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National Center on Early Childhood Quality Assurance National Centers

Creating Events in Adobe Connect

Creating an Event in Adobe Connect allows the host to require registration prior to the event during which the host
can collect additional information regarding participants, such as name, affiliation, email address, etc. Information
collected during registration can be customized for each event. In addition to general contact information, the
host can also create questions to collect additional information. In addition to collecting registration information,
an Event allows the host to do a variety of other actions such as send automated reminders, send follow-up
emails to registered participants before or after the event and a variety of other features.

In order to create an event in Adobe Connect, you must have an Event Management license. The OCC projects
have one Event Management license and it is associated with the OCCNetwork User account. To access this
account log in using the following information:

User Name: OCCTANetwork@icfi.com

Password: Welcomel

Step 1 — Create Adobe Connect Meeting Room

1. Create an Adobe Connect meeting room just as you would for any regular Adobe Connect meeting. At a later
time in the set up process, you will link the event registration to this Adobe Connect Meeting room.

2. Make sure the meeting room is set up to allow anyone to enter.

Name: * |

Custom URL: https://ccsssn.adobeconnect.com/

[Leawve this field blank for a system-generatad URL, or include 2 unique URL path. Please use only ascii alphanumeric characters or hyphens. For example:
“product-demo” will result in https:,//cesssn.adobeconnect.com/product-dema/)

Summary:
{max length=4000 characters)

Start Time: 20 ¥ | July ¥|2016 ¥ 1030 AM ™

Duration: 01:00 * | hours:minutes

Select Template: Shared Templates\Default Meeting Template v

Language: * English r

Access: Only registered users may enter the room (guest access is blocked)

gistered users and accepted guests may & oom
= Anyone who has the URL for the meeting can enter the room

Step 2 — Creating an Event Template

First we need to create an event template that will be used to send information regarding the event to invitees.
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-___________________________________________________________________________________________________________________________________________________________________________
1. From the main Adobe Connect account screen, select Event Management from the top menu bar.

2. From the second level menu bar select Event Templates

3. Select Edit Template
ADOBE" CONNECT"

1. Event Management
== 2. Event Templates

Home | Content | Meetings | Event Management | R rofile

Shared Events User Events My Events Event Dashboard Event Administration Event Catalog Event Templates ‘i‘nﬁﬂ Templates

Here is a list of event templates with rich html content. Modify a template, if required, before you use it to configure events.

3. Edit Template

Event Template: |Chi|d Care National Hotline and Website Event Templ.ﬂ Edit template <4
(Only an Event Administrator can adit the shared tamplates.)

ADOBE" CONNECT" (1) TimeZone (America/New York) ~ o

Fuant Ranner | arna

1. Select My Templates on the left side under the Event Templates section
2. Select Default Event Template

3. Select the icon to create a copy of the template.

4. My Templates
Event Management

My Event Templates

Catalog

|£] Child Care National Hotling 2ods ent Template 5. Default Event Template

Event Templates

My Templates |-] Default Event Template ¥ Alm (@l !I'

User Templates |£] Hotline Listening Session 2 \

Shared Templates
~ |=) Impact Webinar
E-Mail Templates 6. Create a Copy

My Templates u March 15 Hotline Listening Session

User Templates
u March 23 Hotline Listening Session

Shared Templates
u March 31, 2016 Hotline Listening Session
|£] TAT Training for Existing TAT Users April 6
u TAT Training for New Users April 13

il u TAT Training for New Users April 5

|=] This is a demo

|=] Tribes' Infant Toddler Care Needs

4. Name the template and save— best practice is to name the template the same as the meeting name. Once the
template has been saved, you will return to the screen shown above and you will see that the template you
created now appears in the list of My Event Templates
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Step 3 — Creating a Comfirmation Email Template

Next we need to create an email template that will be used to send information regarding the event to invitees.

1. From the main Adobe Connect account screen select Email Templates from the second level menu bar.

2. Select Edit Template
ADOBE" CONNECT"

Home | Content @ Meetings Event Management | Reports = Administration = My Profile /1- Emalltemplates

Shared Events User Events My Events Event Dashboard Event Administration Event Catalog Event Templates Email Template(

Here is a list of event templates with rich html content. Modify a template, if required, before you use it to configure events.

Event Template: [Child Care National Hotline and Website Event Templ|~| Edit template < 2. Edit Template

{Only 2n Event Administrator can edit the shared templates.)

ADOBE" CONNECT" (1) TimeZone (America/lNew York) ~ o

A

Fvant Ranner | arna

Select My Templates on the left side under the E-Mail Templates section
4. Select Default Confirmation Email Template

Select the icon to create a copy of the template.

Event Management My Email Templates Create New Templa

3. My Templates
Catalog
[=] Confirmation Child Care National Hotline and Website

Event Templates
] My Templates |=) Confirmation Hotline Listening Session2

User Templates
Shared Templates

E-Mail Templates lon Tribes' Infant Toddler Cameem/ fault Confirmation
|
m [=) Default Confirmation Email Template e @ m]
User Templates
u Default Reminder Email Template

Shared Templates

[=] Confirmation Local Organigases® Listening Session

[=] Impact Webinar Confirmation 2ate a Copy

[£] Impact Webinar Reminder

[=1 Marrh 15 Hntlina | isteninn Seasinn Canfirmatinn

6. Name the template and save— best practice is to name the template the same as the meeting name. Include
“Confirmation” in the template name so that you can differentiate from your reminder email template. For
example, “Confirmation Quality Improvement Webinar.”

7. Once the template has been saved, you will return to the screen shown above and you will see that the
template you created now appears in the list of My Email Templates.
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I — ——— —— ——— — —— ——  ——  ————— —— — ——————————————————————————————————————————————————————————
In the newly created template, fill in the title of the event, date, time, audio conference information, and

contact info. Do not fill in the URL — Adobe Connect will automatically fill this in for you. Also do not worry

about the event banner at the top, this will get created during a later step in the process.

8.

Event Banner Small

Thank you for registering for [insert title here]

We look forward to your participation.
Date: [fill inl
Time: [fill in] Eastern Time
You can add this event to your calendar by clicking on the affachment to this email.
Instructions: At the time of the event, please log into the meeting using the link below
and your email address.
URL: {event-login-url}
Audio: Once you join the meeting, you will receive a prompt to dial out (Adobe Connect
will call you at a phone number that you provide) or dial in (vou call into the conference
line) to the meeting audio.
If you are unable fo join by Adobe Gonnect, but would like fo listen in by phone, you can
join the audio conference using this number [fill inl
If you have any guestions, or if you experience any issues accessing this meeting,
please contact Ifill inl.

Thank youl

Start of 2 Columns | Edit | Delete New... O

gistered trademarks or
andfor other countries

9. Once all of the information has been filled in, go to the CQ5 box that appears on the screen, select the Page
tab, and select Activate Template. Say yes to the pop up box that appears.

Event Banner Small

Thank you for registering for [insert title here]

We look forward to your participation.
Date: [fill in]
Time: [fill in] Eastern Time
You can add this event to your calendar by clicking on the attachment to this email.
Instructions: At the time of the event, please log into the meeting using the link below
and your email address.
URL: {event-login-url}
Audio: Once you join the meeting, you will receive a prompt to dial out (Adobe Connect
will call you at a phone number that you provide) or dial in (you call into the conference
line) to the meeting audio.
If you are unable fo join by Adobe Connect, but would like fo listen in by phone, you can
join the audio conference using this number: [Tl in]
If you have any questions, or if you experience any issues accessing this meeting,
please contact [fill in].

Limlh‘.l?l
2 — Page tab

Create New Template

Create a Copy

Reset Template

Delete Templats
Rename Template

Page Title & Background

Activate Template

Activate Template

Pai@

T
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Step 4 — Creating a Reminder Email Template

1. Follow all the steps in Step 3 above for creating a confirmation email template. At #4 instead of selecting
Default Confirmation Email, select Default Reminder email.

2. Include “Reminder” in the email template name to help you differentiate this email from your
confirmation email. For example, “Reminder Quality Improvement Webinar”

Step 5 - Creating New Event
Once all of the templates are set up that will be used during the event set up, we are ready to create the event.

1. From the main Adobe Connect account screen, select New Event.

ADOBE" CONNECT"

Home @ Content @ Meetings | Event Management | Reports | Administration @ My Profile

Shared Events User Events My Events Event Dashboard Event Administration Event Catalog Event Templates Email Templates

[:l OCCTANetwork@icfi.com

Event List | Edit Information | Set Permissions

Mew Ewvent Mew Folder Duplicate Event Cancel Event Delat= Up Cne Level Move

Make This Folder Public

] ACF National Hotline and Website Listening Session 2 01/13/2016 12:00 PM 02:00
O Impact Project Mational Webinar 03/21/2016 3:00 PM 01:00
] Listening Session: Child Care National Hotline & Website 12/09/2015 3:30 PM 01:30
fn T | R TN ST U I U U S PR T A4 A IRAL S mLAA PR Ad.aA

2. Enter Event Information (see screenshot below)
a. Event Template: Select the event template you created in Step 2 above
Name: Name your event
Custom URL: Identify a custom URL for your event
Event Information: Do Not complete

Detailed Information :Do Not complete

-~ ® o o T

Register without Password: Enable

Presentation: select “Live” and “Present an Adobe Connect meeting”

2 Q@

Attendee Approval: Do Not enable

Visibility: Enable “Show in Catalog”
j-  Allow Direct Entry: Enable
k. Start Time/ End Time/Time Zones: Enter information regarding your event

I.  Registration Limit: If you want to limit the capacity select enable and enter the registration limit. If left
blank an unlimited number of participants will be allowed to register. In setting the registration limit, keep

T
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in mind that not everyone who registers will attend. For example: if you feel the discussion will be best
with 25 participants, you may want to set the registration to 40 assuming that maybe 25 of those will

attend.

m. Event Logo: Do Not complete

n. Small Banner Image: insert banner provided

L T ©

-

ADOBE" CONNECT"

Enter Event Information
Enter Event Information

Large Banner Image: insert banner provided
Speaker Name/ Speaker Overview/ Speaker Detailed Overview/ Speaker Image: Do Not complete
Language: will default to English

Available Tags: Do Not complete

Event Template: *

=

Name:

Custom URL

Event Information:
[max kength=254 characters)

Detailed Information:
(max kkength=4000 characters)

Register Without Password:

Presentation:

Attendee Approval:

Visibility:

Allow Direct Entry:

ITriI}ES' Infant Toddler Care Neads ﬂ View Edit

[Cindy an Event Administratar can 2ok the sharec t=mplates. ]

|Tr'|:|es' Infant Todler Care Needs

https:/ fccsssn.adobeconnect.com/ | Tribes

(Leave thiz fleld blank for 2 systam-ganarated UAL, ar Include a unigus URL path. Flaacs ucs anly 2zcll alphanumeric characters or hyphens. For
Examphe: “product-demo” will result In hins://CCsssn . adoheconneact.camy product -cemey)

(Overview informaticn that appears In the Event catalog.]

[(Event detalls that appear on the Event ske.)

Select to enzhble

(Enabling regktration without passwart allows participants ta register and lagin ta the avent by using anly thelr amall acdress. Since this catting Ists
reglstrants updake thelr existing profies without entering 2 password, Acobe recommends not enabling It If most partidpants are expected to be
repeat users. This setting cannot be changed after creaking an event.)

) On Demand

2 Present Content from the Adobe Connect Library

® Live

® present an Adobe Connect Meeting
[ attendees require approval after registration

Show in cataleg
(Unselact If thic Is a private evant or you do nat wish to show It In catalog.]

Allow direct entry for attendees
(Sel=ct to allow participants ta directly join an In progress avent after registaring withaut the nesed to chack amalls for the svent link.]

3. Select next at bottom of screen

July 2016
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-___________________________________________________________________________________________________________________________________________________________________________
4. On the next screen, select the meeting room created in Step 1 and select next at bottom of screen.

On the create registration page, select the information you want to collect from participants during the
registration process. (You are able to add additional fields and customized questions in the next step).

6. Select next at bottom of screen.

7. On the Customize Registration screen you can select the options at the top of the screen to add additional
Multiple Choice, Short Answer, or Yes/No questions. Once all your questions have been added you can set
the order in which you want the questions to appear.

Event Information | Edit Information | Registration Questions | Participant Management | Select Content | E-mail Options | Campaian IDs | Reports

Registration Questions:

" « E-mail Address™ Company Name ¥ State™ Mobile Phone
llli;\,mpzllgd;ir.eiid :Zm‘:r';i Create a Password™® Company URL Zip Home Phone
fields are required.} Retype Password™ Address 1 Country Fax
< Mame® Address 2 Direct Phone Mumber of Employees
o Title™ City Company Phone
Crganization™

wdicztes required question

Save Cancel

8. Select next at the bottom of the screen.

9. Skip the participant management screen as this information is set under Step 1 when the meeting room is
created. Select next at the bottom of the screen.

10. On the E-Mail Options screen only select “Notify users when approved for event” and “Remind participants
closer to event”.

ADOBE" CONNECT"

E-mail Options
E-mail
Options

Select all e-mails that you would like o send once the event is published:

[0 send event invitations |E\uent Invitation ﬂ Customize
[ Motify users that approval is pending |Approval Pending Notification » | Customize
vhen approved for evuqist'minn Approved @
[ Motify users when denied for event |Registration Denied [v] Customize
[ Shew reminder when updates need to be sent |Event Update [™] Customize
@panicipants doser to Ewc—nt/]DEHt Reminder il Customize
[ Send absentze follow-up =fter event |Absentes Follow Up ﬂ Customize
[ send participants a thank you after event IThank You [~ ] customize
[ Motify me when participants attend the event [Attend=e Notification ﬂ Customize
[ Custom Trigger 1 IE\uent Update [ Customize
O Custom Trigger 2 |Event Update ﬂ Customize
[ Custom Trigger 3 |Ev£nt Update [v] Customize
[ custom Trigger 4 IE\'EI‘II Update ﬂ Customize
Cancel < Previous Send Test Ema Mext = Finish

T
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Creating Events in Adobe Connect

11. Notify users when approved for event

a. Select the drop down list next to “Notify users when approved for event” and select the Confirmation
E-Mail Template created in Step 3.
b. Select Customize
i. Reply To: Select Do_Not_Reply email address

ii. Subject:; edit to say “Webinar Confirmation: Event Title”

iii. Attach Microsoft Outlook Calendar Event: check Yes. The text box that appears immediately
below this contains the text for the outlook message. Copy the text from the preview box at
the bottom of the screen (Thank you for registering.....) and paste it into the Outlook
message box. Clean up the formatting of the message.

iv. Select Save at the bottom of the screen

Recipients: All users who have a registration reguest approved

Event date and time: 03/21/2016 3:00 PM (GMT-05:00) Eastern Time (US and Canada)
Send E-mail by: Automatically sent when admin approves registration request
Reply To: Do_Mot_Reply<Do-Mot-Reply@adobec ¥ | <

Select Do No Reply

(This serting customizes the name in from field of email and reply-to email address. The available options can be modified by an administran
administration section. )

Subject: {event-name} Confirmation| < Customize Your
Email Template: Impact Webinar Canfirmation v | Edit template Su bjECt Line
(nly an Event Administrator can edit the shared templates. )

E-mail Type: Approved . Y
Attach Microsoft® Outlook™ g yee < Select “Yes,” but do

lendar t (iCal) to e-mail - “
E:eigag'e:eve” (ical) to e-mai Request responses not select Request

N Reponses”

Audio: Once you join the meeting, you will receive a prompt to dial out (Adobe
Connect will call you at a phone number that you provide) or dial in (you call into the
conference line) to the meeting audio.

If you are unable to join by Adobe Connect, but would like to listen in by phone, you <
can join the audio conference using this number: 877-423-6338; PC: 921189

Copy and paste the

If you have any questions, or if you experience any issues accessing this meeting,

please contact carolyne.kocot@icfi.com “ email bOdy text from

(Enter the message text to be sent in the calendar event.) your confirmation
Cevent-creat T event ; fevent-description} email (this should be
event-creator-name; event-name event-description .
{event-time} Jevent-login-url} {event-registration-url} on the bottom of this
{room-passcode} {meeting-dial-in} {meeting-participant-code} Screen)

{speaker-name} {speaker-overview}  {speaker-detailed-overview}

{speaker-info-url} {event-site-url} {event-url}

{time-zone} Tuser-email} {login}

Reset To Defzult

12. Remind participants closer to event

c. Select the drop down list next to “Remind participants closer to event” and select the Reminder E-Mail
Template created in Step 4.
d. Select Customize
i. Reply To: Select Do_Not_Reply email address
ii. Subject: edit to say “Webinar Confirmation: Event Title”
iii. Attach Microsoft Outlook Calendar Event: Do not check
iv. Select Save at the bottom of the screen
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Recipients: All users who are invited to the event
Event date and time: 03/21/2016 3:00 PM (GMT-05:00) Eastern Time {US and Canada)
Send E-mail by: Specific Date and Time @ Relative to the time of event

20 * | March rl2016 T 03:00 PM ¥
24 Hour{s) v |Before ¥ |[Event _
Reply To: Do_MNot_Reply<Do-Mot-Reply@adobec ¥ - Select Do No Reply

(This setting customizes the name in from field of email and reply-to email address, The available options can be modfied by an administ
sdministration section. )

Subject: | {event-name} Reminder < Customize Your
Email Template: Impact Webinar Reminder * | Edit template Subject Line
(Only an Event Administrator can edit the shared templates. )
E-mail Type: Reminder
Attach Microsoft® Outlook™ Yes & Uncheck both Outlook
calendar event (iCal) to e-mail -
message: boxes.

[Enter the message text to be sent in the calendar event.}

{event-creator-name}  {event-name} {event-description}
{event-time} {event-login-url} {event-registration-url}
{room-passcode} {meeting-dial-in} {meeting-participant-code}
{speaker-name} {speaker-overview} {speaker-detziled-overview}
{speaker-info-url} {event-site-url} {event-url}

{time-zone} {user-email} {login}

Reset To Default

13. Back on the E-Mail Options page, select Send Test Email at the bottom. This will send a test of both email
messages to the CapacityBuildingCenter email address.

14. Review each email carefully to ensure there are no changes needed.

a. Click on the url in the message to be sure it works. It should bring you to your adobe connect meeting
room.

b. If changes are needed to the body of the text, make the changes in the template(s) (Refer to Step 3
and 4 above.

c. If changes are needed in the outlook invite, make changes in the text box below Outlook checkbox.

15. Once any edits and modifications are made, select Finish. You will see the screen below summarizing your
event information.

T
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Event Information | Edit Information

Event Template:
Name:

Ewvent Information:

Detziled Information:

Tribes" Infant Toddler Care Needs

Tribes' Infant Todler Care Needs

Start Time: 06/09/2016 4:00 PM

End Time: 06/09/2016 5:00 PM

Time Zone: [{GMT-05:00) Eastern Time (US and Canada)
Language: English

Event Type: Liwve

Presentation Type: Meeting

Presentation:

5l EHS-CC Partnership

L] -
ADOBE CONNECT
Home | Conmtent | Meetings | Event Management | Reports  Administration | My Profile
Shared Bvents User Events My Events Event Dashboard Event Administration Event Catalog Event Templates Email Templates
| User Events > | 7| QCCTANstwork®@icfi.com > B Tribes' Infant Todler Care Needs

Reqistration Questions | Participant Management | Select Content | E-mail Options | Campaign IDs | Reports

Register Without Password:  Yes

Show in catalog: Yes

Speaker Name:

Speaker Overview:

Speaker Detailed Overview:

cesssn.adobeconnect.com/tribes/ event/ login.html

Event Login Page: Preview Event Login Page- hitps:

Participant View: Preview Event Landing Page- https://ccsssn.adobeconnect.com/tribes/event/event info.html

Preview Event Registration Page- https://ccsssn.adobeconnect.com/tribes/event/registration.html

Preview Event Speaker Information- hitps:

cesssn.adobeconnect.com/tribes/ event/speaker info.html

Ewvent User Policy: All users created through event form are guests
Assoriated Tags

Status: »_Thicauegt has not been published and listed on your site. E-mails have not been sent.

Step 6 — Publishing Event

Once the event has been set up, emails reviewed, and links tested, you are ready to publish your event. An event
is not ready to receive registrations and the links will not be live until the event has been published.

1. Click on Publish at the bottom of the page.

T
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Step 7- Inviting Participants to Register

1. On the bottom of your event page, find the Event Registration Link. This is the link you will send to your
distribution list inviting people to register for your event. Before you send the registration link to your
distribution list, you should register yourself and make sure it works properly. Ensure that:

a. The registration page loads properly and the correct registration questions appear.
b. You receive a confirmation email after registering.
c. The confirmation email does not have any error and the link within the confirmation email works.

2. Request that another team member tests the registration page as well. Ideally, the individual who requested
the registration link should do this round of testing to ensure that everything is to his/her satisfaction.

3. Once testing is complete, the registration link can be distributed to the public.

Step 8- Inviting Presenters, “VIPs”, and Inviduals who Forget to
Register
1. Sometimes, it is necessary to give individuals direct access to the event without registering. Such cases
include:
a. Presenters
b. ACF Staff Members who are expected to attend
c. Last minute registration requests when the event is about to start or already in progress

2. To give individuals direct access to the webinar/event, send them the link to the Adobe Connect Meeting
Room you are using for the event. This will allow individuals to join the meeting room directly.

3. Note however that you will not have the requested registration information on those people.

Step 9- Exporting Registration Information

1. On your event page, go to your reports section.

2. Inthe User Information Report section, select “Download Report Data.” See screen shot on the next
page.

T
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ADOBE" CONNECT"
| Home | Content | Meetings | Event Management | Reports | Administration | My Profile

Shared Events User Events My Ewents Ewent Dashboard Event Administration Ewent Catalog Event Templates Email Templates

[[ 5 User Events =[5 DCCTANetwork@icfi.com = %Impaﬂ: Praject Mational Webinar

Event Information | Edit Information | Registration Questions | Participant Management | Select Content | E-mail Options | Campafan IDs | Reports
Summary | Registration | By Answers | Caontent

Event Information

Mame: Impact Project National Webinar
Event Information:

Start Time: 03/21/2016 2:00 PM

End Time: 03/21/2016 4:00 PM

Aggregate User Data

Number Invited: 1
Mumber Registered: 200
Mumber Pending: o
Mumber Approved: 290
Mumber Denied: o
Mumber Attended: 172

User Information Report

Download Comma Separated Value (CSV) file of all the users associsted with the event. For each user we show registration guestion responses like name
and email address, meeting interactions like paoll responses and file download activity and lead qualification status. The CSV file can be imported into
external systems and reporting tools.

Format [Adobe Standard T Downdead Report Data
—
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