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Setting Up Your Computer to Use Adobe Connect
You should have a headset (i.e. a combined headphone plus microphone) for your computer. A headset is generally better than a separate set of speakers and a microphone as a headset allows private listening and will reduce or eliminate echo. 

If you don’t have a headset yet, look for “safe” brand-names such as Logitech, Creative or Microsoft. Models that have a USB connector are generally easier to set up and use. Unless you plan to use the headset for listening to music or you have special needs, you should not need to pay more than $30. 

Install and test your headset well before the meeting so you have time to correct any problems. Be sure to set up and test the computer and equipment that you intend to use for the meeting.
Before Your First Meeting – Set Up and Test Your Equipment and Internet Connection

If you can, access the meeting site one week before the meeting time so that you can set up and test your computer and browser, and familiarize yourself with the meeting environment. An invitation will usually be emailed to participants indicating meeting URL, start time, end time, description of the meeting, and passcode (if required).
First, go the meeting’s website at this URL:  __________________
Log in as a guest. As soon as you have logged in, Adobe Connect will perform a test to make sure that you have a supported version of Adobe Flash installed, that there are no connection errors, what your connection speed is and if you have the Adobe Connect Add-In install. 

If necessary, install a supported version of Adobe Flash and the Adobe Connect Add-In.
Once you are in the meeting room, click the microphone and video icons in turn (top menu). Follow the directions to set up your speakers and microphone. 

You’re now ready for your first meeting. You can close down the meeting by just closing the meeting window.

Arrive Early to the First Meeting
If you have changed computers, internet connections, installed or updated software or hardware on your computer, you need run through the procedures in the previous section before your next meeting.  

Make sure you have setup on the actual computer you will be using for the online meeting. The setup doesn’t transfer from one machine to another.

I will usually open a meeting several minutes before the scheduled start time to test my own system and allow you to test yours. Several minutes before the meeting is due to start, go to the meeting room and log in as a Guest. This will give me time to check that your system is working and, if needed, give you permission to use your microphone.

Please type something into the Chat box to say hello. This will show that you are active and can use text chat.

You can temporarily leave the meeting room by minimizing the meeting room window and then restoring it when you return. It’s a good idea to leave a note on the Chat board when you leave and when you return.

To leave at the end of the meeting, simply close the meeting room window.

