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 Instructor Guide
Add Adobe Connect LTI Link to the Course
There are two ways that you can add the Adobe Connect LTI link in your course. 

Method 1

In the Menu section click on the + icon and select the Tool Link option.
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Enter the Name (this is whatever you want to call the button that will link to Adobe Connect), select Adobe Connect Type from the drop­down menu, select the Available to Users checkbox and click on the Submit button.
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On the Course Home Page click on Adobe Connect link to open the application.
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Method 2

Click on a Content Area in your course

Select TOOLS – MORE TOOLS – ADOBE CONNECT

There should now be an Adobe Connect link in the main content section of your course
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Create a New Adobe Connect Meeting
Click on Adobe Connect link to open the application.
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Click on the Add Meeting button.
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Populate the following form and click on the Next button.
*NOTE: Optional section is collapsed by default and contain the same options as the regular Adobe Connect meeting, namely you can customize the URL, and allow guests to enter your session.
At this point you can click on SAVE. (NOTE: If you click on NEXT you will be taken to the Participants tab. Instructors of the course are automatically given the role of Host and students are given the role of Participants.)
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Default LMS to Adobe Connect roles mapping:
	LMS
	Adobe Connect

	Course Builder
	Presenter

	Instructor
	Host

	Student
	Participant

	Teaching Assistant
	Presenter


Click on the Finish button to complete the process.
Create an Office Hours Meeting 
Click on the Add Meeting button in the Office Hours section.
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Populate the following form and click on the Save button.
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*NOTE: One common Office Hours meeting is created for all courses. When user creates Office Hours meeting in different course, it would be mapped to the same meeting that was created before.
All students in the course will have access to the Office Hours meeting.
Create a Study Group Meeting (Optional)
NOTE: Students have the ability to create Study Groups and invite other students to their study group
Open the Adobe Connect LTI and observe the Study Groups section.
Teachers can create multiple Study Groups as well as Edit / Delete student’s Study Groups
regardless of whether they are participants in the meeting or not.
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To create a Study Group meeting click on the Add Meeting button in the Study Group section.
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Add Blackboard users manually to Adobe Connect roles. Select any user in the right section and input the required AC role by selecting it from the Set User Role drop­down menu.
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Click on the Finish button to complete the process.
Click on Leave button if you want to delete the invitation to someone’s study group.
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Blackboard Announcements
Announcements are used to communicate with students about the logistics of your course. As soon as you have created a Meeting, a new announcement will appear on the Home page for all attendees.
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Click on the Announcement and you will be navigated to the Course Announcement page.
Click on the Adobe Connect link to navigate to the Adobe Connect LTI application to join the meeting.
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Adobe Connect Recordings
Record the Meeting
Join the meeting.
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Select the Record Meeting under the Meeting menu in the Adobe Connect room.
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Populate the following form and click on the OK button to start the recording.
When the recording is done click on the Stop Recording button under the Record Meeting icon in the top right corner.
[image: image25.jpg]Meetings List > Office Hours Information

Office Hours Information Settings

Required

Select Template:

Optional

Custom URL: https://connect.esynctraining.com/

Summary:

Meeting Time:

Allow Guests




View / Watch Recordings
Navigate back to Adobe Connect application in Blackboard page and click on the View Recordings & Reports link.
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Open the Recordings tab and click on the Refresh icon to get the latest list of the recordings for this meeting.
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Click on the recording’s name to watch the meeting recording.
Actions drop­down menu located next to each recording allows you to Edit Recording, Share it, Make FLV and Make MP4.

1) Edit Recording option allows to open the selected recording on Adobe Connect and modify it using Adobe Connect tools.
2) Clicking Share option you can set the Access Type: Public or Private (optionally setting a Passcode) and get the Recording URL.

3) Selecting Make FLV option you will be asked to choose a place on your hard drive and the recording will be saved in FLV.
4) Selecting Make MP4 option you will be asked to choose a place on your hard drive and the recording will be saved in MP4.
To delete the recording click on the Delete button (Trashcan icon).
View Meeting Reports
Navigate back to Adobe Connect application in Blackboard page and click on the View Recordings & Reports link.

Open the Reports tab and click on the Refresh icon to get the latest list of the reports for this meeting.
Teacher can obtain the information about each individual student who has participated in the meeting.
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Teacher can obtain the session information by clicking on the By Sessions link.
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Teachers are able to download reports as PDF and/or Excel files.
Click on the Download icon. Select the required file format to be downloaded.
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