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Before	attending	an	Adobe	Connect	meeting

1. It	is	recommended	that	you	test	your	computer	prior	to	attending	a	
meeting.	You	can	do	this	by	going	to	
http://admin.adobeconnect.com/common/help/en/support/meeting_tes
t.htm

2. The	Connection	Test	checks	your	computer	to	make	sure	all	system	
requirements	are	met.	If	you	pass	the	first	three	steps	of	the	test,	then	
you	are	ready	to	participate	in	a	meeting.	

3. If	you	do	not	pass	the	test,	perform	the	suggested	actions	and	run	the	
test	again.



Adobe Connect Audio

1.		By	activating	your	computer	microphone	via	the	Adobe	room.	(Using	a	headset	is	
preferable	here)
• Make	sure	your	microphone	is	not on	mute.		
• Select	the	TELEPHONE	ICON	at	the	top	of	the	AC	toolbar	and	choose	CONNECT	MY	

AUDIO	(only	option).
• Select	USING	COMPUTER	twice	
• Select	ALLOW	access	to	the	ICANN	adobe	room
• The	TELEPHONE	ICON	at	the	top	of	the	toolbar	should	then	have	changed	into	a	

MICROPHONE	ICON
• You	may	click	on	this	MICROPHONE	ICON	to	mute	yourself	(Icon	will	then	have	a	

line	through	it)	and	to	unmute	yourself	(Line	disappears)

2.		By	dialing	into	the	audio	bridge,	with	the	usual	numbers	and	passcodes	found	on	the	
email	invitations

ALWAYS	have	your	microphone/telephone	on	MUTE	as	default	setting.	 2



Adobe Connect Features

Chat:	
§ To	send	a	message	to	everyone,	simply	type	your	message	
in	the	chat	pod	and	hit	enter	or	click	the	send	icon.	

§ If	the	meeting	host	has	enabled	private	chat,	you	can	send	
messages	to	a	specific	attendee	or	group	within	the	
meeting.	To	do	this,	use	the	Attendees pod	to	hover	over	
the	name	of	the	attendee	you’d	like	to	chat	with,	and	select	
Start	Private	Chat.

§ Private	chat	messages	show	up	in	additional	tabs	to	make	it	
easy	to	distinguish	between	private	and	public	chat.	



Adobe Connect Features

Change	your	status	Within	a	meeting

§ Within	a	meeting	you	can	also	change	your	status	to	provide	feedback	
to	the	presenter	and	other	attendees.	

§ To	change	your	status,	click	the	arrow	on	the	Status	Options	dropdown	
list	on	the	Application	Bar	and	select	your	desired	status	option.	

§ If	you	select	an	option	above	the	line	such	as	Agree	or	Step	Away,	you	
status	remains	until	you	choose	Clear	Status.	If	you	choose	an	option	
below	the	line	such	as	Speed	Up	or	Applause,	your	status	automatically	
clears	itself	after	a	number	of	seconds.	

§ When	you	set	your	status,	an	icon	appears	next	to	your	name	in	the	
Attendees	pod.




