
j’/} Home Insert Design Animations Slide Show Review View Developer Add-Ins Adaobe Presenter Acrq
= T . ], — _
R @ Q, Limer @ Bymport || mr- 2 Fhmport | =5 @
S ‘_y Sync . % Edit — HAdd New
Publish  Shide Settings || Record 4 di Capture Insert || Manage Preferences Help
Manager [ Swf - =
Presentation Audio Video Flash Quiz Application Help
Slides Outline\ X‘ R B S L L B N S NN LR BRI SR
-~
Step Action
1. Activate the Adobe Presenter tab.

To create a quiz, click the Add New button.

EB' Add New
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><=

Quizzes Adobe Presenter - New Quiz

add and T
Quiz Settings Sl

- Select settings for the quiz such as name, allowing badkward movement, and showing 1
Quizzes a score at the end of the quiz. il
add d | GuizSetings | pass or Fail Options
Quiz
MName: Quiz
Required: Optional - the user can skip this quiz -
Settings ]
Allow backward movement
Allow user to review quiz Question Review Messages. ..
[]include instructions slide
Show score at end of quiz Quiz Result Messages. ..
|| show questions in outine
[ shuffie questions Group Quiz Questions
shuffle answers

R e o =l

————
BEUNTVERSTTY  yor e

Step Action

2. The New Quiz window appears.

Begin by entering a name for your quiz into the Name field.

3. The Required field gives you the option of making the quiz optional or required.
You can also require that students pass the quiz in order to continue the
presentation, or require that they answer all questions before continuing.

4, You can select settings for your quiz to further define how students interact with
it. Forinstance, itis a default setting to allow students to go backwards in the quiz
or review the quiz. You can remove the checkmarks next to those options to
disable those attributes.

5. Students are given feedback for each question unless otherwise specified.

Click the Question Review Messages button to see the messages they will receive.

Question Review Messages...
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i | Adobe Presen 0 — E_X_
Quizzes| Adobe Presenter - New Quiz . 28
Add and T
Quiz Settings i
Quizzes mi! :Eslsglzesiih;gesefﬁé g}eﬂﬂgi;jgtlj‘l as name, allowing backward movement, and showing ‘ﬂ' N
add g Quiz Settings |pPass or Fail | . :
Adobe Presenter - Question Review Messages ﬁ I
Question Review Me;sages
‘Write the messages that appear when users review the quiz. 'ﬂ’
Review feedback messages E
Correct:
Incomplete:  You did not answer this question completely
Incorrect: Your answer:
The correct answer is:
@ Hebp...
ShuFﬁe answers
@ Help.. | oK | Cancel
[~ | 2 ion VAo LI i o
Step Action
6. The Question Review Messages window appears. It displays the messages that
students will receive for correct, incomplete, and correct answers. You can make
changes to these responses as you desire.
Click the OK button to confirm the selections or changes.
oK
7. At the end of the quiz, students will be presented with their score results.
Click the Quiz Result Messages button to see the messages they will receive.
Quiz Result Messages...
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Adobe Presenter - New Quiz
Add and

Quiz Settings

Quizzes

Add g Quiz Result Messages .
Select message and score options that appear when users complete a 'n’

quiz, il

Messages

[#]pass message:  passed e b

Fail message:  Fajed .

Score

Display score (g.g., 70 out of 100)
I:‘ Display percent score {e.g., 70%:)

D Tally correct {e.q., 7 out of 10 correct)

@ Help....

Step

Action

The Quiz Result Messages window appears. The responses that students will
receive when they pass or fail the quiz are displayed. You can change the
responses as you desire.

There are options for displaying students' scores, as well. You can choose to display
the score, percentage correct, or tally of correct questions on the students' review
slide.

Click the OK button to confirm your changes and/or selections.
o< |

Click the Pass or Fail Options to determine passing and failing scores for the quiz.
" Pass or Fail Options ||
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Step Action

10. Under Pass/Fail options, indicate a passing percentage or score.

11. When you have confirmed or changed your Pass/Fail options, click the OK button.

o<

e
\\J Home Insert Design Animations slide show Review View Developer Add-Ins. Adobe Presenter Acrobat Articulate
; [ S E —
3 port Import || E- Import —— z
o B AT e 2 TR I @
51 sync & Edit B Add New
Publish ~ slide  settings || Record 4 . Capture Insert || Manage preferences Help
Manager [En Swf - -
Presentation Audio Video Flash Quiz Application || Help
Slides  Outline X Focouccede 3 2 (RS S IR LI IR § 2 R R
2 -
2| purencan resanmn —_
B Quizzes r
Add and manage quizzes and questions in the presentation. =

Quizzes | Qutput Options | Reporting | Default Labels | Appearance |

[ ] ‘"

Add Quiz Add Question Group Add Question -

Computer Quiz Number of Questions:
Type: Optional Total Points:
Shuffle Questions: Yes Passing Score:
Allow Quiz Review: Yes

Multiple choice

‘ta cofounder of Apple?
: Graded
Number of Attempts Allowed: 1

Help....

[&/UNIVERSIT Y M
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Step Action

12. You are returned to the Quiz Manager window.

Click the Reporting tab.
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i Adobe Presenter - Qui

Reporting

Establish how the presentation will report quiz results to your Learning Management 'ﬂ’

System (LMS).

‘ Quizzes I Output Options | Reparting |Defau\t Labels | Appearan:e‘

Enable reparting for this presentation

Learning Management System (LMS)

Report Pass or Fail

O Adobe Connect Pro [( ) Report Complete /Incomplete
AICC [{ ) Report Pass/Fail
SCORM O Report status as defined by report data
al
Choose report data Report Score to LMS as I
(@) Report to Adobe Connect Pro (@) 5core
Report quiz results only [( ) Percent
Report user access only
Report quiz results and slide views Re?nrhng Level
f | Report slide views only O Only repart the score
() Reportinteractions and the score
100
Advanced
LMS Customization Settings
Step Action
13. The Reporting tab contains settings that are needed to record quiz scores.

Ensure that the first checkbox, Enable reporting for this presentation, is checked.

In the "Learning Management System (LMS)" group box, select Adobe Connect Pro.

14. In the Choose report data group box, ensure that Report to Adobe Connect Pro is

selected.

Choose report data

ﬂ- Repart to Adobe Connect Pro

15. Click the OK button.

QK

16. This completes the process of creating a quiz using Adobe Presenter.

Please refer to the topic called Creating Quiz Questions for directions on inserting
questions into your PowerPoint presentation.
End of Procedure.
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Creating Quiz Questions

Once you have created a quiz using Adobe Presenter, you can add a variety of questions.
Question types include Multiple Choice (with one or more answers), True/False, Short Answer,
Matching, and Rating (Likert) Scale. Questions can also be graded or ungraded. This enables
instructors to collect a variety of data about their students, including their opinions. This topic
will explain how to create quiz questions, and will demonstrate what a published quiz will look
like to students.

Procedure

Begin by opening a PowerPoint presentation in which a quiz has been created.

@ = AT R S_AD_ComputerDemo.| ppb:lMlcrosoft PowerP(ﬁ-l
Home Insert Deslgn Animations Slide Show Review View Developer Add-Ins Adobe Presenter
P @ # Import ! B import ) F mport - @
e d '51 Sync @ & Edit - \‘2 E? Add New ==
Publish ~ Slide  Settings || Record 4 d Capture Insert || Manage Preferences Help
Manager o Edit Swf ~ B
Presentation Audio Video Flash Quiz Application Help
Slides {Outline X“ R R S BN BLNL U BRSBTS SR BRI BRI S

Step Action

1. Activate the Adobe Presenter tab.

To add quiz questions, click the Manage button.

Add and manage quizzes and questions in the presentation.

Quizzss | Qutput Options | Repartng | Default Labels | Appearance

Add Quiz Add Question Group Add Question -

Number of Questions:
Total Points:

[/ UNIVERSITY
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Step Action
2. The Quiz Manager window appears.
Your existing quiz should display in the window. Make sure that it is highlighted
and click the Add Question button.
Add Question -
Question Types .
Select what type of guestion you would like to create from the list below. w >
b True/False
Allow Qui: ] True-False questions are similar to multiple choice, but have only the two fixed
=== Fill-in-the-blank
=1 Fillin-the-blank questions ask users to complete a sentence or phrase by typingin a
= word or selecting a word from a list.
== Short answer
Short answer questions are open-ended and ask users to write a sentence or brief
phrase to answer the question,
4 Matching
= - zﬂaf:miﬂg questions ask users to aszociate items in two lists, such as a word and its
efinition.
Rating Scale (Likert)
# Raﬁ:g‘gSmIE (Lilm:t)equesh'nns ask users to express agreement or disagreement
with specdfied statements. There are no right or wrong answers.
e Help... I Create Graded Question... I [ Create Survey Question... ] [ Cancel I
@ .. o ] | o
Step Action
3. The Question Types window appears.
Click on a question type. Your options are multiple choice, true/false, fill-in-the-
blank, short answer, matching, and rating scale.
For the purpose of this topic, Multiple Choice is selected.
4, The question can be created as a graded question or an ungraded survey question.

Select the option that best suits your purpose for the quiz.

[ Create Graded Question. .. ] [ Create Survey Question...

34

AD_PresenterManual.doc




CASE WESTERN RESERVE

UNIVERSITY EST 1826

think beyond the possible®

Adobe Presenter

| Adobe Presenter - New multiple choice question -

Question
Design a multiple choice question by writing a question, writing a list of possible answers, and
choosing a numbering option.

Question | Options IReporung

Question

Name: Multiple choice

| Queston:

Score: 10

Answers
9 Select correct answer here [ |Shuffle Answers

ny
Type: [Slng\eResponse - Mumbering:
@ -
Step Action
5. The new question window appears.
Begin by entering the question into the Question field.
6. If you created a graded question, the Score field defaults to a value of "10."
Update the score as desired.
Score: 10 :
7. When creating a multiple choice, short answer, matching, or rating scale question,
you must provide answers to the question.
Click the Add button to add an answer entry.
| add |
8. Enter an answer option into the field that appears.
9. Click the Add button to add more answer options as needed.
| add |
10. When you have entered your answer options, indicate the correct answer by
selecting the radiobutton to its left.
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Step Action
11. Multiple choice questions can have one or multiple responses. The default setting
is Single Response. To change the settings to Multiple Responses, click the Type
dropdown field.
[Sing]e Response 5. 4
Multiple Responses
12. To indicate additional settings for the question, click the Options tab.
i"| Adobe Presenter - Multiple Chuicm B ‘
g&'\’et::jeshnn options such as right and wrong answer actions, what feedback messages appear, ‘ﬁ'
and if the question will be graded or is a survey.
Question | Options | Reporting
Type
Type: Graded - there are right and wrong answers v :
Show dear button
If correct answer
Action: Go to next slide e
Mayadodp: | F—————————1(0 ) (1) @ &
Show correct message
1f wrong answer
Allow user: 1 [ ateempisor [ Infinite attempt:
Action: Go to next slide e
Payadodp: | B9 ) (1) @ & il
[]show error message Show retry message [ Show incomplete message
H
Step Action
13. The Options tab contains the Type field, which allows you to change the type of

question from graded to survey and vice versa. It also allows you to establish the
feedback that a student will receive when a question is answered correctly or
incorrectly.

When you have accepted the default options or selected your own, click
the OK button.

Ok
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i Adobe Presenter - Quiz Manager

Quizzes
Add and manage quizzes and questions in the presentation.

Quizzes | Qutput Options | Reporting | Defauit Labels | Appearance |

Add Quiz Add Question Group Add Question -

Multiple choice

Who wasn't a cofounder of Apple?
Type: Graded

Number of Attempts Allowed: 1

Adobe Presenter

Step

Action

14.

You are returned to the Quiz Manager window.

To add more questions to the quiz, click the Add Question button.

Add Question -

be Presenter - Quiz Manager

Question Types
I Select what type of question you would like to create from the list below.

Multiple choice

list of possible answers.
True/False

answers.

Fill-in-the-blank

word or selecting & word from a list.
Short answer

phrase to answer the guestion.
Matching

definition.

Rating Scale (Likert)

with spedified statements. There are no right or wrong answers.

Multiple choice questions ask users to choose one or more correct answers from a

True-False questions are similar to multiple choice, but have only the two fixed

Fillin-the-blank questions ask users to complete a sentence or phrase by typing in a

Short answer questions are open-ended and ask users to write a sentence or brief

Matching questions ask users to assodate items in two lists, such as a word and its

Rating Scale (Likert) questions ask users to express agreement or disagreement

@ tebp... | create Graded Question... | [ create survey question... | | cancel
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Step

Action

15.

The Question Types window appears.

Select a question type.

For the purpose of this topic, the Short answer item is selected.

16.

Click the Create Graded Question or Create Survey Question button.

Create Graded Question... l [ Create Survey Question... ]

hdol
|z

Adobe Presenter - New short answer question ‘ Ié ES

Question

Design a short answer question by writing a question and a list of acceptable words or ‘.1' Ilf
phrases as answers. Also, there is an option to make the answer case sensitive.

Question | Options IRepomng

Question

Mame: Short answer

Question: -

Acceptable Answers

[] The answer is case-sensitive

Step

Action

17.

The Question window appears.

Enter the question into the field.

18.

If necessary, adjust the value in the Score field.

Score:

10

e
w

19.

Enter acceptable answers.

Click the Add button.

Add

20.

Enter an appropriate answer into the field, taking into consideration the various

ways that students may enter their answer.
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Step Action
21. If there are additional acceptable answers to the short answer question, click
the Add button.
Add
22. Itis a best practice to leave the checkbox for The answer is case-sensitive un-
checked, unless there is a valid reason to require case sensitivity in students'
answer.
|:| The answer is case-sensitive |
23. When you have finished entering possible answer, click the OK button.
oK
gl::;?managa quizzes and questions in the presentation. W -
Quizzes | Qutput Options | Reporting | Default Labels | Appearance
Add Quiz Add Question Group Add Question !
Computer Quiz Number of Questions:
Type: Optional Total Points:
Shuffle Questions: Yes Passing Score:
Allow Quiz Review: Yes
[l === Multiple choice Points:
g:: Who wasn't a cofounder of Apple? Report:
Type: Graded
Number of Attempts Allowed: 1
Short answer
What is the name of Apple's most popular mobile device?
Type: Graded
Number of Attempts Allowed: 1
Step Action
24. When you have finished creating quiz questions, click the OK button in the Quiz

Manager window.

Ok
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=

Vides L] T Appiaton ||_Telp ]
Vo ] I 1ieosoei ' 1 " 2

Who wasn't a cofounder of Apple?

 A) Steve Jobs
. B) Steve Wozniak
- C) Bill Gates
D} Warren Buffett

Fs

-

) e :
: 4 Mour answer:
&

You did not answer this question l
You must answer the question
before continuing -

Correct - Click anywhere to I . Incorrect - Click anywhere to I

Step

Action

25.

Your questions will be inserted as slides into the presentation. The appearance of
the slides is not entirely indicative of how they will appear to students.

Itis a best practice to preview Presenter presentations by publishing them to your

computer before placing them on the Adobe Connect server.

Who wasn't a cofounder of Apple?

- A) Steve Jobs

/ B) Steve Wozniak
C) Bill Gates

~ D) Warren Buffett

T5_AD_ComputerDemo
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Step Action
26. Here is an example of how the quiz questions from this topic will appear once
published.
Test your quiz by answering the questions.
-
27. Click the Submit button to submit your answer.
r
Submit
S
28. The presentation will respond with feedback to your answer.
Click on the presentation to continue.
29. Test any short answer questions by entering a response into the short answer
field.
30. Click the Submit button to submit your short answer.
Submit
31. The presentation will respond with feedback to your answer. If the presentation
does not respond as you intended, return to PowerPoint and edit the question.
Click on the presentation to continue.

Computer Quiz

20

Max Score 20

Number of Quiz 1
Attempts

Passed
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Step Action
32. The results of your quiz attempt appear, indicating your score and if the quiz was
passed or failed.
Click the Review Quiz button to review your answers.
( Review Quiz
33. You are returned to the beginning of the quiz. A message at the bottom of the
screen displays of the question was answered correctly or incorrectly.
To see the results of other questions, use the quiz pane to navigate to each slide.
¥ 01i.Who wasn't a cofounder of Apple? “
02, What is the name of Apple's mo... “
34. This completes the process of creating quiz questions.
End of Procedure.
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Publishing

Ultimately, Adobe Presenter was designed to work hand-in-hand with the Adobe Connect online
application for web-based meetings and courses. Nonetheless, it gives the user several options
for publishing presentations that use Presenter attributes, including publishing to a PDF file and
to the user's desktop (which is often used to preview a presentation). This chapter of the Adobe
Presenter manual contains directions on how to publish presentations.

Previewing Your Presentation

It is a best practice to preview your presentation by launching it to your computer before
publishing it to Adobe Connect or a PDF file. Previewing the presentation allows you to see the
presentation, listen to the audio, watch video and test quiz questions before launching the
presentation in its final format. This topic will explain how to preview an Adobe Presenter
presentation by launching it on your computer.

Procedure

Begin by opening a PowerPoint presentation.

@ = R ) - _AD_ComputerDemo.pptx
oS y
,/ Home Insert Design Animations Slide Show Review View Developer Add-Ins Adobe Presenter
% @d @ & #yimport | @ B mport | Ll D:Q Fhmport | :] | @
=2}
- 1@ Sync . % Edit — E?Add New =

Publish  Slide  Settings || Record Ay cqi Capture Insert || Manage Preferences Help

Manager o Edit Swf - =

Presentation Audio Video Flash Quiz Application Help
Slides Outline\ x‘ N B I B B - SO AL SR BN LR SO S

Step Action

1. Activate the Adobe Presenter tab.

Click the Publish button.
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Publish Presentation .
Create a Flash presentation (SWF) that can be used independently or induded in a web page. W o

S 8 My Computer Project Information
s

Location: Title: ITS_AD_ComputerDemo
My Computer C:\Users\kxz19,ADS Documents\My Adobe Present Theme: My Current Theme

Audio: Mear CD Quality
o 00SE. ..
"\v'e = Images: Medium
Adobe Connect

[z package

m DCD package (with autorun for CD)

e,

Adobe PDF WEW output after publishing

@ Help... [ Publish ] l Close

Step Action

2. The Publish Presentation window appears.

Activate the My Computer tab.

3. You are prompted to select a location where your file will be saved.

Click the Choose... button.

[ Choose...

O il | ] S |

*

Choose a folder to publish the file

e
Browse F

B Desktop

b (] Libraries

[» i% Homegroup

> & Kristen Zuro

b & Computer

[ @ Metwork

> | Adobe Presenter 7
> . Captivate

Make New Folder |
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Step Action

4, Select a location on your computer or a shared server drive.

Click the Make New Folder button.

Make Mew Folder

It is a best practice to save Adobe Presenter files to a folder, rather than a
location such as your computer's desktop, because multiple files are created
during the publishing process. It is recommended that you create a new
folder for each Presenter presentation that is published to your computer.

Step Action
5. Enter your presentation's name into the new folder field.
6. Click the OK button.
OK
7. Click the Publish button.
Publish
- E——

Adobe Presenter ‘

Creating SWF file...

Step Action

8. A window will appear to display the application's progress of turning your
presentation into a .swf file.
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ITS_AD_ComputerDemo
3
Ima Scholar
Associate Prof

Bio | Contact

Outline  Thumb Notes

A History of Modern
Computers

+ A History of Modern C... 06:32
Punch Card Program... 00:07
Apple 1 00:30
Integrated Circuit 00:05

1EM 00:05

6 Minutes 57 Seconds Remaining

1] H M sli‘deuslﬂlavim 00:22/06:32 43

Step Action
9. Your presentation will appear in a new Internet Explorer window.
10. Use the playback controls to watch your presentation.
11. The Outline tab is the default view of the sidebar. It displays a list of the slides in
the presentation that are not quiz slides.
12. The Thumb tab contains images of the slides that are not part of a quiz.
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Step Action
13. The Notes tab will display content in the Notes section of the slide.
Notes
Step Action
14. On the Search tab, viewers can search for words in the presentation by typing them
into the Search field.
15. Click the Magnifying Glass button to start a search.
o]
16. Any slides containing the word entered into the search field will appear. Click on a
slide to see it.
IBM 00:05
17. Documents that were attached to the presentation on the Settings screen can be
found by clicking the Paper Clip button, which activates the Attachments window.
18. The sidebar can be made to appear or disappear by clicking the Sidebar button.
19. This completes the process of previewing a presentation on your computer.
End of Procedure.
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Publishing to Adobe Connect

Adobe Presenter is designed to work seamlessly with Adobe Connect Pro, an enterprise service
that is available to all members of the Case Western Reserve University community. When
Adobe Presenter presentations are published to the Adobe Connect server, the presentations
can be loaded into online meetings, transformed into courses, or launched as-is in a Flash-
supported environment. This topic will explain how to publish an Adobe Presenter presentation
to Adobe Connect.

Procedure

Begin by opening a PowerPoint presentation.

/l-m\a-a ")

Home Insert Design Animations Slide Show Review View Developer Add-Ins Adobe Presenter
Ife d @ , L_JImpor‘t ! Elmpor‘t m}- \‘2 Elmpcr‘t 2= O
Wgsync || @ B edit - B add New =S
Publish ~ Slide  Settings || Record 4 Edit Capture Insert || Manage Preferences Help
Manager of BdI Swf ~ B
Presentation Audio Video Flash Quiz Application Help

Slides " Outline \, x| R SRR PR RERS R RS SRR REEY EERERRRE

Step Action

1. Activate the Adobe Presenter tab.

Click the Publish button.

2. The Publish Presentation window appears.

Activate the Adobe Connect Pro tab.
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Adobe Presenter - Publish Pres L X

Publish Presentation

Publish the presentation to Adobe Connect Pro. (Adobe Connect Pro is & product that enables you to easily share "1'
online meetings, presentations, and training courses over the Internet.) Bl

B Server Configuration Project Information
£

Poim= = ] Title: IT5_AD_ComputerDema

Theme: My Current Theme
My Computer URL:

Audio: FM Qualitv
iy Edit Servers...
""’3 Images: Medium

Adobe Connect -

Upload source presentation with assets

5 Audio D Attachments

o D Video

Adobe PDF View output after publishing

Step Action

3. Click the Server list.
[ v
4, Select the Adobe Connect item from the list.

Note: This server was entered into the Settings window in the topic called "Setting
up Adobe Connect Server."
[Adobe Connect |

5. If it is not checked already, click the Upload source presentation with
assets option.
Upload source presentation with assets |

6. Place checkmarks in the Audio, Video and Attachments options.
Audio |:| Attachments
|:| Video

7. Click the Publish button.
[ Publish |
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Creating SWF file...

- -

Step Action

8. A window will appear to display the application's progress of turning your
presentation into a .swf file.

Publish to Connect Pro
Use this dialog to publish a Presenter project to a spedific Adobe Connect Pro server, You can also update a previously published project.

Adobe® Acrobat® Connect™ Pro

Login:

[lez19

Password:

Forgot vour password?

<l

Status: In wizard

Step Action

9. The Adobe Connect Pro login screen appears.
Enter your CWRU Network ID and password.

Click the Login button.
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Publish to Connect Pro
Use this dialog to publish a Presenter project to a specdific Adobe Connect Pro server, You can also update a previously published project.

(CASE WESTERN RESERVE

UNIVERSITY £sT 1826 Help | Logout: Kristen Kolenz

Shared Content | User Content | My Content

[ JUser Content > [ | kxz19

Publish to This Folder

|| Update Existing Presentation H || New Folder H || Up One Level ||

(Tome T [ostcModnea et

I~ [ Email Reference Folder 06/15/2010 11:12 AM
‘a AP w/ quiz Flash Movie 11/22/2010 12:12 PM
‘ﬁ Google Calendar Flash Movie 10/28/2010 9:34 AM
'a Google Docs Demo Flash Movie 10/07/2010 3:00 PM
'@ Google Presentation to Pharmacology Presentation 09/09/2010 10:06 AM

i Introduction to Accounts Payable part 2 Flash Movie 10/14/2010 12:05 PM
< 1l

Status: In wizard

Action

Your Adobe Connect user content folder appears.

Click the Publish to This Folder button.
m Publish to This Folder

Publish to Connect Pro
Use this dialog to publish a Presenter project to a specific Adobe Connect Pro server. You can also update a previously published project.

(CASE WESTERN RESERVE
UNIVERSITY oo 1826 Help | Logout: Kristen Kolenz

Title: * | ITS_AD_ComputerDemo

Custom URL: https:/ /connect.case.edu/

(Leave this field blank for a system-generated URL, or include a unique URL path. Please us¢
alphanumeric characters or hyphens. For example: "product-demo” will result in
https://connect.case.edu/product-demo/)

Summary:
(max length=1000 characters)
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Step Action

11. The Content Information screen appears.

In the Title field, the default title of the presentation is its file name. If desired,
enter a different title into the field.

12. The Custom URL field enables you to create a specific URL for your presentation. It
is useful to those who will be sending out links to their presentations

A custom URL enables you to assign an appropriate URL to your presentation,
such as "https://connect.case.edu/ECON101weekl." This makes the URL
friendlier to read, understand, and type if needed. If you are going to create
a course in Adobe Connect from this content, it is a best practice to leave this
field blank and allow the system to assign a URL. System-generated URL's are
made of a short string of random letters and numbers.

Step Action

13. Click the Finish button.
Finish

Your presentation will be published to the following location

kxz19

Step Action

14. A confirmation appears. It may take a few minutes for the presentation to publish.
Do not close the Publish window until a confirmation appears.
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A ad TS AD_CUTPUISTDE U PG~ VICUSUTOEOWETF U
Adobe Presenter - Publish to Connect Pro g
Rj Pobhish to Connect Pro
| Use this dialog to publish a Presenter project to a specific Adobe Connect Pra server. You can alse update a previously published project. T
-~ -
(CASE WESTERN RESERVE r
4 UNIVERSITY est 1826 My Profile | Help | Logout: Kristen Kolenz

Home Content | Training  Meetings ' Seminar Rooms | Event Managsment Reports| Search |

Shared Content | User Content | My Content | Forced Recordings | Content Dashboard

|_]User Content > | | kxz19 > “Z) A History of Modern Computers

Title:

1

Duration:

Disk usage

Permissions: dime as paren

URL for Viewing: https://connect.case.edu/p23975033

< 1] J

Status: Completed

Step Action

15. When the presentation has published successfully, a window will appear to notify
you.
Click the OK button.

OK

16. The Content Information screen appears.
To view your presentation, click the URL for Viewing link.

17. After a brief loading screen, your presentation will appear.

18. Once published, you may share your presentation in a meeting, by directing your
audience to its URL, or by creating a course from it.
For directions on creating a course, please see the section of this manual called
"Creating Curriculum." For directions on creating a meeting, please see the Adobe
Connect user guide.
End of Procedure.
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Publishing to PDF File

Publishing an Adobe Presenter presentation as a PDF file is a flexible way to ensure that any
member of your audience can watch your presentation with free Adobe Flash and Adobe Reader
software, which is available worldwide from adobe.com. This topic will explain how to publish
your Adobe Presenter presentation as a PDF file.

Procedure

Begin by opening a PowerPoint presentation.

m _AD_ComputerDemo.pptx
e !
_j Home Insert Design Animations slide Show Review View Developer Add-Ins Adobe Presenter

r = @ Bymport Bmport | mm- | 7] Fymport -— a
ﬂ'e ’jf_:'l‘a @ .R 'fj : .! % i i @ %Ad:l\lew : ‘

Sync Edit

Publish  slide Settings || Record 4, eq Capture Insert || Manage Preferences Help
Manager of Edit Swf - =
Presentation Audio Videa Flash Quiz Application Help

Slides Y Outline '\, X RN SRR R SRS SRR KRR

il
L3

Step Action

1. Activate the Adobe Presenter tab.

Click the Publish button.

2. The Publish Presentation window appears.

Activate the Adobe PDF tab.

-

Adobe Presenter -

Publish Presentation

Publish the presentation as Adobe PDF (with slide animations preserved). Adobe Reader 9 (or higher) is required to 'ﬁ’
wiew the published file. Bl

- Publish as Adobe PDF Project Information
£
Location: Title: ITS_AD_ComputerDemo

My Computer C:\Jsersikxz 19.ADS\Documents\My Adobe Present Theme: My Current Theme
Audio: CD Quality
- Ch
2
Adobe Connect
m Slide Manager. ..

P
< o

Adobe PDF \new output after publishing

O Help... [ Publish l [ Close

54 AD_PresenterManual.doc



CASE WESTERN RESERVE

UNIVERSITY EST 1826

think beyond the possible’ Adobe Presenter

Step

Action

3.

You are prompted to select a location where your PDF file will be saved.

Click the Choose... button.

[ Choose...

Blmport [ Elmpcn

Savein: M Deskiop ~ @@ rmv

Name Item type Date modified
- " Libraries
Recent Places !%Homegrcup
! 12 Kristen Zuro
& Computer
Desktop & Network
= | Adobe Presenter 7 File folder 4/6/2010 11:19 AM

o
Libraries

A

Computer

@

File name | Save

Save as type [Adobs PDF files (*.pdf) V] I Cancel l

Action

Navigate to the location or folder where your presentation should be published,
then click the Save button.

Click the Publish button.
Publish

Your published presentation appears in Adobe PDF format.

This completes the process of publishing an Adobe Presenter presentation as a PDF
file.

End of Procedure.
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Using Presentations in Adobe Connect

The Adobe Connect online application at Case Western Reserve University is often used to hold
online meetings and events. One of its other features is the ability to host online curricula. This
chapter of the Adobe Presenter manual contains directions on how to create curricula and
courses that can be used to administer asynchronous online classes, as well as how to use
Adobe Presenter content in online meetings.

Please note: This chapter should be utilized after publishing a PowerPoint presentation using
Adobe Presenter to the Adobe Connect server. For directions on how to do that, please see the
topic called "Publishing to Adobe Connect" in the Publishing chapter.

Curricula

In Adobe Connect, a curriculum is a series of courses (and/or meetings) that students must
complete. A curriculum is an ideal way to set up a series of online courses that students will
complete asynchronously. The curriculum will track the courses that students complete and any
scores that they receive from quizzes.

If you are unable to locate the Training tab mentioned in these topics, please contact the ITS
Service Desk for assistance at 216.368.HELP (4357) or help@case.edu. You may also use the
help.case.edu website to submit your problem or chat with a technician.

Creating a Curriculum

Procedure

Begin by signing in to Adobe Connect at connect.case.edu.

CASE WESTERN RESERVE ]
UNIVERSITY 16 P ! Kristen Ks

Home | Content  Training  Mestings  Seminar Rooms  Evant g Reports  Ad Srarch

Create New: | S MeETne Y conrent | W viruaLciasseoom | | (] counse | | ] conmcueom | | B evewt

| My Calendar |My Trainlng 4 Training Catalog 'l My Meetings (3} Resources
Tralning Catalog o] Training Catalog / 1 CAPS Prep: Introduction to Financial Management
| Training Catalag Name Type L Opens Closes Title CAPS Prop: Introduction to Einandial
= Management
| CAPS Prep: Introducbion to Fina,. Cowrse 09/3...
e Course 1D
@ Financal Management Cumiou... f. 08/2. Summary
i Pcard Training Cumicu... p. 01f2.. Max Attempls  Unlimited
Duration
W Window Shopper video Training  Curmicu... 06/2..

Language  Engli

Enrollment Status — You 2

View

Step Action

1. Once you are signed in to Adobe Connect, the Home screen appears.

Click the Training tab at the top of the screen.

Training
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Step

Action

2.

The Training screen appears.

Click the New Curriculum button.

New Curriculum

CASEWESTERN RESERVE
UNIVERSITY

W Mew curriculum Wizard
Enter Curriculum Information

To create a new curmculum, you first enter information about the curriculum. After you've entered the details, you can dick Next to add items to your
curmculum,

Curriculum Name: *
Corriculum 10:

Custom URL:

hitps: {feonnect caseedu)

Summary:
(max langth=1000 charactars)

Curriculum Starts On: 13 « Apnl v 20011« 11:458M

Carriculum Closes On: & No dose date

v datm is specitind, lmarnars mil ba scheduled for snm menth o comatete their laming. )

Cancel ot > ]

Step

Action

The New Curriculum wizard appears.

Enter an appropriate name for this online curriculum, such as the subject, catalog
number and title, into the Curriculum Name field.

Enter an ID for the curriculum, such as the subject and course number, into
the Curriculum ID field.

In the Custom URL field, enter words or characters that will enable your students
to type the URL into their web browser and go to the curriculum directly. For
example, enter the subject and catalog number.

The Curriculum Starts On fields enable you to determine a date that the curriculum
becomes accessible to students. It defaults to the current date; is optional to
change it.

Use the Curriculum Closes On options to determine a date that the curriculum
closes to students. The default option is "No close date."

Curriculum Closes On:

* No close date
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Step

Action

8.

Click the Next button.

MNext =

Click the Add Content link.

Add Content

(CASE WESTERN RESERVE

# New curriculum Wizard
Add Ttems

Shared Content User Content My Content
[ ] User Content | | kxz19

Up One Level

[ ] Email Reference

'—3" A History of Modern Computers

'ﬁ AP w/ quiz

‘a Google Calendar

‘i Google Docs Demo

) Google Presentation to Pharmacology
‘a Introduction to Accounts Payable part 2
'ﬁ Introduction te Accounts Payable Quiz v2
‘a Introduction to AP 1 v2

‘i Introduction to eProcurement 2

‘i Intreduction to eProcurement part 1

‘a Introduction to eProcurement Quiz

'ﬁ Introduction te Financal Management Quiz v2

“fj Introduction to Financial Management v2

o o A e o o o

‘i Webmail Demonstration

* - This content cannot be selected because it is not active

Add Back

Folder
Presentation
Flash Movie
Flash Movie
Flash Movie
Presentation
Flash Movie
Flash Movie
Flash Movie
Flash Movie
Flash Movie
Flash Movie
Flash Movie
Flash Mavie

Flash Movie

06/15/2010 11:12 AM
03/30/2011 2:10 PM
11/22/2010 12:12 PM
10/28/2010 9:34 AM
10/07/2010 3:00 PM
09/09/2010 10:06 AM
10/14/2010 12:05 PM
09/20/2010 11:52 AM
10/14/2010 11:00 AM
09/23/2010 9:30 AM
09/23/2010 9:29 AM
09/20/2010 11:51 AM
10/14/2010 10:38 AM
09/30/2010 11:30 AM

10/26/2010 11:18 AM

Step

Action

10.

A list of the content you've uploaded to Adobe Connect appears. Select the
PowerPoint presentation that was published to Connect using Presenter, as well as
any other content that you want to make a part of your curriculum.

11.

Click the Add button.
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(CASE WESTERN RESERVE
UNIVERSITY TG

(] New Curriculum Wizard
Add Ttems

Tracking will now be enabled.

1. Connect Pro will automatically enable tracking for the following item(s). Each item will
become a course in your curriculum.

'-?r' A History of Modern Computers

2. The new course(s) will be stored in your "HIST 311: Modern Technology Resources™
folder. The resources folder is created to hold the courses that Connect Pro
automatically creates for this specific curriculum.

3. Courses created automatically permit users to attempt the course unlimited times. To

modify ‘maximum attempts’ or other course information, access the course in the "HIST
311: Modern Technology Resources” folder once your new curriculum is complete.

If you want to continue with adding these items to the curriculum, click 'Add'".
If you want to return to the previous step, click 'Back’.

Add Back

Step

Action

12.

A message appears. It explains that each content item you selected will become a
course that is tracked within the curriculum, and the content will be stored in your
Resources folder.

Click the Add button.

Add

13.

Click the Next button.

MNext =

14.

Click the Finish button.

Finish
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Etl\nj WESTERN RESERVE
UNIVERSITY
Home | Contart Traning Meetngs SeminarRooms | Event Managemant | Raports  Admirstration
M Toaitie > [ kazl® > [ HEST 333: Madam Technslogy
Curmicubim Infermation | Trainie) Cataiog Ssttings | Manage Ercodees | Notfications | Beports
s 1w [ ——
" =
[0 & bt of sdeen Corranters m—
[ MEST 311: Modarn Technology
s
Summary
Opeen Date: 4/13/2011 11:45 AM
Cose Date:
UL Mitos:/ /conmect case.adu/hist3 10/
Completicn Requirsments rae
& History of Modern Computers - S ed
Training Catalog Setlings. e
Training Cataiog Se¥ Enrolment:  Seff-enrollment not enabled.
Curricubem Status i
Diate Lot Takn -
o
o
o
Reminder Pelicy
Enabled: Ho
.
Step Action
15. Click the Training Catalog Settings link.
|Training Catalog Settina
1
A e Efe=—n
CASE WESTERN RESERVE
UMNIVERSITY P
Home ' Content Training ' Mestings  Seminar Rooms < Event Reports
[ Wser Trawung > ) kd@ > i HIST 311: Madem Technology
Currmulum Information | Trammng Catalog Setbings | Manags Envoleus | Nobficatwns | Reports
Enable Catalog Sell-Enrollment [~ {ist in Training Catalea for Leamer Self-Enrolment
' Enrcllment Reguires Course Manager Approval
7 Moty Course Manager(s) of Approval Requests by Email
" Envoliment i Open
Tralning Catalog Listing Seff-anrolimant not enabled. Please enabla self-enrclimant before selecting a ksting in the Traning Catalog.

Step

Action

16.

Click the List in Training Catalog for Learner Self-Enrollment option.

This will enable your students, under your direction, to enroll in the curriculum
through the Training Catalog. This does not replace the process of students
enrolling for your course through the Student Information System - it only enables

them to take the course in Adobe Connect.
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Step Action

17. The fields Enrollment Requires Course Manager Approval and Notify Course
Manager of Approval Requests by Email are selected by default. These settings
will enable you to receive requests from students to see the course content, which
in turn allows you to ensure that the students are enrolled in the course through
the SIS before you approve their request. Notifications of enrollment requests will
be sent to you by email from the Connect server.

18. If you do not want to approve requests for enrollment, click the Enroliment is
Open option.
[© Enrollment is Open |

19. Click the Display in Training Catalog link.
Display in Training Catalog.

Tl e o S S e -
Ilisn‘u.r sld.ncled i:n.:m here:
il
Step Action
20. Click the OK link.
oK
21. Click the Save button.
Save

22. The course will now be viewable in the Connect Training Catalog for students to
find.
This completes the process of creating a curriculum in Adobe Connect.
End of Procedure.
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Viewing Curriculum Progress and Quiz Scores

Procedure

Begin by logging in to Adobe Connect at connect.case.edu.

CASE WESTERN RESERVE Wy Pl | W g Krihe
UNIVERSITY s i
Hame | Cantnnt Tranng | Mestings - Sominar fiooms | Event Management  Roparts | Administration Saarch
Create New: | Sl mivrme | | [ courinr B wimsuas coasweson | |01 couss | | ) comnscu -
~ MycCalendnr  |MyTraining 45 Training Catalog 'l My Meatings () Resaurces
| Tralning Catalog © | | Traliing Catalog / [ CAPS Prep: Introduction to Financlal Manogement
| | Trainng Catalog Name Type I Opens  Closes Title  CAPS Prep: IMredudtion t Finandal
e Managamant
[[] cAPS Prep: Introduction ta Fina.. Course 05/3... i
i rans | Mg ensent Curricu. £ OBy2... Samasary
W HIST 310 Modem Technalagy  Curmou.. H 0471, e Aiphy: ISinisd
i Duration
[ Histery of Modem Comouters  Course 041,
Language  Fnghen
W Fcard Training o L LR Unrallment Status  Teu are srvoled in this e,
Wl windaw Shopner video Training  Curmicu... 082, View
.
Step Action
1. After you are logged in to Connect, the Home screen appears.

Click the Training tab.

Training

CASEWESTERN RESERVE
UNIVERSITY ik

Homa  Content Ir.'\nning Mﬂﬂina‘. Snminar Ronms | Evant Pu-.pnrr—.

shar ar Traini

5 Uaer Trawung > ] kxzl%

Trawung Last | Edit Information | Set Peomssiges

..... Cuarrirudurmn, Haw Courne Haw Vistusl Slanzraam e Falda Dralate Up Eir wl Mnm

™ [ ARTestng Resources Folder

™ [ Enenaal Management Resources Folder

T Fualder

T | Lt Besiousoes Faleer

{ ::}LN‘_':LEEEEI Cowrse 06/18/2010 12:00 PM
[ Histery of Modern Computers Course 04/13/2011 1:00 PM
| ﬂAP_T_imn Curriculum 11/22/2010 10:00 AM
[~ il financial Managzment Curriculum finmgme  08/23/2010 11:15 &M
T ” HIST 211: Modern Technoloay Curnculum HISTI11 0471372011 11:45 &M
I H Tesit Curnculum 03/02/2011 10:00 AM

-
Step Action
2. The Training screen appears. It lists all curricula and courses that you have

created. Select the curriculum you wish to view from the list.
{ﬂj HIST 211: Mo
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CASE WESTERN RESERVE
UNIVERSITY per 1826

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

My Pr

Shared Training | User Training | My Training | Training Catalog | Users and Groups | Training Dashboard

[ User Training > " k218 > m HIST 311: Modern Technology

Curriculum Information | Training Catalog Settings | Manage Enrollees | Notifications | Reports

Add Item Remove Item Move

r [ A History of Moderm Computers
Name: HIST 311: Modern Technology
ID: HIST311
Summary:
Open Date: 04/13/2011 11:45 AM
Close Date:
URL: https:/ /connect.case.edu/hist311

Completion Requirements

A History of Modern Computers - Required

Edit

Step Action

3. The Curriculum Information screen appears.

Click the Reports link.
Reports

CASE WESTERN RESERVE
UNIVERSITY a6

Home  Content Training | Meetings ' Seminar Rooms | Event Management | Reports | Administration

(7] User Training > | | kxz19 > M HIST 311: Modern Technology

Curriculum Information | Training Catalog Settings | Manage Enrollees | Notifications | Reports

Summary | ByUsers | By Item

Report Filters: No filters have been set.

Name: HIST 311: Modern Technology

1D: HIST311

Open Date: 04/13/2011 11:45 AM

Close Date: -

URL: https://connect.case.edu/hist311
Enrolled Users: 1

Users Completed: 1

Users In Progress: 0

Shared Training = User Training | My Training | Training Catalog | Users and Groups | Training Dashboard
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Step Action
4, The Curriculum Information screen appears. It lists information such as the

curriculum URL and curriculum statistics such as the number of enrolled users, the
number of users who have completed the curriculum, and the number of users
who are in progress.

Click the By Users link.
By Users

(CASE WESTERN RESERVE
UNIVERSITY . 0

Home ' Content Training | Meetings ' Seminar Rooms | Event Management | Reports | Administration

Shared Training | User Training | My Training | Training Catalog | Users and Groups | Training Dashboard
[ 7 User Training = ] kxzl9 > [ﬂ] HIST 311: Modern Technology

Curriculum Information | Training Catalog Settings | Manaae Enrollees | Notifications | Reports

Summary | By Users | By Item

Dovnload Report Data

Report Filters: Mo filters have been set.

Kristen Kolenz  (kxz19) Complete 04/13/2011 1:58 PM 1589061

Step Action

5. The By Users screen lists the students enrolled in the curriculum and their status
(complete, in progress, failed).

6. Click on the Download Report Data button to save the report as a .csv file that can
be saved and opened in Excel.

Dovwnload Report Data

7. Click on a student's name to see their scores for each course and/or quiz in the
curriculum.
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UNIVERSITY
Homa Contert Traewrng Meebngs Semnar Even Roports

Ugsr Traing > [ loz1® > i HIST 311 Modem Technology

Traena Catakod Settngs | Manaoe Enrolecs | Notfications | Resorts

wricum Name:  MIST 3115 Modaen Technelogy A History of Medern Computers - Regured

Krisben Kalenz

04/13/2011 11:45 AH

Complote
« Score: 10 4 10

Contdieate & 1500061

ids datsds | shaw datads

Passed V10 OH/INI0NT 1:58 PN

[TE-rTE

Step

Action

The Curriculum Summary for the student appears.

In the Curriculum Contents area

at the bottom of the screen, each course in the curriculum is listed.

To see the student's responses to quiz questions in the course, click the By

Questions link.

By Questions

E CASE WESTERN RESERVE
UNIVERSITY et

Hame | Content Traming | MBetings | Semnar Rooms  Evant Reparts

| Uzer Training > | ) kgl > i) HIST 311: Modem Technalagy

Curricyfuen [nfeemition | Training Catalos Settingy | Manage Parollees | fotifications | eports

Summary | By Users | B (tem

A History of Mo

Quiz Responses and Kesults

1 Who warn 3 ealeundsr of Appla?

Step

Action

The student's quiz answers appear. For each question, it is indicated if the student

answered correctly and the score received.

10.

This completes the process of viewing curriculum progress and quiz scores.

End of Procedure.
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It is not necessary to have a curriculum set up in Adobe Connect in order to host a presentation
there. The process of creating a course in Adobe Connect enables you to enforce tracking of

viewing data and quiz data from your Adobe Presenter presentation. This topic will
demonstrate how to turn a presentation that was published to Connect into a course.

If you are unable to locate the Training tab mentioned in this topic, please contact the ITS
Service Desk for assistance at 216.368.HELP (4357) or help@case.edu. You may also use the

help.case.edu website to submit your problem or chat with a technician.

Creating a Course

Procedure

Begin by logging in to Adobe Connect at connect.case.edu

(CASE WESTERN RESERVE
UNIVERSITY e

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

My

Profile | Help | Logout: Kristen

Search |,

Create New: t‘ﬁ MEETING HD CONTENT H@ VIRTUAL CLASSROOM HD COURSE Hm CURRICULUM H% EVENT |

View

|| My Calendar __| My Training @ Training Catalog ﬁ My Meetings @ Resources
Training Catalog O /Training Catalog / [] caps prep: d to Financial
» |_JTraining Catalog Name Type 1. Opens | Closes Title  CAPS Prep: Introduction to Financial
Management
[[] caps Prep: Introduction to Fina.. Course 09/3...
Course ID
m Financial Management Curricu... . 08/2... Summary
[ﬂj HIST 311: Modern Technology  Curricu... H  04/1... Max Attempts  Unlimited
. Duration
m PCard Training Curricu...  p. 01/2...
Language English
m Wwindow Shopper video Training  Curricu... 06/2... Enrollment Status

You are enrolled in this item.

Step Action

Once you are logged in, the Home screen appears.

Click the Training tab.

Training

The Training screen appears.

Click the New Course link.

Mew Course
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M CASE WESTERN RESERVE
UNIVERSITY 8316

Enter Course Information
Ente:

Course Information

Adobe Presenter

Course Name: *

Course 10:

Custom URL:

Summary:
[eman bength= 1060 characlers)

Course Starts On: 13 = Apni = 2011 + D0LOOPM =

Course Clases On: & No close date

I na and date is speciiad, lascnars wil ba schaduled far one manth to comolats thair Lasming, |

Max Attempts:

Max Possible Score:

Step Action

3. The Enter Course Information screen appears.

Enter a name for the course or presentation into the Course Name field.

4, Enter a URL that is easy to read and enter into the address bar of an Internet
browser into the Custom URL field.

You will be able to distribute this URL to your students via email or in another
medium such as a Blackboard course.

5. The Course Starts On fields enable you to determine a date that the course
becomes accessible to students. It defaults to the current date; is optional to
change it.

6. Use the Course Closes On options to determine a date that the course closes to

students. The default option is "No close date."

7. The Max Attempts field enables you to determine the amount of times that a
student can view the course. Leave this field blank to allow students to watch the
presentation multiple times.

Max Attempts|

8. Click the Next button.

=
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CASE WESTERN RESERVE
UNIVERSITY

L1

Salact Contant

Shared Content User Content My Content
| user Content > | | kex19

| Email Beference
-:ﬂ' A Hestory of Modern Computers
P e wi ez
‘a Google Calendar
"B Google Docs Demo
h" Google Presentabon to Pharmacology
'a Intreduction te Accounts Payable part 2
‘a Introduction bo Accounts Payable Quiz v2
"B Introduction to AP 1 v2
‘ﬁ Introduction to eProcurement 2
‘B Inkroduction to eProcurement part 1
P Intreduction to eProcurement Quez
‘B Introduction to Financial Management Quiz v2
P Introduction to Fmancal Management v2

‘B Webmai Cemonstration

Cancal

= This content cannot be selected because it is not active,

« Sravious

HNaxt »

Finizh

Felder
Presentation
Flash Movie
Flash Mowe
Flash Movie
Presentatson
Flash Movie
FAash Mowe
Flash Movie
Flash Mowe
Flash Movie
Fash Mowe
Flash Movie
Fash Mowe

Flash Movie

06/15/2010 11:12 AM
03/30/2011 2:10 PM
11/22/3010 12:12 PM
10/28/2010 9:34 AM
10/07/2010 3:00 PM
09/09/2010 10:06 AM
10/14/2010 12:05 PM
09/20/2010 11:52 AM
10/14/2010 11:00 AM
09/23/2010 9:30 AM
09/23/2010 9:29 AM
09/20/2010 11:51 AM
10/14/2010 10:38 AM
09/30/2010 11:30 AM

10/26/2010 11:18 AM

Step

Action

A list of the content you've uploaded to Adobe Connect appears. Select the
PowerPoint presentation that was published to Connect using Presenter.

10.

Click the Finish button.

[
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(CASE WESTERN RESERVE
UNIVERSITY . 5

Pk T Trerma RS S i T B e e A

Shared Tramung | User Traming | My Traites | Trarung Catalog | Users and Stoups | Traisg Dashboard
7] Wser Tramoeng > ) kgl > [ History of Modern Computers

Course Information | Edit Information | Training Cataleq Settings | Select Content | Manage Enrolless | Natifications | Reparts

{
i

Course Name: History of Modern Compuaters
Coursa [0:

Summary:

Open Date: 04/13/2011 1:00 PM
Close Data:

Course URL: Itos:d {connect.case.ed
Max Attempts: Unlimited

Max Possible Scone: n

Number of Shides: 7 slides

Duration: 00:07:29

Language: English

Traming Catalog Seff-Enroliment:  Self-enrcliment not enabled.

i
i

Enabled: Yes

Send Reminders To: Enrollees who have failed or nol completed e course

Next Remindar: 04/13/2011 12:00 AM

Decurrence: Weekly

Frwwrinbt £ 9001 - WS Adeibe Tursbees Tnertnneated sl its beansns 88 mbibs ressroad
Step Action

11.

The course is created and the Course Information tab appears.

Click the Training Catalog Settings link.
!Traininu Catalog Settinus!

E CASEWESTERN RESERVE
u

INIVERSITY . ac
| Mome Comtent Tramng Meetings - SeminarFooms i

Shared Traming | User Training = My Training | Training Cataleg | Users and Groups | Traming Dashboard
() Masr Training > [ 7] knzd® > [ History of Modern Computers

Course | Edit. | Traming Catalog Setongs | Select Content | Manage Enrolleas | Notifcations | Bepons
Tralning Catalog Setiings

Enabile Catalog Sell-Enrollment [ (st in Training Catalog for Leamer Self-Enroliment

 Enroliment Requires Course Manager Approval
7 Watify Cource Manager(s) of Approval Requests by Email

 Enroliment is Open

Training Calalog Listing Self-erwoliment not enabled. Please enable self-envoliment before sedecting 3 hsting n the Tramng Catalog.

—

Step

Action

12.

Click the List in Training Catalog for Learner Self-Enroliment option.

Information Technology Services Reference Guide

69




(CASE WESTERN RESERVE

N UNIVERSTITY ~ por s
think beyond the possible®

Adobe Presenter

Step Action

13. The fields Enrollment Requires Course Manager Approval and Notify Course
Manager of Approval Requests by Email are selected by default. These settings
will enable you to receive requests from students to see the course content, which
in turn allows you to ensure that the students are enrolled in the course through
the SIS before you approve their request. Notifications of enrollment requests will
be sent to you by email from the Connect server.

14. If you do not want to approve requests for enrollment, click the Enroliment is
Open option.
15. Click the Display in Training Catalog link.

Display in Training Catalog.

[OsTin_Training Catalog for Learner Seli-Enroliment
- | @ Select Training Catalog Location - Windows Internet Explorer e I . S

Display selected item here:
[ Training Catalog

Or browse to display this item in a different folder:

Up One Level

There are no subfolders in this folder.

(|

Copyright © 2001 - 2009 Adobe Systems Incorporated and its licensors. All rights reserved.

Step Action
16. Click the OK link.
oK
17. Click the Save button.
Save

18. This completes the process of creating a course in Adobe Connect using a
presentation developed in PowerPoint and published with Adobe Presenter.
End of Procedure.
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Viewing Course Completion and Quiz Scores

Procedure

Begin by logging in to Adobe Connect at connect.case.edu

Adobe Presenter

CASE WESTERN RESERVE
UNIVERSITY  _ gc¢

Home | Content | Training = Meetings | Seminar Rooms | Event Managemsnt Reports  Administration

My Profile | Help | Logout: Kr]

Seal

CreateNew: | il meerme || [ cowrenr || [l viruacciassnoom || [] coumse || fff) cnmcuom || BEL evenr |

|| My Calendar __| My Training % Training Catalog [ My meetings (2) Resources

Training Catalog o |/ Training Catalog / [ caApS prep:

» |__|Training Catalog Name Type 1. | Opens  Closes Title
[] caPs Prep: Introduction to Fina.. Course 09/3...

Course ID

i Financial Management Curricu... | .| 08/2... Summary

i HIST 311: Modern Technology  Curricu... | H | 04/1... Max Attempts

) . Duration
[1 History of Modern Computers ~ Course 04/1...

Language

i Pcard Training Curricu... | p. 01/2...

Enrollment Status

i window Shopper video Training = Curricu... 06/2...

to Fil

CAPS Prep: Introduction to Financial
Management

Unlimited

English

You are enrolled in this item.

View

Step Action

1. After you are logged on, the Home screen appears.

Click the Training tab.

Training

(CASEWESTERN RESERVE
UNIVERSITY ¢

Home | Content Training | Meetings ' Seminar Rooms

Event Management  Reports  Administration

Shared Training | User Training | My Training | Training Catalog | Users and Groups | Training Dashboard

|| User Training > | 7 kxz19

Training List | Edit Information | Set Permissions

New Curriculum || New Course || New Virtual Classroom || New Folder Delete Up One Level Move

[~ [ ]AP Testing Resources Folder

[~ [ ] Einancial Management Resources Folder

[~ [ ] HIST 311: Modern Technology Resources Folder

[~ [ JTest Resources Folder

r m CAPS Exam Course 06/18/2010 12:00 PM
r E] History of Modern Computers Course 04/13/2011 1:00 PM
r W] AP Testing Curriculum 11/22/2010 10:00 AM
r W] Financial Management Curriculum finmgmt 08/23/2010 11:15 AM
r Wj HIST 311: Modern Technology Curriculum HIST311 04/13/2011 11:45 AM
r W]E Curriculum 03/02/2011 10:00 AM
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Step

Action

2.

The Training screen appears. It contains a list of all curricula and courses that you
have created, as well as folders containing courses that belong to curricula.

Select the course you wish to see.

Please note: If the course is part of a curriculum, first click on the curriculum's

folder, then click on the course.
History of Modern CDmDuters!

CASE WESTERN RESERVE
UNIVERSITY

Home Content Trameng ' Meetings = Seminar Rooms  Event

9 Reports

] User Traimng > [ kw8 » (1] History of Modern Computers

Course Name: History of Modern Computers.
Coursa 10:

Summary:

Open Date: 04/13/2011 1:00 PM

Close Date:

Course URL. httess f f connect, cise, edu. mods {
Max Attempts: Unlimited

Max Possible Score: 1

Number of Sdes: 7 slidas

Durabon: 00:07:29

Language English

Training Catalog Self-Enreliment:  List in Training Catalog for Learner Self-Enrollment

Training Catalag Listing: | Training Cataleg

approval Settings: Enrollment is Open

Notifiwation Settngs: None

Enabled: Yes

Send Reminders To Enrolless who have failed or not completed the course

Course Informabion | Edt Information | Traming Catalog Settngs | Selact Content | Manaas Enrollees | Notihcabons | Repons

Next Reminder: 04202011 12:00 AM
Oceurrence: Weekly
Step Action

The Course Information screen appears.

Click the Reports link.
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CASE WESTERN RESERVE

UNIVERSITY . g¢

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

Shared Training | User Training | My Training | Training Catalog | Users and Groups | Training Dashboard
| 7] User Training > |~ koz19 > [ ] History of Modern Computers

Course Information | Edit Information | Training Catalog Settings | Select Content | Manage Enrollees | Notifications | Reports

Summary | By Slides | Bv Users | By Questions | By Answers
Report Filters: No filters have been set.

Name: History of Modern Computers

1D:

Open Date: 04/13/2011 1:00 PM

Close Date:

URL: https://connect.case.edu/moder s/

Enrolled Users: 1
Users Completed: 0
Users Passed: 1
Users Failed: 1]
Step Action
4, The Reports screen appears. It contains information such as the date the course

opened, its URL, and course statistics including enrolled users, users who have
completed the course, users who have passed the course, and users who have
failed the course.

5. Click the By Users link.
By Users

E CASE WESTERN RESERVE
UNIVERSITY A

Home  Content  Traming  Mestings  Semanar Rooms | Event M. Riports
user Training > || kxz19 = [[] History of Moderm Camputers
Course [nfgrmation | Edit infoemation | Training Catalog Settings | Select Content | Manags Envollees | | Reports

Summary | By Shdes | 8y Users | By Questions | Branswers
Turrluad Raport Dats

Rexort Filbers; Mo Filters have been set

Kristen Koleng Passed 1010 0&/13/2011 00:00:27 1 1589003 1
ramiie 1:40 PM

Step Action

6. A list of all students enrolled in the course appears. The list displays each student's
name, their status (passed, failed, in progress), score, and the date the course was
completed.

You may download the contents of the By Users screen by clicking the Download
Report Data button.

Download Report Data
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Step Action

7. A Windows dialogue box appears that prompts you to open or save a file called
"data.csv." Save the file to your computer, where it can be opened and converted
to an Excel file.

Do you want to open or save this file?

8. Click on a student's name to see the results of any quizzes in the presentation.
Passed 10/10 04/13/2011
1:40 PM

M (CASEWESTERN RESERVE
UNIVERSITY |86

Home  Contint Traireng | Moptngs  Seosnar Boooe  Evint Managoment | Beports - Adminstration

wang | User Traming | My Training

User Training > || kuzld =[] History of Modermn Computers

Course Infosmaton | B Inlermaten | Traweng Catalog Settngs | Seled Content | Manags Enrolless | Nobloabions | Reports
Summary | By Users | By Questions | By Answers

Duvnload Rugperl Data | Srintable Verasan

Higtory of Modermn Computers

Quiz Responses and Resulls

1 Who wasn't a cofounder of Apple? o 10
2w INEWers

Step Action

9. The student's quiz answers appear. For each question, it is indicated if the student
answered correctly and the score received.

10. This completes the process of viewing course completion and quiz scores in Adobe
Connect.

End of Procedure.
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Adobe Presenter

Adobe Connect's meetings provide an ideal environment for hosting online meetings and
synchronous online courses. This chapter will demonstrate how to create a meeting and load it

with content created using Adobe Presenter.

Creating a Meeting

Procedure

Begin by logging in to Adobe Connect at connect.case.edu

B CASE WESTERN RESERVE
UNIVERSITY . ¢

Home * Conbent Training Mestings Seminar Rooms  Event Management ' Reports | Administration Sear|

- Y e 0 o i il
Create New: | Sl it 1Y commm Jdl WIRTIIAL £1ASSI0R O coumess __ﬂl cmonon | | B v

Training Calaleg & |  Training Catalog
» |1 Training Catalog Hame Type

[ caPS Prep: Introduction to Fina,. Course
@l rinancial Management Curricu...

i HIST 311: Modern Technology  Cuimicu..,

_|Mycalendar My Training 4 iraining Catalog /il My Meetings

(@) Resources

] €APS Prep: Intreduction to Financial Management

Opens Closes, Tithe CAPS Prep: Introduction to Financial
Managemient
09/3...
Course 10
- 082 Summany
4/ 1. Max Attempts  Unlimited

Duration

Click the Meetings link.

Meetings

[ History of Modem Computers Course 04/1... e b
i Pcard Training Curricu.. | 0. | 01/2... Enrollment Status  ou are enrolled in this item.
W window Shopper video Training  Curricu... 0/2.., View
Step Action
1. After you are logged in, the Home screen appears.

(CASE WESTERN RESERVE
UNIVERSITY a0

Home Content | Training Meetings | Seminar Rooms - Event Management  Reports  Administration

Shared Meetings | User Meetings | My Meetings = Meeting Dashboard
[_7]User Meetings » || kxz19

Meeting List | Edit Information | Set Permissions

Hew Meeting || Hew Folder Delets Up One Level Move

~ | |MyTemplates

r ﬁko\enz
~  EEupk

11/17/2010 3:00 PM  01:00

09/02/2010 1:30 PM  01:00
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Step Action
2. The Meetings screen appears. It contains any meetings you've already created.
Click the New Meeting link.
Mew Meeating
CASEWESTERN RESERVE
UNIVERSITY ¢ 1826
Enter Meeting Information
Enter Meeting Information
MNama: *
Custom URL: hittps:ffeonnect.c:
] 000 haraceaes)
Start Time: 13 = apnl w 2011 *  0230PM ¥
Duration: 0L:00 * hours:minutes
Select Template: Shared Templates\Default Meeting Template v
Language: * English -
Access:  Only registered users may enter the room (guest access is blocked)
# Only registered users and accepted guests may enter the roam
" anyone wha has the URL for the maeting can enter the room
Do not ndude any audio conference with this meating,
" Include awdio conference details with this meating.
Step Action

3. The Enter Meeting Information screen appears.

Enter a name for your meeting into the Name field. If you intent to use this
meeting room again in the future, you may want to name it after yourself or your
class, rather than a specific event, date or time.

4, Enter a custom URL for your meeting room so that it is easy to find. You can copy
and paste this URL into emails or distribute it using other media, such as
Blackboard. Given your intended use for the meeting room, you may want to
name it after yourself or your class.

Enter an appropriate name into the Custom URL field.

5. Depending on how you plan to distribute the link to your meeting room, you may
want to require that users register for the event or be "accepted" before they can
enter the room. To open the meeting room to anyone with the URL, click
the Anyone who has the URL for the meeting can enter the room option.
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Step

Action

6.

Click the Finish button.

Finish

The Meeting Information screen appears.

Click the Enter Meeting Room button.

|| Enter Meeting Room ||

The meeting room will begin to load. Depending on whether you have used Adobe
Connect meetings before, you may be prompted to install a plug-in. Itis safe to
trust this plug-in.

Step Action
9. When the meeting room opens, it displays a series of "pods." Locate the "Sharing
Pod." It displays the question, "What do you want to share?"
Click the Documents dropdown button.
10. Click the Select from Content Library button.
Salect from Content Library...
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Browse Content

[_shared content | (_user content |

[_my content |

(_uploaded content |

User Content / loz13

Name

| Type

[ Email Reference

& A History of Modern Computers

-a AP wf quiz

-a Google Calendar

-a Google Docs Demo

% Google Presentation to Pharmacology
-a Introduction to Accounts Payable part 2
-a Introduction to Accounts Payable Quiz v2
g introduction to AP 1 v2

G [ntroduction to eProcuramant 2

Folder
Presentation
SWF

SWF

SWF
Prasentstion
SWF

SWF

SWF

SWF

Only the supported mesting content types are listed above.

think beyond the possible’

Step

Action

11.

The Browse Content window appears. Locate the presentation you published to

Adobe Connect.

Click on the presentation.

12.

Click the Open button.

A History of Modern
Computers

sharn [ )| stse Sharing [l Pell Soreen

Step

Action

13.

After briefly loading, you presentation appears.
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Step Action

14. Navigate through the presentation using the Forward and Backward arrows that
appear at the bottom left of the Share Pod.
ENES

15. To remove the presentation from your meeting, click the Stop Sharing button.

16. This completes the process of creating a meeting and loading it with a
presentation. To leave the meeting, simply close the window it's in. When you
open the meeting room again, it any content being shared in it will remain.
End of Procedure.
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