Introduction to the Adobe Connect pods

Pods are panels that can be added to your Adobe Connect room to facilitate communication.
The first thing you need to think about when using an Adobe Connect room is what is the
purpose of the room?

You should make the room
as simple as possible and
only load the pods that you
are going to use. Asyou
can see from this example it
is possible to fill the screen
with all of the pods which
does make the room quite
cluttered and difficult to
navigate for hosts,
presenters and participants
alike.

= , ; The pods are added from
the Pods menu which is only available to hosts Hosts can add more than one instance of a
pod to a room with the exception of the attendees and video pods.

Pods  Audio

To add a new pod, choose the type of pod

you want to create and then click on Add Share » E=) e |
new x from the pop out menu. Give your Notes 3 — BN
pod a name and then fill in the relevant ¥ Aftendees o |
fields. New pods will then appear on the ¥ vVideo SN
relevant pop out menu in alphabetical (or Video Telephony R
numerical) order. Chat

Files - =

Chat (Everyone) E

A pod can be moved around the room by Web Links
clicking in the title bar and dragging it to a Poll
new location. Guide lines will appearto help + asa
you relocate the pod.

b A .

+ Move and Resize Pods
Pods can be resized by hovering over the =
edges (or corners) until a double headed Manage Pods...
arrow appears which you then click and drag
until the pod reaches the appropriate size.

Manage Pods

To hide a pod simply click on the Options menu in
the top right of it and choose Hide from the drop
down menu. To show it again select it from the
Pods menu.

Type | Name

Share Share - Breakout 1

Share Share - Breakout 2

Web Links
Web Links
Web Links
Web Links

Web Links 2
Web Links 3 - Breakout 1
Web Links 4 - Breakout 2
Web Links 6

Manage Pods

Rename l [ Delete l [ Select Unused

The Manage Pods...

menu allows you to Delete or

Rename your pods. You can also Select Unused
pods (to make deleting them easier). Click on the
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Done button to complete the process.
Share pod
The share pod is designed to allow hosts and presenters to share content. Click on the

down arrow next to Share My Screen to share your Screen, a Document or a Whiteboard.
Whatever you do in the screen share pod, the participants see.

The document formats supported in the share pod are JPG, PNG, SWF, PPT, PPTX, PDF,
FLV, F4V, MP3, MP4, and ZIP. If you want to share a document of a different format (e.g. a
.docx document) you will need to share your screen rather than the document (or convert it
to a PDF).

Make Share Pod Full Soreen for Attendees

[sbore ] [ oncel |

If you choose Share My Screen you will be able to share your whole Desktop, a specific
Application or a specific Window. You can also give control of the screen being shared to
another participant in the room. Please be aware if you use this function and are sharing the
whole desktop, that the other participant will have full access to everything on the computer.

e Use the Desktop option when you need to demonstrate several applications and/or
windows.
e Use the Application option when you want to demonstrate a particular application

(e.g. Word) and open more than one file in that application.
e Use the Window option to demonstrate something in a particular window (e.g. a
browser window).

Make your choice and then click on the Share button to complete the process. You can also
Make [the] Share Pod Full Screen to Attendees but we do not recommend this as it hides
other pods and makes communication within the room more difficult.

The host or presenter screen will then look something like this:
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Whatever window or application you are
sharing will have a red button at the top
right hand corner; you will have to click on
the Sharing Screen pop-up message that
says show more information to display it.

You can pause and annotate the screen,
choose windows to share, stop sharing this
window or stop screen sharing.

WEd9- o= Introduction to the Adobe Connect interface — presenter version - Microsoft Word EECDIM = @ =
Home | Inset  Pagelayout  References Mailings Review  View  AddIns o @
B % cut

. el THOTA W Ay SIS & AaBbCcl | AaBbCel AaBbC AaBbce AAB 4asbce Asepce,  PauseAnd Annotate
i HERd THNormal |fNoSpaci.. Headingl Heading2 Title Subtitle  Subtle Em.

Paste [B]7 u-abex ¥ A-%-A-
e Format Faint = e BT =7 - ;
F Format Painter Choose Window to Share...

Clipboard £l Font dnhe Connect - - » g Styles
Nevgain : e i s i w i StopSharingthis Window
o

Search Document Message frarm Alice Blue: Stop Screen Sharing
EIEE R hella

Help ...

| ||
@ Sharing Screen A X

You are sharing a part of the screen now. Please click
here for additional options

This document does not
contain headings.

To create navigation tabs, .itroduction to the Adobe Connect interfa
create i I

Ancument b annbinn

Pause And Annotate allows you to pause the screen share and return to the whiteboard
interface in Adobe Connect.

A smaller version of the shared screen hw.” — Leenne J 22 ] =
will appear in the whiteboard and the T : =

= |
annotate tools will become active. This

allows you to highlight or write
comments on particular sections of the
document to save. This will not affect
the original document.

When you are ready to resume sharing,
click on the Resume button at the top : e
of the whiteboard. b e ey

2 2903 Yo QuEsHES.

ik anthe

By s vosicens st hish yous e s e s Canect s et il
Zobear e pop Up wioow.

The Choose Windows to Share... | b S
option will allow you to change the
window you are sharing. It displays the Start Screen Sharing dialogue box again.

Stop Sharing this Window will effectively stop the screen share, hiding the screen from the
other participants. The red button in the top right of the screen will change to a green button
which you click when you are ready to resume sharing again.

[TN" B ANURES Introduction to the Adobe Connect pods - Microseft Word EEime - & =
Home nsert Page Layout References Mailings Review View Add-Ins Pause And Annotate
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The Stop Screen Sharing option stops the screen share completely and returns you to the
Adobe Connect room.

Attendees (2)
Jdisplay/BVhelp/Adobe EEE

If you are a host you can request a screen share with a
i — - participant using the attendees pod. Simply click on

+ Hosts (1) their name and choose Request Screen Share from the
& asisal pop-up menu.

» Presenters (0)

¥ Participants (1)
=
(& Start Private Chat 2 i

@ Enable Microphone
@ Enable Video
[, RequestScreen Share

Begin Sharing Desktop? [ )

You will receive a pop-up . o

. You have been requested to share your screen.
message saying that your Begin Sharing Desktop? ”
request is pending.

8, Make Host
2 make Presenter

Start Decline

The participant will receive a pop-up request asking
them to share their screen; they need to click the Start link to do so. They will then get a
screen similar to the one below where they can choose the screen they want to share
(essentially they now follow the instructions above on screen sharing as a host).

A eting  Layouts  Pods

A screen share v Participants (1)

emoticon will then & sliceblue B,
appear next to the

participant’'s name in the attendees pod.

If they choose to Share My [their] Screen the host will
be able to ask them for cursor control using the
Request Control button that will appear. They get a
pop-up message asking for their consent and if they
give it then the host will be able to control whatever
they are sharing with the rest of the room.

This is not possible with the Share
Document or Share Whiteboard options
(as these belong to the room rather than
the individual).

Request Control | H
r———p— '0

In presenter mode any chat messages
sent whilst you are in screen share mode
will display in a pop-up box.

Interacting with Students in
the Brookes VLE

Abigail Ball
E-Learning Advisor, Media
Workshop &

Unfortunately this does not seem to be
the case if you are a host so you do
periodically need to switch back into the
Adobe Connect room to see if your
participants are asking you questions.

Any status notifications used whilst you are away from the Adobe Connect interface will
appear in a pop-up window.
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Select Document to share If you have chosen to share a document you
will be asked to select it from the Select

Share History Name Type

Whiteboards B ol e Document to Share dialogue box. If you
;:'2‘::::'“ ] Digitol Community Building - DMELDs ppt P Etian have pre|0aded it S|mp|y click on it on the list
shared Content B cheperTree il e and then click on the OK button which will

fHi| Agenda260914.pptx Presentation .

T Chapter Four - final draft.pdf PDF beCOme aCtlve.

If you have not loaded the document before,
you can click on the Browse My
Computer... button and search for it.

Only supported documents are listed above.

Share History wiII_dispIay the documents
you have shared since you created the

Adobe Connect room.

Whiteboards will display any whiteboard content that you have saved from previous
sessions.

Uploaded Files will display content uploaded for the current meeting.

My Content is content that you have uploaded into your user file in the Adobe Connect
Admin Interface.

Shared Content displays content in the Adobe Connect Admin Interface that is available to
all account holders with the appropriate permissions

Once you select an item from the list you can also Clear it as the button will become active.
You cannot delete any items from the Select Document to Share dialogue box. To do this
you will need to login to the Adobe Connect Admin Interface.

In the example below | have shared a PowerPoint presentation.

To navigate between the slides you will need to use the back and forward arrow buttons at
the bottom left of the pod. You will not be able to use your mouse buttons or the keyboard
arrows to do this.

Digital Community Building - DMELDs.ppt
You can see the whiteboard tools atthe top (&£ - T =
left of the screen which will allow you to , . )
draw and write over the slides. You can What is a digital community??
draw lines, add text, erase content and draw
shapes on the board

<+Online community with a purpose

#+Online community that simulates a real
community
If you want to activate the whiteboard tools “Involves online interaction

click on the Draw button at the top of the
pod.

If you want to give the participants access to g
the whiteboard tools you will need to e e

promote them to presenters; either as a « % 3 Come |
group from the Meetings>Manage Access
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& Entry> Auto-Promote Participants to Presenters menu (only hosts can do this) or

individually from the attendees pod.

Click on the Stop Sharing button to stop sharing the document. You can also maximise the

share pod using the full screen button.

If you want to share a blank whiteboard (e.g. for brain storming sessions) simply choose

Share Whiteboard and then use it as above.

The Options menu in the top right of the share pod will allow you to:

Hide or Maximise the pod.
Hide [the pod] Title Bar.

1 | Stop Sharing | wa L4

Hide [ ]
Maximize
Hide Title Bar

+ Sync Navigation
Show Presentation Playbar

through a document at their own pace.

Stop Sharing °
Share 4

Draw

you choose not to sync the navigation).
Stop Sharing.
Share a different document.

Pointer

Full Screen

+ Force Presenter View

Display a Pointer.
Display the pod as Full Screen.

Preferences

Help

Show the whiteboard tools (Draw).

e Sync Navigation — by default participants see the same slide
or page as the host or presenter (i.e. sync is turned on).
choose not to use the sync feature then participants can navigate

If you

Show [the] Presentation Playbar (only really necessary if

o Force [the] Presenter View on the participants rather than

allowing them to choose how they want to view the pod.

e Change the share pod Preferences - this is the same as the share pod preferences
menu under Meeting>Preferences (this is only available for hosts).

e Gain specific Help on using the share pod.
Notes pod

The notes pod is only available for hosts and presenters to add
content to but it is visible to all participants.

Hosts and presenters simply put the cursor in the box and start
typing. They can format the text using the menu bar at the top
of the pod.

If you click on the Options menu you will be able to:

¢ Hide or Maximise the pod.

o Export [the] Note as an rtf file or email it to participants.

e Undo or Redo your last actions (these become active
when the cursor is in the text area of the pod).

e Create a New Notes pod.
Select [a different] Notes pod.

e Gain specific Help on using the notes pod.
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Attendees pod

T — The attendees pod displays a list of people who

[
4

/display/Bvhelp/adobd| EE[=a]z] have logged into the Adobe Connect room. You
R Active Speakers o | can see from the example on the left that the pod
T BEETEY is divided into three sections — Hosts, Presenters
& abisall ..

— and Participants.
— . ¥ Participants (1) o o
‘éﬂ 5“:["“"?“ C“:t Hosts can promote participants from within the
Enable Microphone L. )

Enable Video attendees pod. To promote a participant simply

R st 35rean Shees click on their name and choose Make Presenter

% neenos or Make Host from the pop-up menu.

E are You can switch view in the attendees pod by clicking on the Attendee

—_ Status View button (the right hand button) at the top left of the pod. This will
show who has raised their hand (for example) and how many times. We recommend that
you choose the Attendee View (which is the default view on the left hand side) as this gives
you more functionality.

There is also a Breakout Room View button (the middle one) for hosts only but that will be
discussed further in the document entitled Using Breakout Rooms.

You will see that each attendee has a yellow or blue icon next to their name. Yellow icons
are logged in attendees (i.e. those who have accessed the room through Moodle) and blue
icons are guest attendees (i.e. those who have accessed the room via a URL). Hosts are

holding microphones & or & and presenters have presentation screens behind them = or
=<} Participants have no devices & or &. Those attendees connecting with mobile devices

have mobile devices in front of them or . These can also be yellow if they are logged
in.

For further information about Adobe Connect roles please see the document entitled Adobe
Connect Roles.

Hosts and presenters can also Start [a] Private Chat with an individual user. Hosts can
Enable [an individual’s] Microphone [or] Video (webcam) and Request [a] Screen Share.

If you start a private chat, a tab with that individual’s
name on will appear at the bottom of the chat pod.

[ (2]

Everyone ‘ alice blue ‘

If you give microphone or video rights to an individual an appropriate icon will appear next to
their name in the attendees pod. The request screen share option has been discussed in
the share pod section.
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Video pod

The video pod is where you broadcast your webcam if you are the host or the presenter in a
room (or if you are a participant and have been given broadcast rights).

Y M" ¢ B

e

4‘
'pr,ﬂq ?" -

LAY

There are two webcam layouts. The left hand one (the grid) shows all of the active
webcams. The middle picture on the bottom row is the active speaker as it has a blue line
around it. This is actually quite difficult to distinguish so we recommend using the filmstrip
view instead (on the right) which minimises all non-active speakers to the bottom of the pod.
It also saves on bandwidth.

These particular images are owned by Adobe Systems Incorporated and provided under
license.

If you want to display your webcam click on the Start My Webcam button and once you
appear in the pod, click on Start Sharing to broadcast. Choose the layout that you want to
broadcast in (we don’t recommend using the full screen option — apart from being quite scary
it obscures the other pods making communication difficult). Click on the Stop button which
will become active to stop broadcasting.

leo

| Start Sharing

The Options menu in the top right of the pod will give you the same options as the buttons
on the video menu at the top of the Adobe Connect interface.

Video Telephony pod

Ignore this option as it is not applicable to our version of Adobe Connect.
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Chat pod

Chat (veryane) Simply click in the text box at the bottom of the chat pod

AbIBall: Hello and welcome to the session to add your message. Either click the Enter (Return)

sl key to post your message or click on the Comment
button at the right of the text box.

If you have started a private chat with an individual their

[Evemne | [®] name will also appear as a tab at the bottom of the pod
next to Everyone. Please make sure that you are on the

right tab when replying to an individual, otherwise the whole group may see your response.

The Options menu for the chat pod will allow you to Hide or e
Maximize the pod (this is not recommended). .

You can also Start [a] Chat With a particular participant, Clear [the] Start Chat With b
Chat and Email [the] Chat History to the participants. We

recommend clearing the chat history at the end of each session (just
as you would clean the whiteboard in a physical classroom at the end - >
of a seminar or lecture). My Chat Color b

Show Timestamps

You can adjust the Text Size to make the discussions more legible
and you can change the colour of the text using the My Chat Color o
menu. These two options are available for all participants, not just d
hosts and presenters as they are personal settings not room settings.
Any adjustments that you make to these will only appear on your screen, they will not be
displayed to the whole room.

Preferences

Show Timestamps will put a date and time marker into the chat pod when it is first used,
whenever a new participant joins the chat session and whenever there is a significant pause
in the chat process.

You can change the chat pod Preferences using this option; these are the same as the chat
pod preferences menu under Meeting>Preferences and finally you can obtain specific Help
on using the chat pod.

Files pod

—— The files pod is where the host or presenter can add files

Name size that they need to refer to during the session (or if they want

Digital Community Building - DMELDs.ppt 150 KB the participants to recap something after the session). The
file types that can be added are the same as those listed
above in the share pod section. Simply click on the Upload
File... button to choose the files that you want to make

available.

The participants highlight the file(s) they want to download and then click on the Download
File(s) button which will become active.
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Please be aware that if you are accessing the room on a non-flash enabled mobile device
you will not be able to access the files pod.

The Options menu for the files pod will allow you to:

Hide or Maximise the pod.

Upload Files...

Rename Selected... files.

Remove Selected files.

Gain specific Help on using the files pod.

Web Links pod Web Links 6

. https://wiki.b kes.ac.uk/display/BVhel
The web links pod enables hosts and presenters to force ps:/Fwika.Srookes ac ukidisplay/Bvhelp/

participants’ browsers to open a particular URL.

Click on Add [a] Link... from the Options menu. Give
the link a name by completing the URL Name text box
then copy and paste (or type) the URL into the URL Path
text box. Click on OK to complete the process. The URL
will then be displayed in the pod as this example to the
right shows.

[ Browse To ][https:."."If.'iki.brookes.ac.uk."displajl

Participants simply highlight the appropriate link and click on the Browse To button which
will become active. The URL will then open in a new browser window. Be warned this does
take the participants away from the Adobe Connect interface and you will need to remind
them to come back to the room to continue communicating with other participants or to
resume the presentation.

The Options menu for the web links pod will also allow you to:

Hide or Maximise the pod.

Rename [a] Selected Link...

Remove [a] Selected link.

Gain specific Help on using the web link pod.

Please be aware that if you are accessing the room on a non-flash enabled mobile device
you will not be able to access the web links pod.

Poll pod

The poll pod enables you to ask a question and to gather, view and track participant
feedback. You can only ask one question per poll so during an Adobe Connect session you
will probably need to use several different polls. We recommend setting these up
beforehand so that they can be added quickly to the session and do not disrupt its flow.

You can use the poll pod to ask multiple choice, multiple answer and short answer
guestions.

10
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Please be aware that if you are accessing the room on a non-flash enabled mobile device
you will have limited access to the poll pod.

Hosts can set up a new poll by clicking on Pods>Poll>Add New Poll. By default a blank
multiple choice poll will appear. Participants can set up a new poll from the poll Options
menu providing there is an active poll already in the room.

poll 9 Poll 9

Multiple Choice -

Question Question

Answers (One per line)

What colour is the grass?

What is the weather doing where you are?
+ What software do you think promotes eollaborative lea...

Choose your question type from the drop down menu at the top left of the pod. The Multiple
Choice and Multiple Answers interface look the same with a text box for the Question and
one for the Answers. You should add your answer options one per line. Participants will be
presented with radio buttons next to their answer options. The Short Answer interface just
has a text box for your Question. Participants will be presented with a text box where they
can type their answer.

What colour is the grass?

Hosts and presenters will be able to edit the poll on the fly by
clicking the Edit button as well as stopping participants from
answering the question by clicking End Poll. Simply click on
the Reopen button to make it available again.

What colour is the grass?

() EBlue 0% (o] ,
As the host (or presenter) you will be able to see the answers
as they come in. If you want to make these available to the
o Yel o% (of~ participants you will need to tick the Broadcast results

o checkbox at the bottom of the pod (usually under the question
e |m options).
The results from the multiple choice and multiple answer questions will be displayed in
simple chart format with either the percentage of responses, number of responses or both
shown alongside. You can choose the format of the answers from the Options menu by
clicking Results Format. The short answer responses will simply be listed under the
guestion.

() Red 0% (0

My Gree

Hosts and presenters can also see who answered what question and how by choosing View
Votes from the Options menu. Presenters will also see a View Votes button at the top of
the poll pod.

The Options menu for the poll pod will also allow you to:

Hide or Maximise the pod.
Clear All Answers.
Choose a New Poll.
Select [a different] Poll.

11
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e Edit the poll.
e Gain specific Help on using the poll pod.

Q & A pod

The Q&A pod works in a similar way to the chat pod as it allows participants to post
comments (usually in the form of questions) that the hosts and presenters can then answer
either publicly to the whole group, or privately to the individual.

There are two views available to hosts and presenters; Presenter View and Participant
View (the two buttons at the top right of the pod).

Q&A
Question: How is the link in the Web
Links pod relevant to my studies?
Abi Ball: Because | said so
Question: How lang is this session?
Q&A E & | =
Assign To
Abi Ball: )
How long is this session?
‘ =
&

Participant view is shown in this example. When a participant
posts a question it appears anonymously in the Q&A pod.

If multiple questions appear at the same time it is common
practice to assign them to different individuals to answer.

To assign a question to a particular person you will need to switch
to Presenter View, choose the question and then click on the
Assign To button.

Whilst the question appears anonymous to the participants, hosts
and presenters can see who has posted it in Presenter View.

Type your response in the text box at the bottom of the pod and
then click on the Send privately button (the top one) or the Send
to all button (the bottom one).

The response with be posted with the name of the person who
answered the question. If participants receive a private answer,
this will be displayed in red. Participants cannot then reply

privately to that individual; the response is once again anonymously posted to the room and
the whole cycle has to be repeated again.

The Options menu for the Q&A pod will also allow you to:

Hide or Maximise the pod.
Change View.
Export [the] Q&A Log in RTF format or as an email to participants.

Clear All Questions.

Move Presenter View To [the] POA (Presenter Only Area)

Send Message To...

Change the Q&A pod Preferences — this is the same as the Q&A pod preferences

menu under Meeting>Preferences.
e Gain specific Help on using the Q&A pod.
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