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Adobe Connect 
Setup guide 
 
To join the meeting simply type in the URL 
contained in the support email. 
 
This is a virtual space that we look forward to meeting our colleagues and 
partners in. Below are some guidelines to support you. 
 
Equipment: 
 
To take part in the virtual environment, all you require is an internet connected 
computer, web camera and microphone, with a web browser that has a fairly 
recent version of Adobe Flash player installed.  
 
A quick way to check that you have a suitable version installed is to go to the 
following webpage which will test it for you:  
 
http://admin.adobeconnect.com/common/help/en/support/meeting_test.htm 
 
Any potential issues with the version you have, simply follow the on screen 
dialogue and it will guide you through the update process for your machine. 
 
 
To enable clear communications between all participants 
we would suggest having headphones available. They are 
not always necessary but useful to have as a back up. If 
two of you plan to join the meeting from the same location 
then ideally you should source a set of splitters. 
 
The design nature of some devices is such that the 
microphones are too close to the speakers so that 
feedback can become a problem. In this case a loud 
usually high-pitched noise will get progressively louder. This can also occur 
with high volumes on desktop machines too. Headphones can help with 
these situations. 
 
Joining a meeting: 
 
Think of this room as like any other meeting room and allow yourself time to 
arrive and register.  
 
Have a cup of coffee or drink with you and check that you won’t be disturbed 
or interrupted in any way (mobile phone on silent, notice on door etc). 
 
The meeting room is opened at least 20 minutes before and we will be there 
to help you settle in and test out all connections prior to the meeting starting.  
 
NB: Avoid entering the room more than once on your computer (eg by 
following a link from an email and going through your browser window) as this 
also creates terrible feedback. 
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On arrival: 
 
During the settling in period, we would like you to turn on your own 
microphones and webcams and make sure the connections are working well 
and volumes are appropriately adjusted. The icons for these are shown in the 
image below which on a desk top (PC or MAC) are displayed top left of your 
screen, and on an iPad/iOS/Android device on the right. 
 
 
 
 

 
 
 

 
 
Use the drop down menu beside each to switch them on. 
 
The icon showing a figure with a raised hand allows you to make a point 
without audio during the meeting. 
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During the meeting: 
 
Throughout the meeting, your status will change from participant to presenter 
which changes the way your audio is shared. When you are in participant 
mode you should be able to see the host or the host’s screen and hear them 
and any other presenters but your microphone will be silenced. You will notice 
the screen layout changing during the meeting. 
 
To make a point or comment whilst in participant mode you need to either use 
the raised hand icon mentioned above or put a note in the chat bar which 
everyone in the room can see: 
 

 
 
You can cut and paste from word documents into this chat box too should you 
need to. 
 
If you lose the connection and have to re-enter the room you will need to 
restart your webcam and microphone.  
 
Meetings may be recorded for evaluation purposes and also to share with 
colleagues who couldn’t attend. The red dot shown in the corner of the screen 
shows when a session is being recorded. 
 
In case of a problem: 
 
There may be IT/AV support with us during the session so you can ask any 
questions in the chat window, via Skype at ‘avs_foe_universityofcambridge’ 
and we will also have access to email via: 
 
Av-support@educ.cam.ac.uk including the following in the subject line - 
 
 [Faculty of Education AV Support Service #1475]  
 
 
Thank you. 


