
 
Purpose: This document will provide information in requesting and initializing your 
Adobe Connect Host license for the first time. 

This document is divided into 3 sections: 
1. Requesting Adobe Connect 
2. Initializing Adobe Connect 
3. Starting a new session in Adobe Connect 

1. Requesting Adobe Connect 

If you know you are going to want to use Adobe Connect in your online or hybrid course for a 
particular semester, please take a few minutes before the beginning of that semester and fill out 
a request form. The form once approved is good for one full semester. You will receive two 
emails informing you that your account is created. One email will be automatically sent by 
Adobe and the other will be sent by some one in the Office of Distance Learning. 

Click the following link to access the Request Form. 

2. Initializing Adobe Connect 

Step 1: To start the initialization of your meeting room, see email notice you received from 
Adobe Connect. You will find a link that will take you to your new room and guide you through 
a setup process (see below image). Click on the link in the highlighted section in your email. 

Step 2: At the Adobe Connect login page input the 
credentials from your email. You will be prompted to 
change your password. 

This will take you into the New System Generated Meeting. 
It is here where you will create your first virtual room. 
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To begin, click on the following link:
https://ullafayette.adobeconnect.com/system/welcome_to_Adobe_Connect

https://ullafayette.adobeconnect.com/system/welcome_to_Adobe_Connect
https://ullafayette.adobeconnect.com/system/welcome_to_Adobe_Connect
http://distancelearning.louisiana.edu/teach-online/edutools/requests-edu-tools


Step 3: Meeting Room Name: As the virtual classroom 
loads you will be prompted to name your meeting 
room. You can leave the room name as it is currently or 
you can change it to something else like a course 
name. 

Rooms and the room names are persistent. Meaning that unless 
you delete them , the room name and the way you set your room 
up will always stay the same. So make the name general but 
pertinent to your course. The example to the right I just called 
my meeting room, “Jefre’s Class.” 

Step 4: URL Name: Type in an easy short name for 
your meeting name. This name will be tagged onto the 
back of the URL and used as the web address you 
send/post to your participants (students). 

In the example shown, I used the short name, “jefre”, this way the URL would be: 
ullafayette.adobe.com/jefre, which may be easier for students to remember. 
 
Step 5: Click the Create button. 

Step 6: Click on the Start Meeting button. 

Quick Tips: 
• To ensure best audio quality always run and have your participants/students run the Audio 

Wizard Setup (under the Meeting menu). 
• When possible use ethernet over a wireless connection. 
• Be aware of your surrounding environment for loud noises and for visual distractions. Keep 

the camera at eye level if possible. 
• To quit the meeting/classroom: click the Meeting menu, select Exit Meeting… 
• After exiting the room: Close these windows… 

3. New Session 
You can either email the customized URL to students or post that URL in your Moodle course. 
You will want to log into your virtual classroom at least thirty minutes beforehand to work out 
any technical issues that could occur and to run your Audio Wizard Setup. 

Step 1: Launch a web browser and go to your custom URL (see above Step 4). 
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Jefre’s Class

Close the white 
web page.

Logout of the 
Adobe Connect 
Central page.

Close the Adobe 
Connect Central 
log in page.

http://ullafayette.adobe.com/jefre


Step 2: Click the radio button to register with your instructor credentials (students would 
enter as guest and type in their name before clicking the Enter Room button). 

Step 3: Once the class room has loaded remember to run the Audio Setup Wizard and have 
your students do the same once they enter the room. 

Step 4: Turn on your microphone and web camera. By default the audio in the class room will 
play but your own media tools will not be active. At the top menu bar (4a image) click on the 
microphone icon to enable the mic. Clicking on the camera icon will start your webcam in a 
preview mode. To broadcast your web camera, click on the  Start Sharing button (4b image) 
located in the preview pane. 

Step 5: When the students first enter the room, you will get a notification 
at the top right of your screen of someone entering the room and you will 
need to accept or deny. You can decide to accept one at a time, but it is 
recommended to choose Allow Everyone (see example image below). 
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By default students can only hear and see what is broadcast by you. They 
only interact with you by using the Status drop down from the top 
menu bar (several options available, see image to right) or through a 
chat pod if you have one on screen. Students can only participate 
when you enable other functions such as mic, video, whiteboard and 
more, you have to give them that access. To grant a participant access, 
hover over their name from the Participants list in the Attendees pod. A 
menu to the side of the name will appear, choose the privilege you want 
them to have (see image below).  

Best Practices… Typically you want to limit participant access to microphone and video 
to keep your class running smoothly and in a timely fashion. Always have planned 
sections or stops within your meeting for questions and answers. 

Step 6: To end the meeting go to the top Menu bar and click on Meeting, then choose End 
Meeting… 
These are the basics of how to get started using Adobe Connect. Adobe has a great deal of 
material covering all of the features and operational guides and documentation. I would advise 
you to look over the videos and more importantly practice, practice, practice. The better you 
are, the more professional and smoother the virtual classes will flow. 

If you have any questions or problems, please contact: 
Office of Distance Learning 

distancelearning@louisiana.edu
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Adobe Connect 9 Help Documentation

Youtube Video Channel Video tutorials Adobe TV (videos)

http://help.adobe.com/en_US/connect/9.0/using/index.html
http://www.connectusers.com/learning_center/getting_started/quickstart.php
https://www.youtube.com/user/AdobeConnectPro
http://www.connectusers.com/learning_center/getting_started/on-demand.php?cmd=list&v=8
http://tv.adobe.com/watch/learn-adobe-connect/what-is-adobe-connect-8/

