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Acrobat Connect is a web application for conducting live conferences and webinars.  Similar to 
GoToMeeting, it allows a “host” user to share presentations, documents, and screen functions with 
participating attendees.  In addition to communicating via text chat, Acrobat Connect integrates your 
computer’s audio and video capabilities to create a multi-modal experience for participants.

Use Acrobat Connect hold online lectures and classes, and to conduct webinars for information ses-
sions and department meetings.

http://sjptechnology.wordpress.com
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Getting Started
In order to conduct a webinar in Acrobat Connect, you must first setup a 

meeting space for you and your participants to convene.  You can configure 

your meeting space to share audio, video, documents, and screen functions. 

Note: Some meeting spaces have been pre-configured (e.g., Wednesday 
Webinar series).  If you are accessing one of these meetings, skip the section 
entitled Create a New Meeting.
 

Log in to Acrobat Connect
Go to the Acrobat Connect login page at http://admin.acrobat.com.  You will 
be prompted to enter a login name and password.  Login with the following 

crdentials:

 Login: webinar@stjohnsprep.org

 Password: ryken03
Note: If you are co-presenting with another person, both individuals can log 
into Acrobat Connect at the same time with the credentials above.

View content you’ve 
uploaded, and publically-
shared content.

Create an attendance 
report of a previously-held 
meeting.

Quickly access any of 
your meetings from the My 
Meetings list.

Display a calendar view 
of previous and upcoming 
meetings.

View detailed information 
on any of your meetings.

Create a new meeting, 
or view a list of meetings 
you’ve created, public 
meeting spaces, and 
meeting statistics.

The Dashboard
Upon logging in, you will be directed to the Dashboard display.  The 

Dashboard is sort of like your Acrobat Connect home page.  On this 

screen you can find detailed information on any meetings you have pre-
viously attended, or navigate to another page to create, share, and setup 

meeting spaces.

The My Meetings area will display the latest meeting by default.  To ac-
cess a meeting, click the Open button next to the meeting name.

http://admin.acrobat.com
Nicholas Wilson


Nicholas Wilson
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Create a New Meeting
If you are creating a new meeting space for a webinar:

1. Click the Meetings tab at the top of the page (between Content and Reports).  The 
Meetings page will open.

2. Click the button labeled New Meeting.  The Meeting Information page will load.

3. In the Name: field, enter a name for the new meeting.

4. In the Custom URL: field, enter a customized address for the new meeting.  This is 
the web address attendees will enter to access the webinar.  For example, by entering 

“aviation_club” into the Custom URL: field, participants will be able to access the webi-
nar at the address http://stjohnsprep.acrobat.com/aviation_club/.

5. In the Summary: field, enter a brief description of your new meeting.

6. Adjust the Start Time: fields for the date and time of your new meeting.

7. Select a Duration: in hours and minutes for your webinar.  

Note: this setting is just for reference for your meeting participants.  If your meeting 
goes over the specified time, you will not be exited from your meeting space.

8. Select the Access: level you would like for your meeting.

9. If your meeting is connecting to a phone line for a teleconference, select Include au-
dio conference details with this meeting and enter the required number(s), moderate code, 
and participant code. 
Note: you do not need to activate this setting if you are using your computer’s micro-
phone and speakers for any audio communication.
10. Click the Finish > button at the bottom of the screen.  You will be redirected to the 

Meeting Information page.  The page will display all the relevant information you just 

entered for your new meeting.

11. Click the Enter Meeting Room button at the bottom of the page.  Acrobat Connect will 

load the meeting interface.

Attendee List: displays 
the names of the meet-
ing presenters, hosts, and 
participants.

Share: this is the main area 
of the meeting.  Shared 
documents will open in this 
area.  Presentations will also 
appear in the Share window.

Chat: allows participants to 
send instant messages to 
each other, to the group, or 
to presenters privately.

Note: you can enter basic 
text notes in this area.  This 
is useful if you want to refer 
to basic notes, facts, or links 
during the webinar.

Talk: press the Talk button to 
speak to the other partici-
pants.  You must hold down 
the talk button for the dura-
tion of your statement (like a 
walkie-talkie).

Hands Free: click this button 
if you are speaking for a long 
duration.  This button will 
lock the talk button in the On 
position.  Click the Hands 
Free icon to unlock the talk 
button.
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2. Click Select from My Computer...  A content browser window will appear.

3. Navigate to the file you wish to share, and click Select.  The file will appear in the 

Share pod.

Using Audio
If you wish to communicate with your audience using audio, you must first go through 

the audio setup process.  

Note: if you are using a USB microphone or headset, make sure to plug this device into 

The Sync tool synchronizes 
your share pod with partici-
pants’.  With this function on, 
you can take the participants 
through a slide show, or show 
them specific pages of a docu-
ment.

Full Screen takes 
your Share pod into 
full screen mode.

Stop Sharing 
removes a currently-
shared document 
from the Share pod.

Advance to the next 
slide or page.

Go back to the pre-
vious slide or page.

The Meeting Space
The Meeting Space is where you will conduct your webinar.  Acrobat Connect allows 

you to share documents (such as MS Word files and PowerPoint presentations) with 
participants.  In addition, you can use Acrobat Connects whiteboard space, or share your 

computer screen with participants.

Sharing a Document or Presentation
Typically, presenters have a document or presentation that they wish to display to webinar 

participants.  This makes the meeting more engaging and adds an element of interaction.

To share a document or presentation:

1. In the Share window (called a “pod” by Acrobat Connect), click the Documents pull-
down menu.
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3. Click the Next > button.  The wizard will guide you through a 
number of steps to test your computer’s audio settings.

4. Step 1: Test Sound Output.  Click the Test button.  You should 
hear a song playing through your speakers.  Adjust the computer’s 

volume to the appropriate level.  Click Next to proceed to the next 

step.

5. Step 2: Select Microphone.  The default audio input device 

(microphone) will appear in the pulldown menu at the bottom of the window.  If you are 

using a USB microphone or headset, select your USB device from the list.  Click Next to 
proceed to Step 3. 

6. Step 3: Tune Microphone Volume.  Click the record button.  You may be prompted 

byAdobe Flash Player to allow access to your computer’s camera and microphone (see 

insert).  Click allow.  Record yourself reciting the phrase displayed in the window.  If 

your microphone is working properly, you will see a green bar move across the window, 

indicating your volume level.  If you do not see any bar, click the Prev button and select a 
different audio device from the list.  Click Next to proceed to the next step.

7. Step 4: Tune Silence Level.  This test will sample the background noise of the envi-
ronment you are in.  Adobe Connect will then try to filter out this noise, resulting in a 

cleaner-sounding audio signal when you are speaking.  Click the Test Silence button to 

your computer before you begin the audio setup process.

To activate your computer’s audio settings:

1. At the top of the meeting space window, click the Meeting tab.  A pulldown menu will 

appear.

2. Select Manage My Settings --> Audio Setup Wizard.  The Audio Setup Wizard popup 

window will appear.

Click Allow!

sample the background noise.  Note: YOU WILL NEED TO REMAIN SILENT DUR-
ING THE ENTIRE TEST, otherwise, Acrobat Connect will think your voice is part of 

the background noise!!  When the test is complete, click Next. 
8. Step 5: Finished!  You will see a summary of your audio settings for the meeting.  If 

you need to reconfigure any settings, click the Prev button to backup to a specific con-
figuration setting.  If you are done configuring your audio, click the Finish button.

Presenting
When you are ready to begin your presentation, click the lock icon next to the talk but-
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ton.  The lock button allows you to speak “hands-free”, otherwise, you will need to hold 

down the Talk button during the duration of your speaking time (think: walkie-talkie).  A 

speaker icon will appear next to your name in the Attendee List window, indicating that 

you have the floor.

Record Your Meeting
Acrobat Connect allows you to record your meetings to view at a later time.  These 

recordings can be shared with participants who may have missed the meeting, emailed, or 

posted on a website for easy access.

To record a meeting:

1. Click on the Meeting tab in the toolbar.  A dropdown list will appear.

2. Select Record Meeting... A popup window will appear.

3. In the Name field, enter a name for the recording.

4. In the Summary field, enter a brief description of the webinar.  This description will 

appear when a user chooses to view a previously recorded meeting.  Note: DO NOT 
check the Record audio from speaker phone checkbox unless your computer is directly 
connected to the phone line.  In most cases, you will need to leave this checkbox empty.
5. Click the OK button.  You will see a confirmation message in the top right of the 

screen, indicating that the meeting is being recorded.  A red dot will appear in the top 

right corner of the meeting space window.

After the Meeting
When your meeting has concluded, click on the Meeting tab and select End Meeting... 
A message will appear, indicating that by ending the meeting, attendess will be removed 

from the meeting space.  Click OK.

Access Recorded Meetings
To view a previously recorded meeting, go back to the Acrobat Connect dashboard 

screen.  

1. Click on the Meetings tab.  You will be redirected to a list of shared meeting spaces.  

2. Click on the meeting you would like to view.  The meeting information screen will 

appear.

Click the lock to talk 
“hands-free”.
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3. Click on Recordings in the navigation menu across the top of the screen.  You will see 

a list of recordings for that meeting.

4. Click on the link under the Name column.  You will be redirected to the Recording 
Information screen. 
5. Click on the link next to URL for Viewing:.  The meeting space will automatically 

open and begin playing.


