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Adjust audio volume

You can adjust the volume of audio files included in your presentations. After adjusting the volume, preview the
presentation to see if the sound level is acceptable.

1 In PowerPoint, open a presentation (PPT file) containing audio files.

2 From the Adobe Presenter menu, select Audio Editor.

3 From the Tools menu, select Volume.

The Adjust Volume dialog box appears.

4 Click the volume slider on the left, and drag it up to increase volume, or down to decrease volume.
5 You can change the audio processing options, as follows:

Normalize Adjusts the sound volume automatically. Normalizing audio helps keep the sound level consistent
between slides.

Dynamics Amplifies quiet sections of the audio to help compensate for variations in audio volume.

6 (Optional) Click Advanced Controls.

Ratio Specifies the maximum amplification that Presenter will use. The default setting of 2.0 sets the quietest
sections of the audio to be amplified by a factor of 2. A higher setting can improve a project that has large disparities
between quiet and loud sections, but can also amplify background noise.

Noise Threshold Controls the amplification of background noise. Presenter doesn't amplify any sound below the
threshold. If background noise is amplified too much, try a higher noise threshold. (Note that the Dynamics option
does not work well with high noise levels.)

7 When you finish, click OK twice to close all the dialog boxes.

Edit audio files

You can edit the audio in your presentation at any time. Using Audio Editor, you can listen to an audio file, insert
silence, adjust volume, and change a number of other options.

A B C

E F G H I

Use the Audio Editor to edit audio files you record for a presentation or import into a presentation.
A. Select a slide from the pop-up menu B. Slide divider and Red marker line C. Time D. Waveform E. Audio files F. Place cursor or drag to
select for editing G. Playhead H. Total or selected playing time I. Scale

1 In PowerPoint, open a presentation (PPT file) containing audio files.

2 From the Adobe Presenter menu, select Audio Editor.
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3 Use the buttons and menu options to make any necessary edits. You can cut and paste sections of the audio file,
insert periods of silence to lengthen the audio file, adjust volume, import a different audio file, and more.

Cut Cuts the selected portion of the audio file.
Copy Copies the selected portion of the audio file.

Paste Pastes information from the Clipboard. (For example, if you select a section of the audio file, and then click
Cut or Copy, Presenter places the selected audio on the Clipboard. You can then click Paste to place the audio back
into any location within the audio file.)

Delete Removes the selected portion of the audio file.

Undo Undoes the previous action.

Redo Redoes the previous action.

Zoom In Enlarges the waveform.

Zoom Out Shrinks the waveform.

Record/Insert New Audio Begins recording audio. (You will need a microphone.)

Play Starts the audio file.

Pause Temporarily stops the slide from playing. (Click Play to resume playing the audio file.)
Stop Ends playback of the audio file.

Slide Number Specifies the slide selected in the waveform. For example, slide 4 or 12.

Playhead Specifies the selected location, in seconds, within an individual slide on the waveform. For example, if you
are working with a slide that is 5 seconds long and you click in the middle of the slide on the waveform, this playhead
area displays approximately 00:00:02.500.

Selected Specifies the total playing time of the presentation, if no span of time is selected on the waveform. If you
have selected a span of time on the waveform, this area displays the amount of time selected.

Scale Specifies the scale at which the waveform is displayed. (To change the scale, click Zoom In or Zoom Out.)

4 When you finish editing the audio file, click OK.

Manage audio files with the Audio Editor

Presenter lets you edit the timing of audio files after you record or import them. Having control over the timing of
audio files gives you the ability to use audio files of different lengths and incorporate them smoothly into presenta-
tions.

After you record or import an audio file, the file appears as a waveform in the Audio Editor dialog box. If your
presentation contains multiple audio files, you can see which audio files are assigned to specific slides.

Edit audio timing
1 In PowerPoint, open a presentation (PPT file) containing audio files.

2 From the Adobe Presenter menu, select Audio Editor.

In the Audio Editor dialog box, Presenter displays any audio files incorporated into the presentation as waveforms.
Slide numbers along the top of the waveform show exactly how the audio files are currently distributed across the
slides. Presenter lets you import or create an audio file and then distribute that audio file across multiple slides.
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Change how audio files are distributed across slides
% In the Audio Editor, click a slide divider at the top of a red slide marker line and slide the divider to the left or right.

-

Dragging slide divider to set where audio begins or ends for a specific slide

The waveform remains static, but you can change where the audio file begins to play within the presentation. This
option is particularly useful if you have a long audio file and need to experiment with assigning the file to one slide
or having it play over multiple slides.

Listen to an audio file
< In the Audio Editor, click a location within the waveform and then click Play in the lower-left corner of the Audio
Editor dialog box or press the spacebar on your keyboard.

The audio plays from the location you selected to the end of all audio in the presentation. (You can stop the playback
at any time by clicking Stop in the lower-left corner of the Audio Editor dialog box or pressing the spacebar on your

keyboard.)

Zoom in on an area of the waveform
< In the Audio Editor, click the waveform and then click the Zoom In ® | or Zoom Out icon €. in the toolbar.
(Alternatively, click in the waveform and roll your mouse wheel to zoom in and out).

The scale at which you are viewing the waveform is shown in the Scale information box in the lower-right corner of
the dialog box.

After you have added audio files to your presentation, you can use the Audio Editor to cut or copy entire audio files
or portions of audio files and paste them in a new location.

Cut or copy and paste audio
+ In the Audio Editor, select a section of an audio file directly on the waveform, click Cut or Copy;, click a different
location on the waveform, and click Paste.

Delete an entire audio file or portion of an audio file
< In the Audio Editor, select a section of an audio file directly on the waveform and click Delete.

Set audio quality for a presentation

Because higher audio quality results in a larger file size, experiment to achieve the correct balance between quality
and file size. (The default setting is Medium.)

1 In PowerPoint, open a presentation (PPT file).

2 From the Adobe Presenter menu, select Preferences.
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3 Select the Quality tab.

4 Under Audio quality, select one of the following options:

High The largest file size and highest quality audio.

Medium The best balance between file size and audio quality.

Low The smallest file size and lowest audio quality.

Publish Without Audio Removes audio files from the presentation before publishing.

5 Click Close.

Preplay audio
A quick way to listen to the audio you added to a presentation is to play the slide show directly from within the Audio
Editor.

1 In PowerPoint, open a presentation (PPT file) containing audio files.
2 From the Adobe Presenter menu, select Audio Editor
3 From the View menu, select Slide Show.

4 When you finish, click Close.

Adding quizzes and questions

Creating quizzes and questions

You can use Adobe Presenter to create interactive e-learning presentations that are SCORM or AICC compliant for
use with a learning management system.When you create e-learning content for presentations, you can create a
combination of quizzes and questions.

Quizzes are the “containers” that hold questions. You can use the Quiz Manager to create a single quiz for a presen-
tation or multiple quizzes in a single presentation. Then you add questions to the quiz or quizzes. You can add graded
questions, survey questions, or a combination of both to each quiz. Quizzes are assigned an Objective ID, a number
that specifies an objective set in your learning management system or Connect Enterprise Server. Using quizzes and
their default Objective IDs is the best way to coordinate Presenter presentations with Connect Enterprise Server and
content that already exists.
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The Quiz Manager lets you organize all of the quizzes and questions in a presentation.
A. A quiz B. Different types of questions

When you create a question, a new slide is added to your presentation. The new slide’s design is based on the master
slide template (a PowerPoint feature), so the question slide will look like the other slides in your presentation.

You can design six types of questions in Presenter: multiple-choice, short-answer, matching, true-or-false, rating
scale (Likert), and fill-in-the-blank questions. You can grade the questions or use them in surveys to gather infor-
mation.

Branching in quizzes

Branching is an important concept in creating effective e-learning materials and a useful way to customize presen-
tations. In branched presentations (sometimes called “contingency branching”), the path that users take through a
quiz or survey is determined by their responses to questions. For instance, you can create branches based on correct
answers, incorrect answers, options selected by the user, or the users’s experience, job description, level, or any other
category. Depending on these factors, you can continue the presentation, jump to a specific slide, open a URL, and
SO on.

Through branching, you can specify what happens when users answer questions correctly or incorrectly. For
example, you can associate one action (such as “Go to the next slide”) to a correct answer and another (such as “Open
URD) to an incorrect answer.

Reporting

Reporting lets you track student performance with any type of quiz. You can track the number of attempts, log
correct and incorrect responses, and send pass/fail data to Connect Enterprise Server. You can also choose to provide
students with feedback based upon correct or incorrect responses.
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Tips for creating quizzes and questions
Here are a few tricks and tips to try when adding quizzes to your presentation:

* When creating a matching question, drag items between the two columns to establish the correct matches.
* Try customizing feedback messages to accurately communicate with presentation users.

 Experiment with branching to customize presentations for different types of users.

Consider adding custom audio feedback based on how users answer questions. You can select different audio for
a correct answer and an incorrect answer.

Try editing the settings in the Show Score at End of Quiz option. You can write custom pass and fail messages,
design the slide using background colors, and choose how to display the score.

* Always create questions in the Quiz Manager. For example, while in PowerPoint, do not copy a quiz slide in the
left pane and paste to create a “new” quiz slide. This results in two slides with the same interaction ID, which is
not supported by learning management systems.

* If a change is made in the question by editing the slide contents, open the Quiz Manager once before publishing
the presentation. Quiz validation and updating is done only when the Quiz Manager is opened.

* Change the text formatting of quiz questions after the entire quiz is generated. For example, you can create and
generate the quiz, and then use the PowerPoint Format menu to change the font size. If question text is formatted
and then the Quiz Manager is opened, the formatting may be lost because the Quiz Manager usually renders the
question again if there have been any changes.

Create a quiz

When you open the Quiz Manager for the first time, a default quiz is displayed. You can use the default quiz or add
more quizzes as necessary. Follow these steps to add a quiz:

Note: If you are creating a quiz that consists of only survey questions, the user has only one chance to take the quiz. Try
to keep the length of survey-only quizzes fairly short, for example, 15-20 questions, so users can complete the survey
easily.

1 In PowerPoint, open a presentation (PPT file).

2 From the Adobe Presenter menu, select Quiz Manager. (If this is a new presentation, you must save it first before
you can add a quiz.)

3 In the Quiz Manager, click Add New Quiz.

If you are using Microsoft Office XP, the quiz is generated after the first slide in the presentation. For presentations
made with versions of Microsoft Office other than XP, the first quiz is created after the first selected slide in the
PowerPoint Slide tab. In all versions of Microsoft Office, quizzes created after a first quiz are placed directly after the
first quiz.

Once quiz slides exist, you can drag the slides in the PowerPoint Slide tab to other locations in the presentation.
(When moving quiz slides, check that the entire quiz is moved; moving a question slide from one quiz to another
quiz is not supported.)

4 In the New Quiz dialog box, accept the default name or enter a new name in the Name text box.

5 From the pop-up menu next to Required, select an option to determine if users must take or pass the quiz. When
selecting an option, consider how the quiz fits in with your e-learning strategy for the presentation. For example, you
can require users to pass the quiz or allow them to skip the quiz.

Optional The learner may attempt the quiz, but is not required to take the quiz.
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Required The learner is required to at least attempt the quiz. A quiz attempt is defined as answering (selecting or
typing an answer and pressing Submit) at least 1 question in the quiz. Simply viewing a question is not considered
an attempt. Until the learners answer at least 1 question in the quiz, they are not permitted to move forward in the
presentation beyond the last question slide in that quiz. The required option does not, however, limit the learner
from navigating among slides within a given quiz.

Pass Required The learner must pass this quiz to continue. If you select this option, all navigation to any slide past
the end of the quiz is prohibited until the learner achieves a passing score. This restriction affects both learner-
initiated navigation (for example, clicking forward or back buttons on the playbar or clicking on a slide in the Outline
pane), and author-initiated branching (for example, immediate question and quiz feedback). If you select the Pass
Required option, you must show a scoring slide. The scoring slide tells learners why they cannot move past the quiz.
If no scoring slide is chosen, the Pass Required option behaves the same as Optional and no navigation restrictions
exist.

Answer All The learner must answer every question. The questions must be answered in order and no questions can

be skipped.

6 Select the options you want to incorporate into the quiz:

Allow backward movement (Optional) Enables learners to click the Back button on the playbar to move backward.
If you leave this option unchecked, learners cannot move backward when taking a quiz. (This prevents learners from
seeing quiz questions and then going back to earlier slides to look up correct answers.)

Allow user to review quiz (Optional) Displays a Review Quiz button on the scoring slide. Learners can click the
button and be taken back to the first question slide in the quiz. The learner can see their answer to each question,
whether their answer is correct, and, if the selected answer was not correct, which is the correct answer. Reviewing
a quiz is strictly informational; learners cannot change their answers while reviewing.

Show score at end of quiz (Optional) Displays a scoring slide at the end of the quiz. You can write custom pass and
fail messages, design the slide using background colors, and choose how to display the score.

Show questions in outline (Optional) Displays the name of the question slide in the outline when users see the
presentation in the Presenter viewer.

7 Click the Pass or Fail Options tab.

8 Select an option in the Pass/Fail scoring area. Specify a passing score either as a percentage (for instance, 80%
correct) or a number of correct answers (for instance, 8 out of 10).

9 Select the actions that take place when users receive a passing grade or a failing grade. For example, use the pop-up
menu next to Action and select Go To Slide to display a specific slide in response to passing or failing.

10 Click OK.

The quiz is added to the presentation.

Note: If you are using the “allow backward movement” option, it is important to set the correct answering options. If
“allow backward movement” is not selected (unchecked), set the Quiz Options to “answer all” and set the number of
allowable quiz attempts to 1. If a quiz is set to any option other than ‘answer all,” select (check) the “allow backward
movement” option. This prevents the situation where, if a learner is allowed to skip over a question, and the “allow
backward movement” option is not selected, the learner cannot go back and answer questions they may have skipped. In
most cases it is better to not select the “allow backward movement” option.

11 Click OK again.
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See also

“Preview a presentation” on page 152

Add questions to presentations

In Presenter, you can add six different types of questions to presentations. Each type of question contains different
options. Click the links below for details about adding each of the six types.

See also
“Add a fill-in-the-blank question to a presentation” on page 182

“Add a matching question to a presentation” on page 187

“Add a multiple-choice question to a presentation” on page 178
“Add a rating scale question to a presentation” on page 189
“Add a short-answer question to a presentation” on page 185

“Add a true-or-false question to a presentation” on page 180

Add a multiple-choice question to a presentation

In Presenter, you can have multiple-choice questions branch according to the user’s response. For example, in a
question with three possible answers, you can set up branching in this way: If the user selects the first answer, go to
the next slide; if the second, jump to a slide later in the quiz; if the third, open a web page.

1 In PowerPoint, open a presentation (PPT file).

2 Select the slide before the one in which you want to insert a question. For example, if you want the new question
to be slide 7 in the presentation, click slide 6.

3 From the Adobe Presenter menu, select Quiz Manager.

4 Select the quiz to which you want to add a question and click Add New Question.

5 In the Question Types dialog box, select Multiple Choice and specify whether to grade the question:
Create Graded Question The question will be graded.

Create Survey Question The question will not be graded.

6 On the Question tab, accept the default text for the name or enter a new name in the Name text box. The name
appears on the question slide in the presentation.

Q If you are creating more than one question of the same type (for example, multiple-choice, short answer, etc.) in a
single presentation, type a unique name for each so that you distinguish between them.

7 In the Question text box, type the multiple-choice question exactly as you want it to appear on the slide. (The
question text box cannot be left blank.)

8 In the Points text box, type in (or use the up and down arrows to specify) the number of points allocated to this
question. Assigning points signifies the relative importance of a question. By assigning different point values to
different questions, you can give introductory questions a lower value than advanced questions, for example. You can
enter any whole number value. If all questions have the same value (for example, 10 points), they are scored equally.

9 In the Answers area, click Add and enter possible answers. (A multiple-choice question requires at least 2
answers.) If necessary, click Delete to remove an answer from the list.
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10 (Optional) Click Advanced to set options for individual answers, such as a custom feedback message, a specific
action, or audio. (If you have a particularly long answer, the Advanced Answer Options dialog box gives you more
space to type in the answer.)

11 Select the radio button next to the correct answer.

12 Inthe Type pop-up menu, select whether there are multiple correct responses or a single correct response. If you
select multiple correct responses, be sure to return to step 11 and select the radio buttons next to all correct
responses. Also, the Advanced features described in step 10 are enabled only if you select single correct response.

13 In Numbering, use the pop-up menu to specify how answers are listed on the slide. You can choose from
uppercase letters, lowercase letters, or numbers.

14 Select the Options tab.
15 (Optional) From the Type pop-up menu, select question type: Graded or Survey.

16 Select Show Clear Button to display a button on the question slide that users can click to clear their answers and
start over.

17 In the If Correct Answer area, set the following options:

Action Select which action should follow a correct response. You can advance to the next slide (Go To Next Slide,
the default action), jump to another slide in the presentation (Go To Slide), or display a web page (Open URL). If
you display a web page, type its address in the Open URL text box and then specify where to display the web page
(choose Current to have the web page replace the presentation or New to display the web page in another window).

Go To Next Slide Depending on the option you selected for Action, this text box lets you specify an exact destination.

Play Audio Clip Select this option to import an audio file or record a new audio file that should play when the
question is answered correctly. Use the Record, Stop, Remove, and Import buttons as necessary. (If you have already
recorded audio, a Play button replaces the Record button. To re-record audio, you must first remove the audio, and
then select Record.)

Note: If a question has an audio clip and an action, the audio clip plays before the action takes place.

Show Correct Message Select this option to provide a text message for users when they supply a correct answer.
Clear this check box if you don’t want to give any feedback for a correct answer.

18 In the If Wrong Answer area, set the following options:

Allow User [#] Attempts Use the arrows or type directly into the text box to specify how many guesses the user can
make before another action takes place. An attempt is defined as anytime a user opens and views the question slide.
(Setting the number of attempts to 1 prevents the presentation from proceeding if the user exits and then attempts
to enter the quiz again. Do not set attempts to 1 if you plan to use your presentation in a meeting or place in an
archive.)

Infinite attempts Select this option to give users an unlimited number of attempts.

Action Click the desired action/destination after the last attempt. You can advance to the next slide (Go To Next
Slide, the default action), jump to another slide in the presentation (Go To Slide), or display a web page (Open URL).
In the Open URL text box, type the address of the web page and then specify where to display the web page (choose
Current to have the web page replace the presentation or New to display the web page in another window).

Go to Next Slide Depending on the option you selected for Action, this text box lets you specify an exact destination.

Play Audio Clip Select this option to import an audio file or record a new audio file that should play when the
question is answered incorrectly. Use the Record, Stop, Remove, and Import buttons as necessary.
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Show Error Message Select this option to provide a text message for users when they supply an incorrect answer.
Clear this check box if you don’t want to give any feedback for an incorrect answer.

Show Retry Message Select this option to provide a text message for users who give an incorrect answer but have
remaining attempts (for instance, “Please try again”).

Show Incomplete Message Select this option to provide a text message for users who don’t supply an answer (for
instance, “Please select an answer before continuing”).

Note: You can edit the default text in the correct, error, retry, and incomplete messages in the Quiz Manager. From the
Adobe Presenter menu, select Quiz Manager and click the Default Labels tab.

19 Select the Reporting tab. You can accept the default settings or, if necessary, modify the following options:
Report Answers Sends answer information to Connect Enterprise Server or a learning management system.
Quiz Name of the quiz to which this question is assigned. You can select a different quiz from the pop-up menu.

Objective ID This is a number automatically created when you create a quiz. This number is used to report scores
from Presenter presentations that will be tracked in Connect Enterprise Server or a learning management system.

Interaction ID Accept the default number or type a new number directly into the text box. The maximum length of
an interaction ID is 64 characters. If you want the Presenter presentation to send tracking information to Connect
Enterprise Server, you must use the Interaction ID specified by Connect Enterprise Server.

Note: If you create a new question by copying and pasting an existing question slide, you must enter a new, unique, Inter-
action ID so that each individual question is reported properly to Connect Enterprise Server. We do not recommend
creating new questions by copying and pasting; always create new questions using the Quiz Manager.

20 When you finish, click OK.
21 Click OK again to close the Quiz Manager.

The new multiple-choice question slide appears in the designated location in the presentation.

Add a true-or-false question to a presentation
Users answer true-or-false questions by selecting either True or False (or Yes or No) as an answer.
1 In PowerPoint, open a presentation (PPT file).

2 Select the slide before the one where you want to insert a question. For example, if you want the new question slide
to be slide 7 in the presentation, click slide 6.

3 From the Adobe Presenter menu, select Quiz Manager.

4 Select the quiz to which you want to add a question and click Add New Question.

5 In the Question Types dialog box, select True/False and specify whether the question will be graded:
Create Graded Question The question will be graded.

Create Survey Question The question will not be graded.

6 On the Question tab, accept the default text for the name or enter a new name in the Name text box. The name
appears on the question slide in the presentation.

Q If you are creating more than one question of the same type (for example, multiple-choice, short answer, etc.) in a

single presentation, type a unique name for each so that you distinguish between them.

7 In the Question text box, type the true-or-false question exactly as you want it to appear on the slide. (The
question text box cannot be left blank.)
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8 In the Points text box, type in (or use the up and down arrows to specify) the number of points allocated to this
question. Assigning points signifies the relative importance of a question. Assigning different point values to
different questions lets you, for example, give introductory questions a lower value and advanced questions a higher
value. You can enter any whole number value. If all questions have the same value (for example, 10 points), they are
scored equally.

9 In the Answers area, establish which answer is correct by selecting either True or False.

10 In the Type pop-up menu, select True or False, or Yes or No. You can also write your own phrases to use such as
“Valid” and “Invalid”

11 In Numbering, use the pop-up menu to select an option for how answers are listed on the quiz slide. You can
choose from uppercase letters, lowercase letters, or numbers.

12 Select the Options tab.

13 (Optional) From the Type pop-up menu, select the question type: Graded or Survey.

14 Select Show Clear Button to insert a button on the slide that users can click to clear their answers and start over.
15 In the If Correct Answer area, set the following options:

Action Select which action should follow a correct response. You can advance to the next slide (Go To Next Slide,
the default action), jump to another slide in the presentation (Go To Slide), or display a web page (Open URL). If
you display a web page, type its address in the open URL text box and then specify where to display the web page
(choose Current to have the web page replace the presentation or New to display the web page in another window).

Go to Next Slide Depending on the option you selected for Action, this text box lets you specify an exact destination.

Play Audio Clip Select this option to import an audio file or record a new audio file that should play when the
question is answered correctly. Use the Record, Stop, Remove, and Import buttons as necessary. (If you have already
recorded audio, a Play button replaces the Record button. To re-record audio, you must first remove the audio, and
then select Record.)

Note: If a question has an audio clip and an action, the audio clip plays and then the specified action takes place.

Show Correct Message Select this option to provide a text message for users when they supply a correct answer.
Clear this check box if you don’t want to give any feedback for a correct answer.

16 In the If Wrong Answer area, set the following options:

Allow User [#] Attempts Use the arrows or type directly into the text box to specify how many guesses the user can
make before another action takes place. An attempt is defined as anytime a user opens and views the question slide.
(Setting the number of attempts to 1 prevents the presentation from proceeding if the user exits and then attempts
to enter the quiz again. Do not set attempts to 1 if you plan to use your presentation in a meeting or place in an
archive.)

Infinite Attempts Select this option to give users an unlimited number of attempts.

Action Click the desired action/destination after the last attempt. You can advance to the next slide (Go To Next

Slide, the default action), jump to another slide in the presentation (Go To Slide), or display a web page (Open URL).
If you display a web page, type its address in the Open URL text box and then specify where to display the web page
(choose Current to have the web page replace the presentation or New to display the web page in another window).

Go to Next Slide Depending on the option you selected for Action, this text box lets you specify an exact destination.

Play Audio Clip Select this option to import an audio file or record a new audio file that should play when the
question is answered incorrectly. Use the Record, Stop, Remove, and Import buttons as necessary.
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Show Error Message Select this option to provide a text message for users when they supply an incorrect answer.
Clear this check box if you don’t want to give any feedback for an incorrect answer.

Show Retry Message Select this option to provide a text message for users who give an incorrect answer but have
remaining attempts (for example, “Please try again”).

Show Incomplete Message Select this option to provide a text message for users who don’t supply an answer (for
example, “Please select an answer before continuing”).

Note: You can edit the default text in the correct, error, retry, and incomplete messages in the Quiz Manager. From the
Adobe Presenter menu, select Quiz Manager and click the Default Labels tab.

17 Select the Reporting tab. You can accept the default settings or, if necessary, modify the following options:

Report Answers This option sends answer information to Connect Enterprise Server or a learning management
system.

Quiz Name of the quiz to which this question is assigned. You can select a different quiz from the pop-up menu.

Objective ID This is a number automatically created when you create a quiz. This number is used to report scores
from Presenter presentations that will be tracked in Connect Enterprise Server or a learning management system.

Interaction ID Accept the default number or type a new number directly into the text box. The maximum length of
an interaction ID is 64 characters. If you want the Presenter presentation to send tracking information to Connect
Enterprise Server, you must use the Interaction ID specified by Connect Enterprise Server.

Note: If you create a new question by copying and pasting an existing question slide, you must enter a new, unique, Inter-
action ID so that each individual question is reported properly to Connect Enterprise Server. We do not recommend
creating new questions by copying and pasting; always create new questions using the Quiz Manager.

18 When you finish, click OK.
19 Click OK again to close the Quiz Manager.

The new true-or-false question slide appears in the designated location in the presentation.

Add afill-in-the-blank question to a presentation

Fill-in-the-blank questions contain a blank space that users fill in by entering text (such as a word or phrase) or
selecting from a list of possible answers.

1 In PowerPoint, open a presentation (PPT file).

2 Select the slide before the one where you want to insert a question. For example, if you want the new question slide
to be slide 7 in the presentation, click slide 6.

3 From the Adobe Presenter menu, select Quiz Manager.

4 Select the quiz to which you want to add a question and click Add New Question.

5 In the Question Types dialog box, select Fill-in-the-blank and specify whether to grade the question:
Create Graded Question The question will be graded.

Create Survey Question The question will not be graded.

6 On the Question tab, accept the default text for the name or enter a new name in the Name text box. The name
appears on the question slide in the presentation.

Q If you are creating more than one question of the same type (for example, multiple-choice and short answer) in a
single presentation, type a unique name for each so that you distinguish between them.
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7 In the Description text box, accept the default text for Description or enter a new description. The description
appears on the questions slide in the presentation and should give users instructions about how to answer the
question. (The Description field cannot be left blank.)

8 In the Points text box, type in (or use the up and down arrows to specify) the number of points allocated to this
question. Assigning points signifies the relative importance of a question. Assigning different point values to
different questions lets you, for example, give introductory questions a lower value and advanced questions a higher
value. You can enter any whole number value. If all questions have the same value (for example, 10 points), they are
scored equally.

9 In the Phrase text box, type in the entire sentence or phrase that will contain a blank space to be completed by
users or will contain a blank space with a drop-down list of possible answers for users to select from.

10 Select the word or phrase that you intend to be the blank area and click Add Blank. You can have a maximum of
8 blanks in a question. (When a blank is created, the blank is represented by “<i>” in the dialog box with the “i” repre-
senting the number assigned to the blank. Do not edit the text ”<i>” manually. Use the Add blank and Delete blanks

buttons to achieve the desired results.)
11 In the Blank Answer dialog box, specify how users will choose the correct answer:
The User Will Type in the Answer, Which Will Be Compared to the List Below Users type an answer in a text box.

The User Will Select an Answer from the List Below Users select an answer from a drop-down list. (The drop-down
list can display answers approximately 22 characters in length. Answers longer than 22 characters may not be fully
visible in the published output.)

12 Ifnnecessary, click Add and enter more words or phrases that correctly fill in the blank space in the question. Click

Add and Delete as necessary to create a list of correct answers.

13 (Optional) Select The answer is case-sensitive to require that users type in the correct combination of lowercase
and uppercase letters when filling in the blank. For example, if the answer to the question is “Windows” and you
select the case-sensitive option, an answer of “windows” is incorrect.

14 Click OK.
15 Select the Options tab.
16 (Optional) In Type, use the pop-up menu to change the question type to Graded or Survey.

17 Select Show Clear Button to display a button on the question slide that users can click to clear their answers and
start over.

18 In the If Correct Answer area, set the following options:

Action Select which action should follow a correct response. You can advance to the next slide (Go To Next Slide,
the default action), jump to another slide in the presentation (Go To Slide), or display a web page (Open URL). If
you display a web page, type its address in the Open URL text box and then specify where to display the web page
(choose Current to have the web page replace the presentation or New to display the web page in another window).

Go To Next Slide Depending on the option you selected for Action, this text box lets you specify an exact destination.

Play Audio Clip Select this option to import an audio file or record a new audio file that should play when the
question is answered correctly. Use the Record, Stop, Remove, and Import buttons as necessary. (If you have already
recorded audio, the record button will be a Play button. To re-record audio, you must first remove the audio, and
then select Record.)

Note: If a question has an audio clip and an action, the audio clip plays and then the specified action takes place.

Show Correct Message Select this option to provide a text message for users when they supply a correct answer.
Clear this check box if you don't want to give any feedback for a correct answer.
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19 In the If Wrong Answer area, set the following options:

Allow User [#] Attempts Use the arrows or type directly into the text box to specify how many guesses the user can
make before another action takes place. An attempt is defined as anytime a user opens and views the question slide.
(Setting the number of attempts to 1 prevents the presentation from proceeding if the user exits and then attempts
to enter the quiz again. Do not set attempts to 1 if you plan to use your presentation in a meeting or place in an
archive.)

Infinite Attempts Select this option to give users an unlimited number of attempts.

Action Click the desired action/destination after the last attempt. You can advance to the next slide (Go To Next

Slide, the default action), jump to another slide in the presentation (Go To Slide), or display a web page (Open URL).
If you display a web page, type its address in the Open URL text box and then specify where to display the web page
(choose Current to have the web page replace the presentation or New to display the web page in another window).

Go To Next Slide Depending on the option you selected for Action, this text box lets you specify an exact destination.

Play Audio Clip Select this option to import an audio file or record a new audio file that should play when the
question is answered incorrectly. Use the Record, Stop, Remove, and Import buttons as necessary.

Show Error Message Select this option to provide a text message for users when they supply an incorrect answer.
Clear this check box if you don't want to give any feedback for an incorrect answer.

Show Retry Message Select this option to provide a text message for users when they supply an incorrect answer but
there are remaining attempts available (for example, Please try again).

Show Incomplete Message Select this option to provide a text message for users who don’t supply an answer (for
instance, “Please select an answer before continuing”).

Note: You can edit the default text in the correct, error, retry, and incomplete messages in the Quiz Manager. From the
Adobe Presenter menu, select Quiz Manager and click the Default Labels tab.

20 Select the Reporting tab. You can accept the default settings or, if necessary, modify the following options:

Report Answers This option sends answer information to Connect Enterprise Server or a learning management
system.

Quiz Name of the quiz to which this question is assigned. You can select a different quiz from the pop-up menu.

Objective ID This is a number automatically created when you create a quiz. This number is used to report scores
from Presenter presentations that will be tracked in Connect Enterprise Server or a learning management system.

Interaction ID Accept the default number or type a new number directly into the text box. The maximum length of
an interaction ID is 64 characters. If you want the Presenter presentation to send tracking information to Connect
Enterprise Server, you must use the Interaction ID specified by Connect Enterprise Server.

Note: If you create a new question by copying and pasting an existing question slide, you must enter a new, unique, Inter-
action ID so that each individual question is reported properly to Connect Enterprise Server. We do not recommend
creating new questions by copying and pasting; always create new questions using the Quiz Manager.

21 When you finish, click OK.
22 Click OK again to close the Quiz Manager.

The new fill-in-the-blank question slide appears in the designated location in the presentation.
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Add a short-answer question to a presentation

Users answer short-answer questions by providing a word, phrase, or complete sentence as an answer. You can also
use this as an essay question and grade it or gather extended feedback as a survey question.
1 In PowerPoint, open a presentation (PPT file).

2 Select the slide before the one where you want to insert a question. For example, if you want the new question slide
to be slide 7 in the presentation, click slide 6.

3 From the Adobe Presenter menu, select Quiz Manager.
4 Select the quiz to which you want to add a question and click Add New Question.
5 In the Question Types dialog box, select Short Answer and specify whether to grade the question:

Create Graded Question The question will be graded.
Create Survey Question The question will not be graded.

6 On the Question tab, accept the default text for Name or type a new name directly into the text box. The name
appears on the question slide in the presentation.

Q If you are creating more than one question of the same type (for example, multiple-choice and short answer) in a
single presentation, type a unique name for each so that you distinguish between them.

7 In the Question text box, type the short-answer question, exactly as you want it to appear on the slide. (The
question text box cannot be left blank.)

8 In the Points text box, type in (or use the up and down arrows to specify) the number of points allocated to this
question. Assigning points signifies the relative importance of a question. Assigning different point values to
different questions lets you, for example, give introductory questions a lower value and advanced questions a higher
value. You can enter any whole number value. If all questions have the same value (for example, 10 points), they are
scored equally.

9 In the Acceptable Answers area, click an empty row or click Add and enter words or phrases that are correct
answers to the question. Click Add and Delete as necessary to write an appropriate list.

10 (Optional) Select The answer Is Case-sensitive to require that users type in the correct combination of lowercase
and uppercase letters when providing a short answer. For example, if the answer to the question is Windows and you
select the case-sensitive option, an answer of windows would be incorrect.

11 Select the Options tab.
12 (Optional) In Type, use the pop-up menu to change the question type to Graded or Survey.

13 Select Show clear button to display a button on the question slide that users can click to clear their answers and
start over.

14 In the If Correct Answer area, set the following options:

Action Select which action should follow a correct response. You can advance to the next slide (Go To Next Slide,
the default action), jump to another slide in the presentation (Go To Slide), or display a web page (Open URL). If
you display a web page, type its address in the Open URL text box and then specify where to display the web page
(choose Current to have the web page replace the presentation or New to display the web page in another window).

Go To Next Slide Depending on the option you selected for Action, this text box lets you specify an exact destination.

Play Audio Clip Select this option to import an audio file or record a new audio file that should play when the
question is answered correctly. Use the Record, Stop, Remove, and Import buttons as necessary. (If you have already
recorded audio, a Play button replaces the Record button. To re-record audio, you must first remove the audio, and
then select Record.)
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Note: If a question has an audio clip and an action, the audio clip plays and then the specified action takes place.

Show Correct Message Select this option to provide a text message for users when they supply a correct answer.
Clear this check box if you don’t want to give any feedback for a correct answer.

15 In the If Wrong Answer area, set the following options:

Allow User [#] Attempts Use the arrows or type directly into the text box to specify how many guesses the user can
make before another action takes place. An attempt is defined as anytime a user opens and views the question slide.
(Setting the number of attempts to 1 prevents the presentation from proceeding if the user exits and then attempts
to enter the quiz again. Do not set attempts to 1 if you plan to use your presentation in a meeting or place in an
archive.)

Infinite Attempts Select this option to give users an unlimited number of attempts.

Action Click the desired action/destination after the last attempt. You can advance to the next slide (Go To Next

Slide, the default action), jump to another slide in the presentation (Go To Slide), or display a web page (Open URL).
If you display a web page, type its address in the Open URL text box and then specify where to display the web page
(choose Current to have the web page replace the presentation or New to display the web page in another window).

Go To Next Slide Depending on the option you selected for Action, this text box lets you specify an exact destination.

Play Audio Clip Select this option to import an audio file or record a new audio file that should play when the
question is answered incorrectly. Use the Record, Stop, Remove, and Import buttons as necessary.

Show Error Message Select this option to provide a text message for users when they supply an incorrect answer.
Clear this check box if you don’t want to give any feedback for an incorrect answer.

Show Retry Message Select this option to provide a text message for users when they supply an incorrect answer but
there are remaining attempts available (for example, Please try again).

Show Incomplete Message Select this option to provide a text message for users who don’t supply an answer (for
instance, “Please select an answer before continuing”).

Note: You can edit the default text in the correct, error, retry, and incomplete messages in the Quiz Manager. From the
Adobe Presenter menu, select Quiz Manager and click the Default Labels tab.

16 Select the Reporting tab. You can accept the default settings or, if necessary, modify the following options:
Report Answers This option sends answer information to Connect Enterprise Server or a learning management
system.

Quiz Name of the quiz to which this question is assigned. You can select a different quiz from the pop-up menu.

Objective ID This is a number automatically created when you create a quiz. This number is used to report scores
from Presenter presentations that will be tracked in Connect Enterprise Server or a learning management system.

Interaction ID Accept the default number or type a new number directly into the text box. The maximum length of
an interaction ID is 64 characters. If you want the Presenter presentation to send tracking information to Connect
Enterprise Server, you must use the Interaction ID specified by Connect Enterprise Server.

Note: If you create a new question by copying and pasting an existing question slide, you must enter a new, unique, Inter-
action ID so that each individual question is reported properly to Connect Enterprise Server. We do not recommend
creating new questions by copying and pasting; always create new questions using the Quiz Manager.

17 When you finish, click OK.

18 Click OK again to close the Quiz Manager.
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The new short-answer question slide appears in the designated location in the presentation. If you are using the
short-answer question as a graded essay question, you can grade the answer using the Connect Enterprise Manager
override option. For more information, see the Connect Enterprise Manager User Guide.

Add a matching question to a presentation
Users answer matching questions by matching items in two different lists.
1 In PowerPoint, open a presentation (PPT file).

2 Select the slide before the one where you want to insert a question. For example, if you want the new question slide
to be slide 7 in the presentation, click slide 6.

3 From the Adobe Presenter menu, select Quiz Manager.

4 Select the quiz to which you want to add a question and click Add New Question.

5 In the Question Types dialog box, select Matching and specify whether to grade the question:
Create Graded Question The question will be graded.

Create Survey Question The question will not be graded.

6 On the Question tab, accept the default text for the Name or type new text directly into the text box. The name
appears on the question slide in the presentation.

Q If you are creating more than one question of the same type (for example, multiple-choice and short answer) in a
single presentation, type a unique name for each so that you distinguish between them.

7 In the Question text box, type the matching question, exactly as you want it to appear on the slide. For example,
“Match the job titles in column 1 with the correct departments in column 2 (The question text box cannot be left
blank.)

8 In the Points text box, type in (or use the up and down arrows to specify) the number of points allocated to this
question. Assigning points signifies the relative importance of a question. Assigning different point values to
different questions lets you, for example, give introductory questions a lower value and advanced questions a higher
value. You can enter any whole number value. If all questions have the same value (for example, 10 points), they are
scored equally.

9 In Answers, click Add under each column and type in the words or phrases to match. (You can also click directly
in each column to type in words or phrases.) If necessary, click Delete to remove any answers or click the up and
down arrows to move answers up or down a position in the column.

10 (Optional) To change the names of the columns, click the default names (“Column 1” and “Column 2”) and type
in new names.

11 To establish the correct matches between answers, click an item in one column, then click an item in the other
column, and click Match. (You can also drag items between the two columns to create correct matches.) A line is
drawn between the two items to show the relationship. All items in Column 1 must have a match in Column 2.

12 Ifyou need to change the order of items in a column, select an item and then click the up or down arrow below
the column to move the item up or down in the list.

13 If you make an error while establishing the correct matches between column items, click Clear matches and start over.

14 In Numbering, use the pop-up menu and select an option for how answers are listed on the quiz slide. You can
choose from uppercase letters, lowercase letters, or numbers.

15 Select the Options tab.

16 (Optional) In Type, use the pop-up menu to change the question type to Graded or Survey.
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17 Select Show Clear Button to display a button on the question slide that users can click to clear their answers and
start over.

18 In the If Correct Answer area, set the following options:

Action Select which action should follow a correct response. You can advance to the next slide (Go To Next Slide,
the default action), jump to another slide in the presentation (Go To Slide), or display a web page (Open URL). If
you display a web page, type its address in the Open URL text box and then specify where to display the web page
(choose Current to have the web page replace the presentation or New to display the web page in another window).

Go To Next Slide Depending on the option you selected for Action, this text box lets you specify an exact destination.

Play Audio Clip Select this option to import an audio file or record a new audio file that should play when the
question is answered correctly. Use the Record, Stop, Remove, and Import buttons as necessary. (If you have already
recorded audio, the record button will be a Play button. To re-record audio, you must first remove the audio, and
then select Record.)

Note: If a question has an audio clip and an action, the audio clip plays and then the specified action takes place.

Show Correct Message Select this option to provide a text message for users when they supply a correct answer.
Clear this check box if you don’t want to give any feedback for a correct answer.

19 In the If Wrong Answer area, set the following options:

Allow User [#] Attempts Use the arrows or type directly into the text box to specify how many guesses the user can
make before another action takes place. An attempt is defined as anytime a user opens and views the question slide.
(Setting the number of attempts to 1 prevents the presentation from proceeding if the user exits and then attempts
to enter the quiz again. Do not set attempts to 1 if you plan to use your presentation in a meeting or place in an
archive.)

Infinite Attempts Select this option to give users an unlimited number of attempts.

Action Select the desired action/destination after the last attempt. You can advance to the next slide (Go To Next

Slide, the default action), jump to another slide in the presentation (Go To Slide), or display a web page (Open URL).
If you display a web page, type its address in the Open URL text box and then specify where to display the web page
(choose Current to have the web page replace the presentation or New to display the web page in another window).

Go To Next Slide Depending on the option you selected for Action, this text box lets you specify an exact destination.

Play Audio Clip Select this option to import an audio file or record a new audio file that should play when the
question is answered incorrectly. Use the Record, Stop, Remove, and Import buttons as necessary.

Show Error Message Select this option to provide a text message for users when they supply an incorrect answer.
Clear this check box if you don’t want to give any feedback for an incorrect answer.

Show Retry Message Select this option to provide a text message for users when they supply an incorrect answer but
there are remaining attempts available (for example, Please try again).

Show Incomplete Message Select this option to provide a text message for users who don’t supply an answer (for
instance, “Please select an answer before continuing”).

Note: You can edit the default text in the correct, error, retry, and incomplete messages in the Quiz Manager. From the
Adobe Presenter menu, select Quiz Manager and click the Default Labels tab.

20 Select the Reporting tab. You can accept the default settings or, if necessary, modify the following options:

Report Answers This option sends answer information to Connect Enterprise Server or a learning management
system.

Quiz Name of the quiz to which this question is assigned. You can select a different quiz from the pop-up menu.
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Objective ID This is a number automatically created when you create a quiz. This number is used to report scores
from Presenter presentations that will be tracked in Connect Enterprise Server or a learning management system.

Interaction ID Accept the default number or type a new number directly into the text box. The maximum length of
an interaction ID is 64 characters. If you want the Presenter presentation to send tracking information to Connect
Enterprise Server, you must use the Interaction ID specified by Connect Enterprise Server.

Note: If you create a new question by copying and pasting an existing question slide, you must enter a new, unique, Inter-
action ID so that each individual question is reported properly to Connect Enterprise Server. We do not recommend
creating new questions by copying and pasting; always create new questions using the Quiz Manager.

21 When you finish, click OK.

22 Click OK again to close the Quiz Manager.

The new matching question slide appears in the designated location in the presentation.

Add a rating scale question to a presentation

Users answer rating scale questions by specifying their level of agreement to a statement. For example, a user may be
given the question, “This presentation provided me with valuable information.” and asked if they disagree, somewhat
disagree, are neutral, somewhat agree, or agree.

Rating scale questions are always survey questions and are therefore not graded. You cannot assign a rating scale
question with a point value, nor can you creating branching for a correct or incorrect answer (since it’s a survey
question and does not have a correct or incorrect answer). You can, however, decide what happens after the user
completes the rating scale question, such as continuing to the next slide or displaying a URL.

1 In PowerPoint, open a presentation (PPT file).

2 Select the slide before the one where you want to insert a question slide. For example, if you want the new question
slide to be slide 7 in the presentation, click slide 6.

3 From the Adobe Presenter menu, select Quiz Manager.

4 Select the quiz to which you want to add a question and click Add New Question.
5 In the Question Types dialog box, select Rating Scale (Likert).

6 Click Create Survey Question.

7 On the Question tab, accept the default text for the Name or type new text directly into the text box. The name
appears on the question slide in the presentation.

Q If you are creating more than one question of the same type (for example, multiple-choice and short answer) in a
single presentation, type a unique name for each so that you distinguish between them.

8 Accept the default text for Description or type a new description directly into the text box. The description
appears on the question slide in the presentation and should provide users with instructions about how to answer
the question. (The description text box cannot be left blank.)

9 In the Questions area, click in the first row or click Add and type a Likert question directly into the text box. (You
can add up to five separate Likert questions on a single slide.)

10 In the Answers area, you can accept the default answer text, edit the text, delete a type, and add a new answer
types. To edit the text, double-click existing text such as “Neutral” and type new text. To delete an answer type, select
a type and click Delete. To add an answer type, click Add and type new text. (You can have a total of five answer
types.)

11 Select the Options tab.
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12 Select Show clear button to display a button on the question slide that users can click to clear their answers and
start over.

13 In the After Survey question area, set the following options:

Action Click the desired action/destination after the survey is taken. You can advance to the next slide (Go To Next
Slide, the default action), jump to another slide in the presentation (Go To Slide), or display a web page (Open URL).
If you display a web page, type its address in the Open URL text box and then specify where to display the web page
(choose Current to have the web page replace the presentation or New to display the web page in another window).

Go to Next Slide Depending on the option you selected for Action, this text box lets you specify an exact destination.

Play Audio Clip Select this option to import an audio file or record a new audio file that should play when the
question is answered. Use the Record, Stop, Remove, and Import buttons as necessary. (If you have already recorded
audio, the record button will be a Play button. To re-record audio, you must first remove the audio, and then select
Record.)

Note: If a question has an audio clip and an action, the audio clip plays and then the specified action takes place.

14 Select the Reporting tab. You can accept the default settings or, if necessary, modify the following options:

Report Answers This option sends answer information to Connect Enterprise Server or a learning management
system.

Quiz Name of the quiz to which this question is assigned. You can select a different quiz from the pop-up menu.

Objective ID This is a number automatically created when you create a quiz. This number is used to report scores
from Presenter presentations that will be tracked in Connect Enterprise Server or a learning management system.

Interaction ID Accept the default number or type a new number directly into the text box. The maximum length of
an interaction ID is 64 characters. If you want the Presenter presentation to send tracking information to Connect
Enterprise Server, you must use the Interaction ID specified by Connect Enterprise Server.

Note: If you create a new question by copying and pasting an existing question slide, you must enter a new, unique, Inter-
action ID so that each individual question is reported properly to Connect Enterprise Server. We do not recommend
creating new questions by copying and pasting; always create new questions using the Quiz Manager.

15 When you finish, click OK.
16 Click OK again to close the Quiz Manager.

The new rating scale question slide appears in the designated location in the presentation.

Edit quizzes and questions
After you have created question slides in a presentation, you can edit them as required.

See also

“Preview a presentation” on page 152

Change question slide order
After you have created question slides in a presentation, you can change their order. The easiest method is to move
the slides in PowerPoint.

1 In PowerPoint, open a presentation (PPT file).

2 In the Outline pane, drag the slide icon to a new location.
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The next time you open the Quiz Manager (from the Adobe Presenter menu), the new question order is displayed.

Delete a question slide
You can delete a question slide at any time. The easiest method is to delete the slide in PowerPoint.

1 In PowerPoint, open a presentation (PPT file).
2 In the Outline pane, select a slide and click Delete.

The next time you open the Quiz Manager (from the Adobe Presenter menu), the question slide will not be listed.

Add a feedback message to a question

Because quizzes are interactive, it’s important to guide users through any question slides you place in projects. An
easy way to communicate with users is through feedback messages. These are messages that display, for example,
when a user selects a correct answer or incorrect answer. Feedback messages are set for individual questions, so you
can choose to include messages in some questions or all questions within a quiz.

1 In PowerPoint, open a presentation (PPT file).

2 From the Adobe Presenter menu, select Quiz Manager.

3 Select a question and click Edit Question.

4 Click the Options tab.

5 In the If Correct Answer area, select the Show Correct Message option to display a message for users confirming
that they selected the correct answer. Deselect the Show Correct Message option if you do not want to display a
message for users when they select the correct answer.

6 In the If Wrong Answer area, select the Show Error Message option to display a message for users stating that they
selected the incorrect answer. Deselect the Show Error Message option if you do not want to display a message for
users when they select the incorrect answer.

7 Inthe If Wrong Answer area, select the Show Retry Message option to display a message for users when they select
the incorrect answer, but have remaining answer attempts available. Deselect the Show Retry Message option if you
do not want to display a message for users when they select the incorrect answer, but have remaining answer attempts
available.

8 In the If Wrong Answer area, select the Show Incomplete Message option to display a message to users who do
not supply an answer to a required question.

Click OK two times to close all of the dialog boxes.

Edit feedback message text in a quiz
Presenter provides default text for feedback messages that are displayed for users, but you can edit the text at any
time. The text is set at the quiz level so that all questions within a quiz display the same feedback messages.

1 In PowerPoint, open a presentation (PPT file).

2 From the Adobe Presenter menu, select Quiz Manager.

3 On any quiz, click Edit Quiz Settings.

4 Select the Allow User to Review Quiz option and click Question Review Messages.

5 Accept the default text or type new text directly into the text boxes for Correct, Incomplete, and Incorrect
feedback messages.

6 Click OK three times to close all of the dialog boxes.
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Note: If you change the default labels, the question feedback messages also change for questions that have already been
created.

Change default labels
You can change the default labels on question buttons and question feedback messages. This is an easy way to
customize communications with users taking quizzes.

1 In PowerPoint, open a presentation (PPT file).

2 From the Adobe Presenter menu, select Quiz Manager.

3 Click Default Labels.

4 Under Default question button labels, change any of the following options:

Submit button text Enter the text that should appear on the question Submit button. (For example, you could
change the text to OK or Enter.)

Clear button text Enter the text that should appear on the question Clear button. (For example, you could change
the text to Start Over or Restart.)

5 Under Default question feedback, change any of the following options:
Correct message Enter the text message that should appear when users select the correct answer.
Incorrect message Enter the text message that should appear when users select an incorrect answer.

Retry message Enter the text message that should appear if users enter an incorrect answer and they have more
question attempts available.

Incomplete message Enter the text message that should appear if users fail to answer a required question.

6 Click OK.

Set reporting options
Presenter offers output options for presentations with e-learning elements. For example, you can create presentations
that are SCORM or AICC compliant for use within a learning management system.

Reporting options such as what kind of data to collect and how the data is reported are set for a quiz. You can,
however, select whether to report interaction data to a learning management system at the quiz level or the question
level. If the two settings are different, the setting for the question is used. For example, a quiz is set to report interac-
tions, but a question within the quiz is not set to report interactions. In this case, the question does not get reported.
The question will, however, be included in the overall numerical score for the quiz if the question is a graded
question. (Because the question was not set to report interactions, the exact answer the user selected does not get
reported.)

1 In PowerPoint, open a presentation (PPT file).

2 From the Adobe Presenter menu, select Quiz Manager.

3 In the Quiz Manager dialog box, select a quiz and click the Reporting tab.
4 Select Enable Reporting for This Presentation.

5 Select the main learning management system standard you want to use:

» Connect Enterprise Server

+ AICC. If you select AICC, four course structure files are created.
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* SCORM. If you select SCORM, click Manifest to set options for creating a manifest file, required by many third-
party learning management systems.

6 Choose how to report data:

Report to Connect Enterprise Server Reports quiz reporting data to the Connect Enterprise Server. For example, in
a presentation containing quizzes, a passing grade is reported to Connect Enterprise Server if all questions in all
quizzes were answered completely and the user achieved a passing score. Or, if a presentation does not contain
quizzes, a grade of complete is sent to Connect Enterprise Server when the user has viewed all slides.

Report Quiz Results Only Reports quiz results only in the presentation itself. (No data will be sent to a learning
management system.) For example, if a presentation contains quizzes, and any quiz is assigned a passing score that
is greater than 0, when a user completes all quizzes with a passing score, a passing grade is reported. Or, if a presen-
tation does not contain quizzes, a grade of complete is reported when the user has viewed all slides.

Report User Access Only Reports if users have opened the presentation and viewed one slide.

Report Quiz Results and Slide Views Reports quiz results only in the presentation itself (no data will be sent to a
learning management system) and how many individual slides users viewed. For example, if a presentation contains
quizzes, two items are reported. First, if any quiz is assigned a passing score that is greater than 0, when a user
completes all quizzes with a passing score, a passing grade is reported. Second, a grade of complete is sent to Connect
Enterprise Server when the user has viewed all (100%) of the slides. Or, if a presentation does not contain quizzes,
send a grade of complete when the user has viewed all (100%) of the slides.

Report Slide Views Only Reports how many individual slides users viewed. The number is given as a percentage. For
example, if a user opens a presentation and views 8 out of 10 slides, a slide view of 80% is reported.

Slide View Completion % Lets you set the percentage of slides that must be viewed by a user for them to complete
the presentation. For example, if you have a presentation that contains 10 slides and you set the Slide View
Completion percentage to 80, users who view 8 out of the 10 slides will have “completed” the presentation. (This
option is only available if you select the Report Quiz Results and Slide Views or Report Slide Views Only option.)

7 Select how pass and fail information is reported. (If you selected the Report to Connect Enterprise Server option
in step 6, settings in this Report Pass or Fail area are ignored, and all information is sent to Connect Enterprise
Server.)

Report Complete/Incomplete Reports results as either complete or incomplete. Users must view every slide and, if

there are quiz slides, must take the quizzes (and receive either a passing or failing score) to receive Complete status.

Note: If you are creating a quiz that consists of only survey questions, the user has only one chance to take the quiz. Try
to keep the length of survey-only quizzes fairly short, for example, 15-20 questions, so users can complete the survey
easily.

Report Pass/Fail Reports results as either pass or fail. Users must view every slide and, if there are quiz slides, must
take the quizzes (and receive either a passing or failing score) to receive Pass status.

Report Status as Defined by Report Data Reports status using the selections made in the Choose Report Data area
of this dialog box.

8 Selecthow scores are reported to your learning management system. (If you selected the Report to Connect Enter-
prise Server option in step 6, settings in this Report score to LMS as area are ignored and all information is sent to
Connect Enterprise Server.)

Score Scores are reported as a numerical score. For example, 8 out of 10 correct.

Percent Scores are reported as a percentage. For example, 85% correct.
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9 Select a reporting level. (If you selected the Report to Connect Enterprise Server option in step 6, settings in this
Reporting level area are ignored and all information is sent to Connect Enterprise Server.)

Only Report the Score Only scores are reported to the learning management system.
Report Interactions and the Score Scores and interactions are reported to the learning management system.
10 (Optional) Click Settings to customize how data is sent and formatted to a learning management system.

11 Click OK.

See also

“Creating quizzes and questions” on page 174

Set a pass rate for a quiz

When you place quizzes in a presentation, you set a pass rate for users. The pass rate is a percentage or numeric value
that users must reach in order to pass the quizzes. For example, setting a pass of 80% requires users to get 80% of
questions correct in order to pass.

1 In PowerPoint, open a presentation (PPT file).

2 From the Adobe Presenter menu, select Quiz Manager.

3 In the Quiz Manager, select a quiz and click Edit Quiz Settings.
4 Click the Pass or Fail Options tab.

5 Select a Pass/Fail option:

“#" % or more of total score to pass Enter a percentage value that students must meet in order to pass. For example,
if you enter a value of 80, students must provide correct answers to 80% of the questions. (In a quiz containing 10
questions, at least 8 must be answered correctly).

“#" or more of total score to pass Enter a numeric value that students must meet in order to pass. For example, if you
enter a value of 8, students must provide correct answers to 8 questions in the quiz.

6 Click OK.

Set score display

You can set the way the quiz score is reported to users.

1 In PowerPoint, open a presentation (PPT file).

2 From the Adobe Presenter menu, select Quiz Manager.

3 In the Quiz Manager dialog box, select a quiz and click Edit Quiz Settings.

4 Click the Quiz Settings tab.

5 Select Show Score at End of Quiz.

6 Click Quiz Result Messages.

7 Select a score option:

Display Score specifies that the numerical score is displayed.

Display Percent Score specifies that a score as a percentage of total is displayed.

Tally Correct specifies that a score in tally form (for example, “7 out of 10 correct”) is displayed.
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8 Click OK three times to close all of the dialog boxes.

Use presentations with a learning management system

Presentations created with Presenter integrate especially well with the Connect Enterprise Server learning
management system (LMS), but you can use Presenter presentations with any LMS. If you are going use a presen-
tation with a third-party LMS, the following sections explain how to create a manifest file and how to customize LMS
settings.

Note: If you select the Connect Enterprise Server or AICC option when setting reporting options, four AICC course
structure files are created: presenter.au, presenter.crs, presenter.cst, and presenter.des. The files are created with default

See also

“Creating quizzes and questions” on page 174

Creating a SCORM manifest file
If you want to package a Presenter presentation as an e-learning course that can be administered and launched from
a SCORM 1.2 or 2004 conformant learning management system, you may need a manifest file.

Note: If you are publishing to Connect Enterprise Server, a manifest file is automatically created named breeze-
manifest.xml. This XML file is used to upload the presentation into the Connect Enterprise Server. You do not need to
follow the procedure below to create a SCORM manifest file.

The manifest file that Presenter creates is named imsmanifest.xml and contains references to all content resources.
The XML file uses predefined XML tags to describe the package components, structure, and special behaviors. The
file works behind the scenes to properly integrate presentations with your learning management system and track

quiz data.

1 In PowerPoint, open a presentation (PPT file).

From the Adobe Presenter menu, select Quiz Manager.

Click the Reporting tab.

Select Enable Reporting for This Presentation.

Under Learning Management System (LMS), select SCORM.
Click Manifest.

N 60 it A W N

Set the SCORM Version by selecting 1.2 or 2004 from the pop-up menu.
8 Set the following manifest options:
Identifier (Required) The identifier is used by the LMS to identify different manifests. A default identifier based on

the name of your Presenter presentation is automatically added to this text box. You can change the identifier at any
time by selecting the text and typing in new text.

Title (Required) The title can be viewed by students using the LMS. A default title based on the name of your
Presenter presentation is automatically added to this text box. You can change the title at any time by selecting the
text and typing in new text.

Description (Required) Text used by the LMS to describe different courses to users. A default description based on the
name of your Presenter presentation is automatically added to this text box. You can edit the description at any time.
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Version (Optional) The version specifies a number that can be used to differentiate manifests with the same
identifier.

Duration (Optional) Select this option to specify the approximate time it takes to work with this particular Presenter
presentation. Set the time in the following format: hh:mm:ss.

Subject (Optional) Select this option to write a short description of the Presenter presentation using keywords or
phrases.

SCO Identifier (Required) The identifier is used by the LMS to identify different Shareable Content Objects (SCO).
A default identifier based on the name of your Presenter presentation is automatically added to this text box. You can
change the identifier at any time by selecting the text and typing in new text. (If you type the name of a new identifier,
do not use any spaces in the name.)

Title (Required) A default title based on the name of your Presenter presentation is automatically added to this text
box. You can change the title at any time by selecting the text and typing in new text.

Mastery Score (Optional) Select this option to specify a passing score for the Presenter presentation. The score
should be a number between 0 and 100. Only Presenter presentations containing score-reporting objects such as
quiz slides, text entry boxes, click boxes, or buttons, need to include a mastery score.

Time Allowed (Optional) Select this option to specify the maximum amount of time allowed to complete the
Presenter presentation.

Time Limit Action (Optional) Select this option to specify the action that should be taken when the maximum time
allowed to complete the presentation has been exceeded. From the pop-up menu, select one of the four options: Exit
with Message, Exit Without Message, Continue with Message, or Continue Without Message.

Launch Data (Optional) Select this option to specify initialization data expected by the resource.
9 Click OK.

To see the manifest file, you should publish your Presenter presentation locally to create a Flash SWF file and a
manifest file. If you used the default save location, you can use Windows Explorer to navigate to the SWF file and
imsmanifest.xml file in My Documents\My Presentations\Name of Presentation folder. If you published the presen-
tation to a different folder, navigate to that location to see the manifest file.

Set advanced learning management system settings

Presenter offers several advanced settings for how presentations integrate with learning management systems (LMS).
The settings let you specify what data is sent to the LMS and how the data is formatted. Typically, these settings are
used by advanced LMS users or requested by LMS administrators.

Note: The settings are used by third-party learning management systems; they do not affect the data sent from Presenter
to Connect Enterprise Server.

1 In PowerPoint, open a presentation (PPT file).

2 From the Adobe Presenter menu, select Quiz Manager.

3 Click the Reporting tab.

4 Click Settings.

5 In the LMS Customization Settings area, set the following options:

Never Send Resume Data Select this option if you do not want resume data to be sent to your LMS. This might be
useful if your LMS does not support resume data or another mechanism to prevent users from returning to a quiz
they started, but did not finish, across multiple sessions. For example, a user completes 4 questions out of 8 and then
closes the presentation. If you select this option, when the user opens the presentation again they must provide
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answers to all 8 questions—their answers from the first session are not remembered in the Presenter presentation.
This option can be used when publishing and playing back content from any AICC or SCORM compliant learning
management system.

Note: Presentations that are part of a Connect Enterprise Server training course or curriculum are always automatically
resumed. If the presentation is viewed using the Content tab, it is never resumed.

Escape Version and Session ID This option is selected by default. Keep this option selected if you want Presenter to
URL-encode (escape) the version and session ID when sending data to an AICC compliant learning management
system. This is useful if your learning management system does not accept URL-encoded information for these
fields. Deselect this option if you do not want to URL-encode (escape) the version and session ID.

Don’t Escape Characters This option lets you specify that Presenter should not URL-encode (escape) the value fields
in parameters when data is sent to an AICC compliant learning management system. In the text box, type in the
characters (without any delimiters such as spaces or commas) that the learning management system does not want
escaped. For example, if the LMS does not want any numbers escaped, type in 0123456789.

Send Interval This option lets you specify how often slide data should be sent to the LMS. As a user views a presen-
tation, information is sent to the LMS. For regular slides, the LMS is notified that the user viewed the slide and for
question slides, information about the user response is sent to the LMS. Also, each time any kind of slide is viewed,
the LMS records the slide number so that if a user quits and then opens the presentation later, they will return to the
last slide they viewed. If you do not want information sent to the LMS for every slide in the presentation, you can
change the Send Interval. For example, if you change the interval to 10, information will be sent to the LMS every
10 slides.

Note: If you change the Send Interval to a number higher than one, users who quit before finishing the presentation may
not be able to resume where they left off. For example, if the Send Interval is changed to 10 and a user quits after viewing
9 slides, when they open the presentation again, they start over at slide 1.

6 Click OK to finish setting the custom LMS settings and close the Quiz Manager.

Designing presentations

Create and edit themes

The primary way to design how presentations appear in the Presenter viewer is through the use of themes. Themes
serve as the “container” for your presentation, and let you add static images, colors, and sound to create dynamic and
interactive presentations. You can add a theme at any time. Try using different themes until you achieve the right
look you want. You can reuse the same theme for each presentation you create or design new themes.

Presenter gives you many options for customizing colors, tabs, functionality, graphics, font style, and other design
elements of a theme.
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Examples of customizable themes

See also

“Preview a presentation” on page 152

Select a presentation theme
The default theme assigned to presentations is Sage, but you can change the theme at any time.

1 In PowerPoint, open a presentation (PPT file).

2 From the Adobe Presenter menu, select Theme Editor.
The Theme Editor dialog box appears.

3 From the Theme Name pop-up menu, select a theme.
The preview window displays the new theme.

4 Change theme options as desired.

5 Click OK to close the Theme Editor.

Create a custom theme

You can create a custom theme by selecting one of the default themes, making changes, and saving the new theme
with a different name. For example, you can start with the theme, Sage, change the font color to dark green, and then
save the new theme as Sage Modified. After you create a custom theme, it appears in the Theme name pop-up menu
and can be used with other presentations.

1 In PowerPoint, open a presentation (PPT file).

2 From the Adobe Presenter menu, select Theme Editor.

The Theme Editor dialog box appears.

3 Make changes as desired. For instance, click Text Labels to change the text in different areas of the theme, or click
Change Theme Colors to select custom colors for the font and background.

4 Click the Save as button and specify a name for the new theme.

5 Click OK.

The new theme appears in the Theme Name pop-up menu in the Theme Editor and can be used when publishing
presentations.
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Change text labels in a theme
Text labels are the words that appear in a theme, such as button text and tab names. You can edit text labels in a theme
at any time.

Note: The column heading text “Slide Title” and “Duration” cannot be changed.
1 In PowerPoint, open a presentation (PPT file).

2 From the Adobe Presenter menu, select Theme Editor.

The Theme Editor dialog box appears.

3 Click the Text Labels button.

4 Click the Language pop-up menu and select a language for the text labels.

Note: Presentations detect the language of a user’s operating system and automatically display the text labels in the user’s
native language if their computer’s language is set to German, French, Korean, or Japanese. Otherwise, English text
labels appear.

5 As necessary, change the text labels for any element of the presentation theme. For example, you can change the
text that displays on buttons or panes.

6 Click OK.
The theme preview on the right side of the Theme Editor dialog box is updated to reflect your choices.

7 Click OK.

Change theme colors
You can change the colors that appear in a theme, including the background color and glow color. You can also
specify a background image to use in a theme.

1 In PowerPoint, open a presentation (PPT file).
2 From the Adobe Presenter menu, select Theme Editor.
The Theme Editor dialog box appears.

3 Click the Change Theme Colors button. To change a color, click once on any of the color bars. You can change any
of the following color options:

Theme Color Click this color bar to change the color of the theme sidebar and toolbar.

Glow Color Click this color bar to change the color that appears when users hover their mouse over slides in the
Outline pane and thumbnail images in the Thumb pane.

Font Color Click this color bar to change the color of the text in the theme.

Background Color Click this color bar to change the color of the background area that appears behind the slides,
sidebar, and toolbar.

Background Image Click the Browse button to navigate to an image file (in JPG format) to use as the
background. The background is the area that appears behind the slides, sidebar, and toolbar.

4 Click OK.
The theme preview on the right side of the Theme Editor dialog box is updated to reflect your choices.

5 Click OK.
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Delete a theme
You can delete a custom theme at any time, however, the default themes included with Presenter, such as Sage and
Sapphire, cannot be removed.

1 In PowerPoint, open a presentation (PPT file).

2 From the Adobe Presenter menu, select Theme Editor.

The Theme Editor dialog box appears.

3 From the Theme Name pop-up menu, select the theme you want to remove.
4 Click Delete.

5 A confirmation dialog box appears. Click Yes.

6 Click OK.

Show and hide theme panes

Panes appear in the sidebar of a theme. The default location of the sidebar is on the right side, but the location can
be changed. You can select which panes appear in the theme and which are hidden. For example, you might want to
include the Outline and Search panes, but hide the Thumbnail and Notes panes.

1 In PowerPoint, open a presentation (PPT file).

2 From the Adobe Presenter menu, select Theme Editor.

The Theme Editor dialog box appears.

3 Inthe General Options area on the left, select the panes that should appear and deselect the panes you want to hide.
The theme preview on the right side updates to reflect your choices.

4 Click OK.

Set a default theme pane

Panes are part of a theme and appear in the sidebar. If you have more than one pane in a theme, the panes are layered
on top of one another with a tab at the top containing the name of the pane. You can select the pane that appears in
front of the others. If you are displaying all of the panes, select from Outline, Thumbnail, Notes, and Search.

1 In PowerPoint, open a presentation (PPT file).

2 From the Adobe Presenter menu, select Theme Editor.

The Theme Editor dialog box appears.

3 From the Panes pop-up menu, select the pane that should appear by default when the presentation appears.
The theme preview on the right side is updated to reflect your choices.

4 Click OK.

Choose a location for the sidebar
The sidebar in a theme contains presenter information, panes such as Outline and Search, and presentation timing
information. You can position the sidebar on the right (default) or left side of the theme.

1 In PowerPoint, open a presentation (PPT file).
2 From the Adobe Presenter menu, select Theme Editor.

The Theme Editor dialog box appears.
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3 From the Location of Layout pop-up menu, select Left or Right.
The theme preview on the right side is updated to reflect your choices.

4 Click OK.

Set presenter options for a theme
You can select exactly which presenter options appear in a theme. For example, you might want the presenter name
and photo to appear, but not a biography (bio) or contact information.

1 In PowerPoint, open a presentation (PPT file).

2 From the Adobe Presenter menu, select Theme Editor.

The Theme Editor dialog box appears.

3 In the Presenter Options area, select the options to include in your theme:
Presenter Photo Select to include a presenter photo in the published presentation.
Presenter Name Select to include the presenter's name in the published presentation.
Presenter Logo Select to include a logo in the published presentation.

Presenter Bio Select to include a link to a presenter biography.

Presenter Contact Information Select to include a link to presenter contact information such as a phone number or
e-mail address.

Presenter Title Select to include the presenter’s title, such as Director of Human Resources.
The theme preview on the right side is updated to reflect your choices.

4 Click OK.

Use PowerPoint templates with Presenter

In Presenter presentations, the slide background is determined by settings in PowerPoint. You can customize the
background of the slides in a presentation by using PowerPoint design templates. When you apply a design template,
all slides in the presentation are assigned the design template background.

For example, you might create a presentation in PowerPoint using the design template named Technology, add the
theme named Arctic in the Presenter Theme Editor, publish the presentation to Connect Enterprise Server, and view
the presentation. You notice that the theme clashes with the slide background of the Technology design template.

Follow the procedure below that corresponds to the version of PowerPoint installed on your computer. (To check
which version of PowerPoint you have, open PowerPoint, click the Help menu, and select About Microsoft Power-
Point.)

See also

“Create and edit themes” on page 197

“Preview a presentation” on page 152

Use PowerPoint 2000 templates as slide backgrounds
1 In PowerPoint, open a presentation (PPT file).

2 From the Format menu, select Apply Design Template.
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Note: If the Apply Design Template dialog box does not open to the Presentation Designs location on your computer,
browse to the location at Program Files\Microsoft Office\ Templates\Presentation Designs.

3 Select an appropriate template that matches the theme you have chosen for your presentation and click Apply.

4 To test the design template background with the presentation theme, publish your presentation locally and view
the results. (In PowerPoint, select Adobe Presenter menu > Publish. Select My Computer and click Publish.)

Use PowerPoint 2003 templates as slide backgrounds
1 In PowerPoint, open a presentation (PPT file).

2 From the Format menu, select Slide Design.
3 Select an appropriate template that matches the theme you have chosen for your presentation and click Apply.

4 To test the design template background with the presentation theme, publish your presentation locally and view
the results. (In PowerPoint, select Adobe Presenter menu > Publish. Select My Computer and click Publish.)

Use PowerPoint XP templates as slide backgrounds
1 In PowerPoint, open a presentation (PPT file).

2 From the Format menu, select Slide Design.
3 Select an appropriate template that matches the theme you have chosen for your presentation and click Apply.

4 To test the design template background with the presentation theme, publish your presentation locally and view
the results. (In PowerPoint, select Adobe Presenter menu > Publish. Select My Computer and click Publish.)

Add alogo

Note: If you added a video file, such as a “talking head” video file of a person speaking, that video is displayed in the logo
area. If you add a logo file, the video file takes precedence and the logo will not be displayed.

You can add a custom logo to display in the Presenter viewer. This is a way to customize your presentations so that
they look like other multimedia and publications your organization produces.

1 In PowerPoint, open a presentation (PPT file).

N

From the Adobe Presenter menu, select Preferences.

w

Click the Presenter tab and do one of the following:

* Add a new presenter by clicking Add.

* Select an existing presenter and click Edit.

4 Next to the Logo text box, click Browse.

5 Navigate to the location of the logo file you want to use (JPG or PNG format).

Note: A logo size of 148 x 52 (pixels) is recommended so that the logo appears properly in the theme and the Presenter
viewer.

6 Select the file and click Open.
The name of the file is displayed in the Logo text box and a preview of the logo appears on the right side.
7 Click OK.

8 To preview the custom logo, publish your presentation locally and view the results. (In PowerPoint, select Adobe
Presenter menu > Publish. Select My Computer and click Publish.)
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Include slide notes in presentations

You can include extra notes about a slide in your final presentation. Users view the notes by clicking on the Notes
pane in the viewer sidebar. Slide notes are a good location for extra information about a slide such as numerical
details, supporting materials, or footnote text. You can also use slide notes to communicate with users who do not
have audio capabilities or are hearing impaired. You create slide notes in PowerPoint.

Note: The notes appear in the Presenter viewer as unformatted text. Any formatting applied to notes in the PowerPoint
note pane is ignored.

1 In PowerPoint, open a presentation (PPT file).
2 Navigate to a slide for which you want to add a note.
3 Ensure that you are in Normal or Notes Page view.

4 Type note text directly into the notes area under the slide. (If you are in Normal view, but cannot see the notes
area, it might be collapsed. Click the separator bar until the pointer changes to allow you to drag the separator bar.
Drag up to display the notes area.)

To view the notes area, move the mouse pointer over the separator bar until an equal sign with two arrows appears, then drag up.

5 You can preview the notes by publishing your presentation locally, viewing the results, and clicking on the Slide
Notes pane in the sidebar. (To publish locally, in PowerPoint, select Adobe Presenter menu > Publish. Select My
Computer and click Publish.)

Outline Thumb Search

O5HA has adopted 4 large nuraber of
federal safety and health standards
divided into various categories. These

standdards are measures of safety
formulated to reduce emplayees
exposue to hazardous conditions. Sorue

0 Minutes 37 Seconds Remaining

This example shows PowerPoint slide notes in the Notes pane of the sidebar.

Change presentation settings

You can change settings, such as the title and summary, and some presentation behavior, such as pausing and
looping, using the presentation settings dialog box.

1 In PowerPoint, open a presentation (PPT file).

2 From the Adobe Presenter menu, select Presentation Settings.

3 Click the Settings tab.

Title Type in a name for the presentation.The title appears in the Presenter viewer.

Summary Type in a summary for the presentation. A summary is usually a short description of the presentation
contents. This optional presentation summary is a useful organizational tool for authors. The summary appears only
in the settings; it does not appear in the published presentation and is not visible to users.
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Note: The presentation summary does appear in Connect Enterprise Server after a presentation is published to the
server. Summaries can be edited through Connect Enterprise Manager. Presentation authors can search summaries and
see the summary when viewing content information.

Auto play presentation on start Select to have the presentation automatically begin playing when it is opened. (If
this option is not selected, a presenter or users must click the Play button in the toolbar to start the presentation.)

Include slide numbers in outline Select to include the slide number within the Outline pane when the presentation
is displayed.

Pause after each animation If your presentation contains PowerPoint animations, select this option to pause the
presentation automatically after the animations play. This is useful if you want to clearly define where the animation
ends and the presentation begins again. (After clicking through each animation, you will need to click the Play button
on the playbar to start the presentation again.)

Loop presentation Select to have the presentation loop and replay continuously when opened.

Time to wait for slides without audio Select an amount of time (in seconds) for slides without audio to appear. (By
default, slides with audio play for the length of the associated audio file.)

4 Click OK to close the Presentation Settings dialog box. Your changes will be incorporated into the published
presentation.

Automatically play a presentation

You can set an option so that a presentation automatically plays when it’s opened, or you can require that a presenter
or user click the Play button in the toolbar to start the presentation.

1 In PowerPoint, open a presentation (PPT file).

2 From the Adobe Presenter menu, select Presentation Settings.

3 Click the Settings tab.

4 Select Auto Play Presentation on Start. (By default, this option is selected.)

If this option is not selected, a presenter or users must click the Play button [l in the toolbar to start the presen-
tation.

5 Click OK to close the Presentation Settings dialog box. Your changes will be incorporated into the published
presentation.

Loop a presentation

You can set your presentation to play once and then stop (the default setting), or to loop and replay continuously.
1 In PowerPoint, open a presentation (PPT file).

2 From the Adobe Presenter menu, select Presentation Settings.

3 Click the Settings tab.

4 Select Loop Presentation.

5 Click OK to close the Presentation Settings dialog box. Your changes will be incorporated into the published
presentation.
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Change slide display timing

You can change the display time for slides without audio. (By default, slides with audio play for the length of the
associated audio file.) This is useful for controlling the overall speed at which presentations without audio play.
1 In PowerPoint, open a presentation (PPT file).

2 From the Adobe Presenter menu, select Presentation Settings.

3 Click the Settings tab.

4 In the Time to Wait for Slides Without Audio text box, enter a new number (in seconds) or use the up and down
arrows to set a new number.

5 Click OK to close the Presentation Settings dialog box. Your changes will be incorporated into the published
presentation.

Set a presentation to open in full-screen mode

You can choose to have your presentation open normally or in full-screen mode. Normally, the presentation appears
with the toolbar and the sidebar. As an alternative, you can have the presentation open in full-screen mode with only
a small, modified toolbar appearing in the bottom right corner.

1 In PowerPoint, open a presentation (PPT file).

2 From the Adobe Presenter menu, select Theme Editor.

3 The Theme Editor dialog box appears.

4 From the Default Mode on Startup pop-up menu, select Default or Fullscreen.

5 Click OK.

Publishing and viewing in Connect Enterprise Server

About Adobe Connect Enterprise Server 6

For others to view your presentation, you must publish the presentation to Connect Enterprise Server. Users can see
your presentation in the viewer within Connect Enterprise, as part of a course or curriculum in Connect Training,
or with a URL provided by the Content library. The Presenter viewer delivers rich-media content in a powerful,
interactive format.

Connect Enterprise is a web communication system that lets you quickly and easily view presentations, attend
meetings, and receive training over the Internet using the familiar PowerPoint application, web browsers, and Flash
Player.

Note: Users do not need to have PowerPoint installed in order to view a presentation created with Presenter. Only the
person creating presentations needs to have PowerPoint installed.

Connect Enterprise includes a set of components that provides an integrated solution. Connect Enterprise can be
deployed with some or all of these components:

Adobe Acrobat Connect Professional lets you view and participate in a meeting over the Internet in real time.

Connect Training lets you participate in online training systems including integrated surveys, tracking, analysis, and
course management.
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Connect Events provides tools to manage the full cycle of an event, from registration and qualification of users to
post-event follow-up.

Access your Connect Enterprise Server account
You can access your Connect Enterprise Server account quickly and easily from Presenter.

< From the Adobe Presenter menu, select Manage Account.

Your default web browser opens and the Connect Enterprise Server login page appears.

Note: You can change which Connect Enterprise server appears when Manage Account is selected by clicking Adobe
Presenter menu > Preferences, and in the Connect Enterprise Server tab, selecting a different server in the publishing list,
and clicking Close.

Manage the Connect Enterprise Server publishing list

Presenter provides you with an easy way to maintain a list of Connect Enterprise servers that you publish to regularly.
You can add one or several Connect Enterprise servers to the publishing list. After a server has been added to the
list, it’s easy and quick to publish to that server.

Add a Connect Enterprise server to the publishing list
Before you can publish to a Connect Enterprise server, you need to add information, such as a name and URL
address, to the publishing list. You can add as many Connect Enterprise servers to the list as necessary.

1 In PowerPoint, open a presentation (PPT file).

2 From the Adobe Presenter menu, select Preferences.
3 Click the Servers tab.

4 Click the Add button.

5 Inthe Name text box, enter a unique name for the server. (This is only used locally to help you distinguish between
multiple servers easily.)

6 In the URL text box, enter the exact URL address of the server.

Note: The URL you enter here is the same URL you use to log in to Connect Enterprise Manager. If you do not know this
URL, consult your Connect Enterprise administrator.

7 Click OK.
The server now appears in the publishing list and you can select it in the Publish dialog box.

Note: The server that is highlighted in the publishing list is the one that will be used when you publish to Connect Enter-
prise Server.

8 Click Close.

Edit a Connect Enterprise server in the publishing list
After you have added a Connect Enterprise server to the publishing list, you can edit the server name or URL at any time.

1 In PowerPoint, open a presentation (PPT file).
2 From the Adobe Presenter menu, select Preferences.
3 Click the Servers tab.

4 Select a server in the list and click Edit.
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5 Make any necessary changes to the server name or URL.
6 Click OK.
7 Click Close.

Remove a Connect Enterprise server from the publishing list

You can remove a Connect Enterprise server from the publishing list.
1 In PowerPoint, open a presentation (PPT file).

2 From the Adobe Presenter menu, select Preferences.

3 Click the Connect Enterprise Server tab.

4 Select a server from the list and click Delete.

5 Click OK.

6 Click Close.

Publish to a Connect Enterprise server

After creating and previewing your presentation, you can publish the presentation directly to a Connect Enterprise
server in your publishing list. You can fully integrate Presenter presentations with Connect Enterprise so that, for
example, presentations containing quizzes can have quiz results automatically sent to and managed by a Connect
Enterprise server.

Note: To publish to a Connect Enterprise server, you must be connected to the Internet and have a Connect Enterprise
account.

When you publish to Connect Enterprise, the presentation is published to the Content library. The presentation can
be taken from the Content library, and pulled into Acrobat Connect Professional or Connect Training.

Note: A Presenter presentation must be 100 MB or smaller in size to publish to a Connect Enterprise server. (You can
create a Presenter presentation that is greater than 100 MB in size, but it cannot be published to a Connect Enterprise
server.)

To publish to a Connect Enterprise server, you follow this general workflow: Select a Connect Enterprise server, log
in to Connect Enterprise, select a location for your presentation, enter information about the presentation, and
finally set permissions specifying who can view it.

Select a Connect Enterprise server

The first step in publishing a presentation to a Connect Enterprise server is to select the server from the publishing
list to which you want to publish.

1 In PowerPoint, open a presentation (PPT file).

2 From the Adobe Presenter menu, select Publish.

3 On the left side of the Publish dialog box, select Adobe Connect.

4 Check that the Name and URL information is correct. If the information is not correct or if you need to publish
to a different server, click Server Settings.

5 (Optional) Check the Presentation Information area on the right side. If you want to edit any of the options, such
as Presenter Name or Loop Presentation, click Settings.
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6 (Optional) If you want to publish the presentation source files (PPT and PPC) along with the SWF file, select
Upload Source Files to the Server. This option is useful if multiple authors are working on a presentation or if you
think the presentation will need to be updated later and you want to keep all of the files stored in one location.

7 (Optional) You can change the theme by clicking on the Theme pop-up menu and selecting a different theme.
(The preview is updated to reflect your choices.)

8 Click Publish.
The presentation is created and the Connect Enterprise Login screen appears.

The next section describes how to log in to your Connect Enterprise account.

Log in to Connect Enterprise

The next step in publishing a presentation is to log in to your Connect Enterprise account. You must have an account
and the correct security permissions before publishing a presentation. (To obtain permission to create and update
presentations, contact your Connect Enterprise administrator.)

1 On the Connect Enterprise Login screen, enter your login name (usually your account e-mail address).
2 Enter your password.
3 Click Login.

The next section explains how to select a location in which to save a presentation.

Select a location for the presentation

The third step in publishing a presentation is to select a location in your Connect Enterprise account in which to
store the presentation. After you log in to Connect Enterprise, your personal user folder in the Content library
appears. Select a location in your Connect Enterprise Account library for the presentation.

Note: The Content library displays only your presentations. Other Connect Enterprise content, including SWF files, FLA
files, and JPG files, are not displayed when you view the Content library.

Note: If you have already published the presentation to the server, you are prompted to save over the previous version or
to save the presentation to a new location.

1 In the Adobe Connect Publish screen, navigate to a folder within your Connect Enterprise Account library in
which to store the presentation.

* To open a folder and display its contents, click the name of a folder. The folders and files within that folder are
displayed. The navigation path for links near the top of the browser window is updated to indicate the directory
path to the selected folder.

To publish changes to a presentation already located in the folder, click Update Existing Presentation. The new
version of the presentation overwrites the existing presentation.

* To create a new folder, navigate to the location where you want to add a new folder, click the New Folder button,
enter a name for the new folder, and click Save.

Note: You can create folders only if you have manage permissions for the parent folder.

* To move up to the parent folder (the folder one level above the current folder), click the Up One Level button in
the navigation bar above the content list.
2 Click Publish to This Folder.

The next section explains how to enter descriptive information for the presentation.
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Enter presentation information

The fourth step in publishing a presentation is to provide identification information about the presentation. You
must specify a title for the presentation. You also have the option of adding a custom URL to view the presentation
and a brief description.

1 In the Content Information dialog box, enter a unique name for the presentation in the Title text box.

2 (Optional) In the Custom URL text box, you can create your own URL to view the presentation. This option is
useful if you want to create a URL to view the presentation that can be remembered easily. If you leave this text box
blank, Connect Enterprise automatically creates a generic, but unique, URL for the presentation.

3 (Optional) In the Summary text box, type in a short description of the presentation. (Maximum length of the
summary is 750 characters.)

4 Click Next.

The final step in the publishing process is to set permissions for who can view the presentation.

Set permissions
The final step in the publishing process is to set permissions for the presentation. This establishes who is able to view
the presentation. You have several options available.

1 On the Set Permissions screen, select a permission setting.

* The default permission setting is Same as Parent Folder. If you select this option, the presentation automatically
inherits the same permission profile as the parent folder in which it’s published. For example, if the parent folder
has permission for public viewing, the presentation will also have permission for public viewing.

* To change the permission setting, click Customize. To create a public presentation, select Yes next to the Allow
Public Viewing option. To create a private presentation with a custom permission profile that is different from that
of its parent folder, make sure the Allow Public Viewing option is not selected. Then, create a list of users and
groups with specific permission types. In the Available Users and Groups list on the left, select a group or
individual and click Add. The new user or group now appears in the Current Permissions list on the right.
Continue adding or removing users or groups as necessary.

2 Click Finish.

3 A dialogbox appears and confirms that the project was successfully published to the specified Connect Enterprise
server. Click OK.

The Content Information dialog box appears. This screen lists important information about the presentation,
including the URL for viewing. If you click the URL, the presentation is displayed and begins to play. To share the
presentation with others, you can send them the URL by clicking E-mail Link, or by cutting and pasting the URL
into an e-mail. (For users to view the presentation, the published presentation or the folder containing the presen-
tation must have the correct permissions set.)

4 Click OK to complete the publishing process.

Add a Presenter presentation to an Acrobat Connect Professional meeting

Adobe Presenter lets you create e-learning content and high-quality multimedia presentations containing slides,
streaming audio, synchronized animation, and navigation controls rapidly using Microsoft PowerPoint as a base.

After you have published a Presenter presentation to Connect Enterprise, you can add the presentation to an Acrobat
Connect Professional meeting by bringing the presentation file into the meeting from the Content library or directly
from your computer. When viewing the presentation in Acrobat Connect Professional, you have complete control
over the screen side, slide navigation, and audio.
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Note: Adobe recommends adding presentations to an Acrobat Connect Professional meeting from the Content library.
Presentations uploaded directly from your computer and into an Acrobat Connect Professional meeting do not support
some Presenter features. For example, if you share the presentation PowerPoint (PPT) file, presenter photos, presenter
logos, and the Thumbnail pane are not displayed.

Add a presentation from the Content library to an Acrobat Connect Professional meeting

Adding a presentation to an Acrobat Connect Professional meeting from the Content library is a good method to
use if you publish all of your presentations to the library and manage them from that location. (You also have the
option to add a presentation to an Acrobat Connect Professional meeting directly from your computer.)

1 Open your web browser and navigate to your Connect Enterprise server.
2 Log in using your login name and password.

3 Click the Meetings tab.

4 Select a meeting from the list.

5 Click Enter Meeting Room.

The Acrobat Connect Professional Meeting appears.

6 Select Pods menu > Share > Select from Content library.

7 Select the presentation and click Open.

8 The Presenter presentation appears in the Acrobat Connect Professional meeting.

Add a zipped presentation from your computer to an Acrobat Connect Professional meeting

If you have a Presenter presentation stored on your computer, you can add the presentation directly from that
location into an Acrobat Connect Professional meeting. This is a good method to use if you need to place a presen-
tation into an Acrobat Connect Professional meeting, but the presentation has not been published to the Content
library. For example, you might have a presentation that you have not published because it is incomplete, but you
want to show a preliminary version in an Acrobat Connect Professional meeting.

Note: Adobe recommends adding presentations to Acrobat Connect Professional Meeting from the Content library.
Presentations uploaded directly from your computer and into an Acrobat Connect Professional meeting do not support
some Presenter features. For example, if you share the presentation PowerPoint (PPT) file, presenter photos, presenter
logos, and the Thumbnail pane are not displayed.

1 In Presenter, publish your presentation locally and select the Zip files Output Option. (To do this, click the Adobe
Presenter menu, select Publish, click My Computer, select the Zip file option, and click Publish.)

2 Open your web browser and navigate to your Connect Enterprise server.
3 Log in using your login name and password.

4 Click the Meetings tab.

5 Select a meeting.

6 Click Enter Meeting Room.

The Acrobat Connect Professional meeting appears.

7 From the Share pod, select Documents > Select from My Computer. (If a Share pod is not open, click the Pods
menu and select Share > Share.)

8 Navigate to the presentation folder on your computer.

9 Select the presentation zip file and click Open.
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10 The Presenter presentation appears in the Acrobat Connect Professional meeting.

Add a presentation PowerPoint (PPT) file from your computer to an Acrobat Connect Professional meeting
1 Open your web browser and navigate to your Connect Enterprise server.

2 Log in using your login name and password.

3 Click the Meetings tab.

4 Select a meeting.

5 Click Enter Meeting Room.

The Acrobat Connect Professional meeting appears.

6 From Share pod, select Documents > Select from My Computer. (If a Share pod is not open, click the Pods menu
and select Share > Share.)

7 Navigate to the presentation PowerPoint (PPT) file.

8 Select the PPT file and click Open.

9 The Presenter presentation appears in the Acrobat Connect Professional meeting.

View a presentation in an Acrobat Connect Professional meeting

After you publish a presentation to a Connect Enterprise server and then add the presentation to an Acrobat Connect
Professional meeting, the presentation is ready to view. All of the features in the presentation, such as audio, synchro-
nized animation, quizzes, and presenter information, appear.

Note: If you upload your presentations directly from your computer and into an Acrobat Connect Professional meeting,
some Presenter presentation features, such as presenter photos and presenter logos, are not supported. Adobe recom-
mends adding presentations to Acrobat Connect Professional meetings from the Content library.

If the presentation contains quiz or survey questions, user interactions with the questions are fully tracked by the
Connect Enterprise server as part of the meeting’s reports.

The layout of a Presentation consists of the following parts:
Presentation The main part of the window, which displays the presentation slides.

Presentation sidebar An area on the right side (default location) of the browser window that shows the name of the
presentation, the presenter information, and the Outline, Thumb, Notes, and Search panes (if you have added the
panes to your theme) The Presentation sidebar is shown in Normal view; it is hidden in Full Screen view.

Presentation toolbar A control bar at the bottom of the presentation, which gives you control over the presentation
playback, audio, attachments, and screen size.

See also

“Preview a presentation” on page 152

Viewing the Outline pane

Most presentations have an Outline pane on the sidebar. The Outline pane lists the title and duration of each slide.
Use the Outline pane to display information and to enable users to move to individual slides in the presentation. You
can omit the Outline pane from the sidebar. At this time, it is not possible to show the slide outline in a read-only
format; if the outline is showing, users will be able to click the slides listed.
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Note: Quiz slides are not, by default, listed in the Outline pane. If you want quiz slides to appear in the Outline, open
the Quiz Manager, click Edit Quiz Settings, and select the Show questions in outline option.

Note: If you have a Windows XP English PC and need to view double-byte unicode characters (for example, Japanese
characters) in the outline pane, you should have the Arial Unicode MS font installed on your computer.

% Click the Outline pane in the sidebar on the right side.

The Outline pane contains the following features:

* The current slide is highlighted with a glow color. (This color can be changed in the theme.)
* The entire slide title appears when the pointer is held over the title.

* The duration of the slide is shown next to each slide.

* You can move to any slide in the presentation by clicking the slide title in the Outline pane.

‘humbnails  Notes Search

d and intrc B

0 Minutes 28 Seconds Remaining

The Outline pane
A. Selected slide currently previews B. Hover cursor over title to see the entire title

View the Thumb pane

Presentations can have a Thumb pane on the sidebar. The Thumb pane shows a small picture of each slide, the slide
title, and the slide duration. You can use the Thumb pane to see the contents each slide quickly and to move to a
specific slide in the presentation.

Note: If you upload your presentations directly from your computer and into an Acrobat Connect Professional meeting,
the Thumb pane is not displayed. Adobe recommends adding presentations to Acrobat Connect Professional meetings
from the Content library.

% Click the Thumb pane in the sidebar on the right side.

The Thumb pane contains the following features:

* The current slide is highlighted with a glow color. (This color can be changed in the theme.)
* The entire slide title appears when the pointer is held over the title.

* You can move to any slide in the presentation by clicking the slide title in the Thumb pane.

View slide notes
When creating a presentation in PowerPoint, you can enter notes for individual slides. If any slide notes exist, they
can be displayed in the Presentation.

Note: Using slide notes is optional.

When slide notes appear, they are located on the right side of the presentation window. You cannot change the size
of the slide Notes pane.

+ Click the Notes pane in the sidebar on the right side.
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The Notes pane contains the following features:

* The complete notes text is displayed. (The text is unformatted and cannot be edited directly on the pane.)

Search for text in a presentation

Users can use the Search pane (if you have included it in your theme) to find specific text in a presentation. For
example, in a presentation that serves as a company human resources handbook, a user might search for the word
vacation to find text about vacation leave policies.

1 Click the Search pane in the sidebar on the right side.
2 Type the text to search for directly into the text box. (Search is not case-sensitive.)
3 Click the Search button.

Search results are displayed below the text box. Click any slide title in the results list to display that slide.

Outfine  Thumbnails  Notes

OSHA o

wund and intro...

0 Minutes 28 Seconds Remaining

Using the Search pane
A. Text box B. Search button C. Results

Use the presentation toolbar
You can control the presentation appearance and playback by using the toolbar located at the bottom of the presen-
tation.

> 4 M | Shide 1/9 | Stopped

The toolbar that appears in the published presentation contains useful buttons, controls, and messages.
A. Play B. Back C. Forward D. Position marker in slide progress bar E. Current slide time F. Total slide time G. Audio volume
H. Attachments I. Show/Hide sidebar

% Click any of the following buttons and features on the toolbar.
Play/Pause button Pauses and then resumes play of the current slide.
Back button Moves to the previous slide in the presentation.

Forward button Moves to the next slide in the presentation.

Slide progress bar Shows and controls the playback location within the current slide. The position marker moves as
the slide plays. You can drag the marker arrow forward or back in the current slide to change your location within
the slide playback. You can also click a specific location on the progress bar to move the slide marker position and
slide playback to that position. (If you added a video file, such as a “talking head” video file of a person speaking, the
slide progress bar also controls the video.)

Current slide number Shows the number of the currently displayed slide and the total number of slides (for example,
Slide 2 out of 10).

Status Shows the status of the current slide, such as Playing, Stopped, No audio, or Presentation complete.
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Time Shows the current slide time and the total slide time as the slide plays (for example, 00.02/00.05).
Audio volume Shows the volume level that is set for the slide.

Attachments Displays a small window showing any attachments (for example, documents, spreadsheets, images,
URL addresses, and so on) that have been added.

Show/Hide sidebar and toolbar Shows or hides the sidebar and toolbar.

Note: The behavior of the Forward button, Back button, and slide outline can be affected by settings in the Quiz
Manager. For example, if a learner must pass a quiz before continuing, clicking the forward button or a slide in the
outline that is beyond the quiz slide will have no effect unless the learner has passed the quiz.

Switch between viewing modes
You can view Presentations in two modes:

Normal The default viewing mode. It includes the presentation toolbar at the bottom of the browser window and the
presentation sidebar.

Full-screen An optional viewing mode in which the presentation toolbar is removed and the size of the presentation
slides increases to fill your browser window.

1 Click the Full Screen button at the bottom (lower right) of the Presenter viewer.

If the presentation outline was originally visible, the Presentation switches to full-screen mode without a presen-
tation sidebar. If a presentation outline is not originally visible, the Presentation switches to full-screen mode with
no toolbar.

2 Click the Full Screen button again to change viewing modes.

If presentation controls are originally visible, the presentation switches to full-screen mode without a presentation
outline or presentation toolbar. If a presentation toolbar is not originally visible, the presentation switches to normal
viewing mode with or without a presentation outline.

Navigate between slides
You can navigate between slides during playback by using the search pane, the presentation toolbar, or the presen-
tation Outline or Thumb pane.

Note: The Outline pane and Thumb pane are optional. Set panes for presentations using the Theme Editor in Presenter.
< Do one or more of the following:

» Click the Previous slide button [l in the presentation toolbar to move to the previous slide.

* Click the Next slide button [E in the presentation toolbar to move to the next slide.

* Click the title of a slide in the presentation Outline or Thumb pane to move to any individual slide in the presen-
tation.

* Use the Search pane to find specific slides.

Navigate within the current slide
% Do one or more of the following:

* Click the Pause button [l[lJ on the presentation toolbar to pause slide playback.
+ Click the Play button [EZ on the presentation toolbar to resume slide playback.

* Drag the position marker arrow on the slide progress bar forward or backward to change your location within the
slide’s playback.
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Adjust the presentation audio

You can turn the presentation audio on and off or control the volume by using the audio button on the presentation
toolbar. Examples of presentation audio that the audio button can control include audio imported into a slide and
audio in an embedded SWF file (for example, a “talking head video”).

Note: Not all slides or presentations contain audio.

If a slide does not have any audio, the text No audio appears as the slide status on the slide progress bar. The slide still
has an audio length and appears for that period of time before the next slide appears. This time is set by the presen-
tation speaker.

% To change the audio level, click the Audio button [J) in the presentation toolbar and move the volume bar up or
down. Moving the volume bar all the way to the bottom mutes the audio completely.

Viewing a presentation in Connect Training

You can use Presenter presentations within Connect Training courses. This enables you to quickly create e-Learning
courses for formal assessments, compliance training, or information sharing. The new curriculum feature allows you
to make your presentations part of a learning path. Quiz and survey results are tracked on a user-by-user and
question-by-question basis. The results data can be viewed in Connect Training reports.

Using presentations with Connect Events

Connect Events is a new application that provides tools to manage the full cycle of an event, from registration and
qualification of users to post event follow-up. The Connect Event dashboard and reports include user demographic
information, registration, and tracking at the individual user level. Connect Enterprise generates exportable files in
CSV format for import into CRM and other systems.

Note: If you want to use an existing Presenter presentation as an event, it is important to rename the presentation and
republish the presentation to a different location and different folder in the Connect Enterprise Content library. This
ensures that reporting information for the event does not include reporting information from prior events.

Using presentations with third-party learning management systems

Presenter lets you use presentations with any SCORM or AICC compliant learning management system (LMS). Use
the Reporting tab in the Presenter Quiz Manager to choose the correct reporting settings for the LMS and to create
a content package that can be uploaded to the LMS.

Troubleshooting presentations

Optimizing Flash (SWF) files
Each slide in a presentation is loaded as an individual external Flash asset and can be augmented with any SWE file.
When working with embedded SWF files, follow these guidelines:

* Author the Flash SWF file at 30 frames per second. Presenter presentations are created at 30 frames per second,
so Flash files with the same setting can be integrated into the presentation smoothly.

* In Flash, set the maximum canvas size to 720 x 540 pixels.

» Don't use _root or absolute movie clip references. Use relative paths in the MovieClip object references, not _root.
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* The SWF file you want to embed must not attempt to make any changes outside its own file. Therefore, the code
cannot refer to the following variables: _1evel#, global, Or stage.

Control inserted SWF files

If you added a SWE file to a presentation, but are having trouble using the Presenter playbar (Stop, Pause, Play, or
other buttons) to control the SWF file in the viewer, you may need to change a setting.

Note: SWF files authored at 30fps work best in presentations.

Specify how an inserted SWF file is controlled
1 In PowerPoint, open a presentation (PPT file) that contains an added SWEF file.

2 From the Adobe Presenter menu, select Presentation Settings.

3 Click the Flash Files tab.

4 Select one of the Flash files in the list.

5 Select the Controlled by Presentation Playbar option.

You will now be able to control the selected Flash file by using the Presenter playbar in the published presentation.

6 Click OK.
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Chapter 8: Managing the Adobe Connect
Enterprise Account

The Adobe Connect Enterprise account

About account administration

Adobe Connect Enterprise Server 6 administrators are users who manage the Connect Enterprise Server application
for their entire organization. Typically, administrators control all aspects of accounts and perform such tasks as
creating custom user groups and assigning users to groups. If you are an administrator, use the following links at the
top of the Administration tab in Connect Enterprise Manager to do your work:

Account Manage the account settings that are unique to your organization and generate reports using the Report link.
Users And Groups Manage new and existing users, groups, and guests.

Customization Customize Connect Enterprise Server for your organization. This link is available only if your
organization purchased Customization features.

Service Plan Access more information, if your organization signed up for its Adobe Connect Enterprise account on
the web.

Administration Dashboard Monitor quota usage of your organization’s Adobe Connect Enterprise account.

About the administration workflow
To get the best results when administering your account, follow this workflow:

1. Define parameters for Connect Enterprise Server users and customize the look of Connect Enterprise
Server.

First, use the account management features to specify information about your Connect Enterprise Server account
such as a default language and time zone. If your organization purchased Customization features, you can also use
the account management features to change the look of the Connect Enterprise Server user interface.

2. Define attributes of user profiles.

Define the attributes, such as custom fields, of your organization’s Connect Enterprise Server account user profiles,
as well as the login and password rules that Connect Enterprise Server users must follow.

3. Add users and groups.

After you define the user profile, login, and password attributes and rules, you can add users and groups to the
Connect Enterprise account.

4. Use the Connect Enterprise account maintenance tools.

After Connect Enterprise is operational and you have set up users and groups in your organization’s account, you
can use the Account Summary, Reports, and Administration Dashboard features to monitor system usage.
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About your organization’s Connect Enterprise Server account

The Account Summary page appears when you click the Administration tab. It gives information about your organi-
zation’s Connect Enterprise Server account, and it provides feature information, such as descriptions of the applica-
tions and products that are enabled for this account.

General account information
The Account Information section shows profile details for the entire Connect Enterprise Server account. It contains
the following information:

Name The name of your Connect Enterprise Server account.

Domain The domain where your Connect Enterprise Server account resides.
Default Language The language in which you manage your account.

Default Time Zone The time zone set for your account.

Event User Policy (If Events is part of your Connect Enterprise Server account.) The rules you follow when regis-
tering guests and full users for Events.

Expiry Date The expiration date for your account.

Primary Contact The individual who was named as the primary contact when the Connect Enterprise Server
account was established for your organization.

Primary Contact E-mail The primary contact’s e-mail address.

System and application feature information

Under the Features heading, you see information about your organization’s Connect Enterprise Server account. The
check mark by the application name means it is enabled. The information displayed relates to the pricing model and
quotas that your organization uses for this application.

System Features In Bandwidth Per Month shows the amount of data transmitted to or from your Connect Enter-
prise Server account monthly compared to the amount of bandwidth you are allowed to use. Disk Usage (MB) shows
the amount of hard disk space consumed by your Connect Enterprise Server account compared to the amount of
disk space you are allowed to use.

Presentation The number of authors in your installation compared to the number that is permitted.

Training The pricing model that your organization uses for training. Training managers lists the number of
managers in your installation compared to the number that is permitted. Named Training Learners lists the number
of learners that have been added to the learners group compared to the number that is permitted. (Only members of
this group can view training content.) Training Concurrent Learner License Limit lists the number of users who can
simultaneously view training content.

Meeting The pricing model that your organization uses for attendees. Meeting Administrators lists the number of
administrators in your installation compared to the number that is permitted. Meeting Peak Concurrent Users lists
the number of users who can simultaneously attend meetings. (The Soft Limit is the amount of quota that was
purchased and the Hard Limit is the amount of quota that is enforced.) The Concurrent Users Per Meeting is the
number of users who can simultaneously attend a single meeting.

Seminar Rooms The number of administrators in your installation compared to the number that is permitted.
Event Management The number of administrators in your installation compared to the number that is permitted.

Under the Advanced Features heading, you see advanced features that your organization has purchased, such as the
following:
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FlashPaper An Adobe product that enables you to convert HTML, Microsoft Word, and PowerPoint files into Flash
documents for the web.

Customization and Rebranding A feature that allows you to customize and brand your Connect Enterprise Server
installation for your organization.

Secure Connection/Non-secure Connection A feature that determines whether your Connect Enterprise Server
installation uses SSL to encrypt all communication between the server and connected users.

Connect Enterprise pricing models and quotas

When you click the Administration tab and the Account Summary page appears, the information under the Features
heading shows which Connect Enterprise applications are enabled for your organization’s Connect Enterprise
account, as well as the pricing model, quota, and usage information for each. The pricing model determines how
your organization pays for its Connect Enterprise usage and is associated with the quota and usage information that
you see under System Features. There are different models for training and meetings.

Training pricing models
There are two pricing models for training, the concurrent learner model and the named learner model:

Named learners This applies a limit, which is based on how many users can have a valid user account on the system.
Only users with valid accounts may be active in courses or curriculums.

Concurrent learners This limits how many learners can be active in all courses or curriculums at the same time.

Meeting pricing models
As with training, there are two pricing models for meetings; you see the information appropriate for the model that
your organization purchased:

Concurrent attendee This model applies a limit that determines how many participants can be active in a meeting
at the same time. Attendees in a seminar are not affected by this limit.

Named organizer This model applies a limit that determines how many users can initiate meetings. Each named
organizer can initiate only one active meeting at a time, and each meeting is limited to the number of participants
specified in the license file. A named organizer must be present to start a meeting, and a meeting ends if all named
organizers leave the meeting.

Pricing model rules

Concurrent and named users cannot mix. That is, you cannot have quotas for named organizers and concurrent
users in the Meeting application at the same time, nor can you have named learners and concurrent learners in the
Training application.

However, you can have named organizers in the Meeting application and concurrent learners in the Training appli-
cation at the same time, or you can have concurrent users in the Meeting application and named learners in the
Training application at the same time. In other words, the Meeting and Training applications are treated separately.

Seminar room quotas

Seminar rooms are treated individually and do not affect any other quotas. There is a seminar attendee limit, which
determines how many participants can be active in a particular seminar at the same time. The limits apply to each
seminar room independently.
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At least one Connect Enterprise user with presenter or host rights for the seminar must be in the room in order for
others to enter, even if the seminar is a public meeting. A seminar ends if all meeting users with presenter or host
rights leave the meeting.

See also

“About seminars” on page 116

Edit Connect Enterprise Server account information

Most of the account information on the Account Summary page derives from your organization’s Connect Enter-
prise Server installation and cannot be changed through Connect Enterprise Manager. As the administrator, you can
modify the following for your Connect Enterprise Server account: the default time zone, the default language, the
Event user policy (if Events is part of your Connect Enterprise Server account), and the primary contact information.

The information that you modify here applies to the entire Connect Enterprise Server account. (To change your own
user account profile information, click My Profile in the upper-right corner and use the Edit My Preferences option.)

1 Click the Administration tab at the top of the Connect Enterprise Manager window.
2 Click Edit Information.
3 Do any of the following, as appropriate:

* To change the default language, select a language (English, French, German, Korean, or Japanese) from the Default
Language pop-up menu.

+ To change the default time zone, select a time zone from the Default Time Zone pop-up menu.
* To change the rule for event registrants, select an option from the Event User Policy pop-up menu.

Note: The Event user policy can be set account-wide here on the Account Information page or set on a per-Event basis.
If the two settings conflict, the account-wide setting takes precedence over the individual Event setting (this gives Admin-
istrators control over what options are available to Event managers). If you want to give Event managers the flexibility
to change the setting for individual Events, on the Account Information page select the option to allow Event manager

to choose whether registrants are guests or full users.

* To change the contact information, enter a first name, last name, and e-mail address in the Primary Contact text
boxes.

4 Click Save.

Viewing the Administration Dashboard

The Administration Dashboard link on the Administration tab lets you see a graphical representation of your usage
information. Five bar graphs display the following information:

* Authors quota (the number of authors your Connect Enterprise Server account allows)
» Learners quota

* Meeting administrators (hosts) quota

* Monthly bandwidth (in kilobytes)

* Disk space per month (in kilobytes)

The grey bar represents your current usage, and the dark green bar represents your limit. You can use both these bars
to obtain the following information:
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* The height of each bar falls within a specific range, but you can move the pointer over either bar to see the precise
maximum figure for that bar.

* If you click either bar in a group quota graph, a group information page appears. The page lists the name and a
description of the group and contains a View Group Members button that you can click to view current members
and add new members.

* The monthly bandwidth and disk space graphs reflect the information shown under the Features header on the
Account Summary page.

Customize Connect Enterprise

If your organization purchased the Connect Enterprise Customization features, the Customization link is enabled
on the Administration tab. The Customization features let you adapt the appearance of your Connect Enterprise
Server installation to match your organization’s identity.

Seealso

“About Acrobat Connect Professional meetings” on page 29

Customize the Connect Enterprise Manager Ul
Use the Customize Banner link to customize the following elements of the Connect Enterprise Manager user
interface (UI):

* Background color.
* Top links text color (for the My Profile, Help, and Logout links in the upper-right corner).

* Navigation text color (for the links below the tab bar).

Selection highlight color.

Table header color (for the bars that identify page titles or columns on list pages).

* Banner logo, the image that appears in the upper-left corner of Connect Enterprise Manager. This image is
clickable, and takes the user to the web address you specify. The image must be a JPEG, PNG, GIF, or BMP file
and must be 275 x 50 pixels.
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Customize Banner settings
A. Banner logo B. Navigation text C. Selection highlight D. Table header

1 Click the Administration tab.
2 Click Customization.

3 To change the color of the background, top links text, navigation text, selection highlight, or table header, click
the item name in the list to the right of the color grid; then click a color in the grid or type a color code, such as
#33CC66, directly into the text field. The color swatch at the top of the grid changes to the color you clicked in the
grid or specified in the text field.

To change the color swatch to the previous setting, click Clear. To restore all colors and the banner logo to the
Connect Enterprise Server defaults, click Reset To Default.

4 To select a banner logo, click Browse below the Banner Logo heading and browse for the logo image (JPEG, PNG,
GIF, or BMP file). If you don't select a logo, the Connect Enterprise logo appears in the banner.

5 Click Apply to save your changes.

Your changes appear in five to ten seconds; alternatively, you can refresh the page.

Note: After selecting a new banner logo, the logo is displayed in the preview area. When you click Apply to save your
changes, the banner preview area may change and once again display the default banner. This behavior is a result of

cache settings, particularly how the cache is set to check for and update new items, in your web browser. Users, however,
will see the new banner logo.
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Customize the Connect Enterprise login page

Use the Customize Login link to customize the Connect Enterprise login page. You can modify any of the following
attributes:

* Meeting title color
* Login text color
* Background color (login area color)

* Main logo image, which must be a 410 x 310 pixel JPEG, PNG, GIF, or BMP file

Customize Login settings

A. Main logo B. Meeting title C. Login text D. Background
1 Click the Administration tab.

2 Click Customization.

3 Click Customize Login.

4 To change the color of the meeting title text, login text color, or background color, click the item name in the list
to the right of the color grid; then click the color in the grid. The color swatch at the top of the grid changes to the
color you clicked.

To change the color swatch to the previous setting, click Clear. To restore the original setting, click Reset To Default.

5 To select a main logo, click Browse below the Main Logo heading and browse for the logo image (JPG, PNG, GIE,
or BMP file). If you don't select a logo, the Connect Enterprise logo is used as the main logo.

6 Click Apply to save your changes.

Your changes appear in five to ten seconds; alternatively, you can refresh the page.
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Note: After selecting a new main logo, the logo is displayed in the preview area. When you click Apply to save your
changes, the main logo preview area may change and once again display the default logo. This behavior is a result of
cache settings, particularly how the cache is set to check for and update new items, in your web browser. Users, however,
will see the new main logo.

Customize the appearance of an Acrobat Connect Professional Meeting

You can use the Customize Meeting option to modify the appearance of Acrobat Connect Professional Meeting. The
settings you apply here appear in every meeting created in your organization’s account. (However, these settings do
not affect the meeting layout, which the host designs to accommodate the meeting’s function.) The Customize
Meeting option allows you to change the following:

Highlight color of the item selected in a primary menu

Highlight color of the item selected in a secondary menu (the cascading menu that appears after the user selects
an item in the primary menu)

Button rollover color (the color outline that appears around a button when you move the pointer over it)

* Background color

Title bar color (the color of the pod title)

Meeting logo (a 50 x 20 pixel JPG, PNG, BMP, or GIF file to use for your organization’s meetings)

Meeting URL (a website to which users are directed when they click the meeting logo)

A B C D E

Customize Meeting settings

A. Meeting logo B. Menu highlight 1 C. Menu highlight 2 D. Title bar E. Background
1 Click the Administration tab.

2 Click Customization.

3 Click Customize Meeting.
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4 To change the color of the menu highlights, button rollover, background, or title bar, click the item name in the
list to the right of the color grid; then click a color in the grid. The color swatch at the top of the grid changes to the
color you clicked.

To change the color swatch to the previous setting, click Clear. To restore the original setting, click Reset To Default.

5 To select a meeting logo, click Browse below the Meeting Logo heading and browse for the logo image (JPEG,
PNG, GIE or BMP file). If you do not select a logo, the Connect Enterprise logo is used.

6 To specify a URL for the meeting logo, enter the URL in the Logo URL text box. (This is the URL of the website
users go to when they click the logo.)

7 Click Apply to save your changes.

Your changes appear in 5 to 10 seconds; alternatively, you can refresh the page.

Account reports

About account reports

When you click the Administration tab, the Account Summary page appears. On this page, you can click the Reports
link to access several reports.

Training Reports
This feature summarizes learner quota information (number of learners compared with the number allowed).
Training reports are not downloadable.

Meeting Reports

This feature shows the maximum number of attendees supported by Acrobat Connect Professional at one time
(concurrent peak) for the current month compared with the allowable quota, and the number of users currently
participating in active meetings, both live and non-live.

This information is followed by a list of active meetings (that is, meetings currently in progress). You can use this list
to monitor meetings, and you can click a meeting name to intervene. For example, if you must free up spaces for
another meeting, you can enter an active meeting and send the host a message saying that some people must exit
from the meeting.

Meeting reports are not downloadable.

Event Reports

This feature shows the number of active (current) events for the Connect Enterprise account, and a list of these. For
each, the report shows the event name, number of registered users, event start date, and event completion date. You
can click the name of a specific event to open the Event Information page for this event and see more information.
Some Event reports, such as the attendee/absentee reports, are downloadable.

Downloadable Reports
This feature provides the ability to download five different kinds of reports as CSV files that you can export to
external systems, such as spreadsheets. You can download the following reports:

* Interactions report

» Users report
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* Assets report

* Questions report

* Slide Views report

You can also apply report filters that show data for specified time periods or users.

When you download a CSV file, you have the option of saving or opening the report. If you are running Connect
Enterprise Manager in an Internet Explorer browser and choose to open the report, Windows automatically opens
it in Excel. In this case, the information is difficult to read because you must double-click each cell to see its infor-
mation.

Another option is to save the CSV file to your desktop and open the file from Notepad, which makes it easier to read.
(To open Notepad, select Start > Accessories > Notepad.)

See also

“Setting and removing report filters” on page 99

Download a report
1 Click the Administration tab.

2 Click Reports.

3 Click Downloadable Reports.

4 Click one of the Download Report Data buttons.
5 Click Open or Save, as appropriate.

Note: Each downloaded report that you save is named ‘data.csv” by default. When you save the file, give it a unique
identifying name; for example, “interactionsMarch05.csv.”

Where appropriate, you can further define the information for a particular downloadable report by using report
filters.

See also

“Setting and removing report filters” on page 99

About the Interactions report

This report summarizes user access. A unique transaction ID is generated each time a user attends a meeting, attends
a seminar, views content, takes a course, or accesses a curriculum. The Interactions report presents the following
data:

Column name Description
transaction-id Unique ID for this transaction
sco-id Unique ID used by Learning Management System (LMS) to identify different

Shareable Content Objects (SCO)

type Type of object accessed, such as content, meeting, or event
name Object name as it appears in the content listing
url Object that the user accessed
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Column name Description

principal-id Unique ID for the user

login Name of user who accessed this transaction

user-name Unique user name

score The user’s score

status Status of transaction: passed, failed, complete, or in-progress
date-created Date this transaction occurred

date-closed Date this transaction ended

The Interaction report excludes certification numbers and max scores.

About the Users report
This downloadable report lists users and associated profile attributes using data listed in the following table:
Column name Description
principal-id Unique ID for the user
login Unique user identifier
name Unique user name
email User’s e-mail address.
manager The login of the user’s manager (manager is always set to NULL.)
type User or guest (type is always set to user.)

Data is generated in this view whenever a user creates, updates, or deletes a user.

If you select the Include Custom Fields option, custom information from user profiles is added to the report. When
customizing user profiles, there are three mandatory fields (first name, last name, and e-mail) and you may include
up to 8 additional custom fields to be included in the Users report.

The Users report excludes the following information:
* Password, which is not stored in plain text.
* Time zone and language, which are not available in human readable form; for example, PST is 323.

Note: Deleted users do not appear in the Users report. Deleted users continue to exist in the Interactions report.

About the Assets report

Data is generated in an Assets report whenever a user creates a meeting, event, seminar, curriculum, or course, or
uploads content. The reportlists the following data on system objects (such as meetings, content, courses, and so on):
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Column name Description

sco-id Unique ID used by Learning Management System (LMS) to identify different
Shareable Content Objects (SCO)

url Unique identifier for the object

type Either a presentation, course, FLV file, SWF file, image, archive, meeting, curric-
ulum, folder, or event

name Object name as it appears in the content listing

date-created Date on which the object is scheduled to begin

date-end Date on which the object is scheduled to end

date-modified Date this object was modified

description Object summary information entered when a new meeting, content, course, or

other object type is created

About the Questions report

The Questions report lists responses to questions and quizzes from all the Connect Enterprise applications. Data is
generated in this report whenever a user answers a quiz question in a course or curriculum, answers a registration
question, responds to a poll in a meeting or seminar, or adds a custom form to a meeting, seminar, course, or
curriculum. The report provides the following information:

Column name Description

transaction-id Unique ID for this transaction

question Text of the question

response User’s response to the question

score Number of points awarded for the response
principal-id Unique ID for the user

date-created Date the record was created

If a question has multiple answers, each answer is presented in its own row.
The Question report excludes the following information:
* Correct or Incorrect, which can be determined by checking for a non-zero score

* Date answered, which does not exist in the version 410 schema

About the Slide Views report

The Slide Views report describes the slides or pages viewed by Connect Enterprise users. Report data is generated
whenever a user views content, a course, or a curriculum. The report provides the following data:
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Column name Description

transaction-id Unique ID for this transaction

page Number of the slide or page that was viewed
date-created Date of the viewing

principal-id Unique ID for the user

Generate a Custom URL Management report

Connect Enterprise lets you create custom URLs for meetings, training, events, or seminars. A custom URL is a name
that is easy to remember, and it is appended to the domain name of your Connect Enterprise server. Users can create
a custom URL when they set up a Connect Enterprise function (a meeting, an event, and so on). If the function to
which the custom URL was initially assigned is subsequently deleted, the custom URL can be used for another
Connect Enterprise function by another user.

You can use the Custom URL Management report to obtain information about the owner and attributes of a specific
custom URL.

1 Click the Administration tab.
2 Click Reports.
3 Click Custom URL Management.

4 In the Search For text box, enter the custom URL you are searching for, and click Search. You must type in the
exact custom URL text for the report to display. (The text is not case-sensitive, though, so typing in “meeting123” is
the same as “Meeting1237)

The page displays the Content Information report, which provides the following information:

Title The title of the meeting, content, course, curriculum, seminar, or event that is using this URL.
Type The type of function this URL is being used for (meeting, content, training, and so on).

User The individual who is using the URL.

URL The full path of this custom URL.

Date Created The date and time the function using this custom URL was created.

Date Modified The date and time the function using this custom URL was modified. If it was never modified, the
creation date is shown.

Connect Enterprise permissions

About Connect Enterprise permissions

The permissions structure of Connect Enterprise protects the integrity of data. In Connect Enterprise, every user
account has specific access permissions to the application’s information repositories and features. The Connect
Enterprise administrator’s job is to create, add, remove, and manage user accounts and their permissions, for both
individual users and groups. The administrator performs these tasks using the Administration tab, which is not
available to other Connect Enterprise users.
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To manage user accounts and permissions for users and groups, click the Administration tab at the top of the
Connect Enterprise Manager window, and then click the Users And Groups link below the tab names.

Connect Enterprise information is stored in libraries, each of which is associated with a different activity and appli-
cation, and each application is represented by its own tab in Connect Enterprise Manager. The libraries are Content,
Training, Meetings, Seminar, and Event but you see only the tabs for the applications that your organization
purchased.

Each file and folder in the Connect Enterprise libraries has different access permissions for different users. These
folder and file permissions are set in one of the following ways:

* By the creator of the folder or file
* By the Connect Enterprise administrator
* According to membership in a Built-in group (for example, the Administrators group, the Authors group, and so on)

The permissions associated with a specific file or folder are called its permission profile.

Although there are four permission settings (Manage, Publish, View, Denied) that apply across all the Connect
Enterprise libraries, not all the libraries have the same combination of these permissions, so you must be aware of
the permissions that apply to each library.

In addition, there is another set of permissions that can be assigned to a file or folder: attendance permissions, which
designate the access permissions and the role of each attendee in a meeting, training, event, or seminar. Whereas
Connect Enterprise library permission types address who can manage library files, attendance permissions designate
what role an attendee plays in a specific meeting, training, event, or seminar, and who can view Connect Enterprise
library content. (For example, the Meetings application provides the attendance roles Host, Participant, and
Presenter.) Attendance roles are defined by the user who creates the meeting, training, event, seminar, or content. As
an administrator, you might be less involved with attendance permissions.

See also
“About Built-in groups” on page 233

“About library permissions” on page 14

Multiple permissions precedence

If a user belongs to one or more groups, it is possible that multiple permissions apply to a single file or folder. In such
a case, the user’s permissions are resolved as follows (higher numbered levels take precedence):

Level 1 If the user has View, Publish, or Manage permissions through group-acquired permissions, the permission
granting the greatest access to features applies. These three group permissions are additive.

Level 2 If the user has any Denied permission through group-acquired permissions, all group-acquired View,
Publish, or Manage permissions are removed and the user is not allowed access.

Level 3 If the user has View, Publish, or Manage permissions through user-specific permissions, these are additive
to the corresponding group-acquired permissions. In addition, these override any group-acquired Denied
permission.

Level 4 Ifthe user is specifically assigned the Denied permission setting through user-specific permissions, the user
is denied access regardless of any group-acquired permissions.

Level 5 If the user is a member of the Administrator group, the administrator permission applies, regardless of any
other individual or group setting.
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Level 6 If there are no permissions applied by either user or group (and none is inherited from a parent folder), the
user cannot access or perform any actions on the folder or file.

The following table illustrates the way that group and user permissions apply:

Group G1 permis- | Group G2 permis- | Union (G1, G2) User permissions | Resulting permis-
sions sions permissions sions

View Publish Publish Manage Publish+Manage
Manage None Manage Publish Publish+Manage
Denied Publish Denied Manage Manage

View Manage Manage View Manage

Manage None Manage Denied Denied

None None None None None

Here are some facts to keep in mind about permission precedence:

Setting user permissions Keep in mind that user-specific permissions are additive to the corresponding group-

acquired permissions and override any group-acquired Denied permissions. Individual Denied permissions also

override any group-acquired permissions.

User permissions take precedence over all group-acquired permissions. For example, to ensure that a specific user
gets Manage permission for a content presentation, you can set the Manage permission for that specific user. This
permission always applies, regardless of any other group permissions that are set.

Setting group permissions Use group permissions to set rules for groups of users.

Ensuring that access is denied To ensure that access is denied, set the Denied permission for the specific user. This
permission overrides any group-acquired permissions.

Ensuring that access is allowed To ensure that a specific user is given at least Publish permission for a given content
presentation, set their user-specific permission to Publish. Any group-acquired permissions are only additive; they
cannot deny access.

Tips on working with permissions

By assigning groups or users certain permission types for a file or folder, you can control which users or groups can
access certain features for that folder. For example, you can set a folder’s permissions so that only certain users or
groups can publish content to the folder. You can also set a folder to have the same permission as its parent folder. If
the parent folder’s permissions change, all folder contents inherit those permissions. To create or assign permissions
for a file or folder, you must first navigate to the library’s tab and open the file or folder from there.

To avoid listing and managing large numbers of users on the permission profile for a file or folder, use a group-based
permission system. Create your system as follows:

Design a folder and group system You can give certain groups access to parts of the system as appropriate.

Create folders using descriptive names Use names that describe the folder’s contents—for example, Human
Resource Content, Product Support Content, and so on.

Create custom groups using descriptive names Use names that describe the group’s permissions—for example,
Human Resource Content Managers, Shared Content Viewers, and so on.
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Assign permission types for your groups to specific folders or files For example, assign the Human Resource
Content Managers group permission to manage the Human Resources folder in the Shared Content folder.

Create users after you create groups It’s easier to create groups first, then add users to the group.
Add users to groups Add users to whichever groups are necessary for them to obtain appropriate permissions.

If you must set up exceptions such as denying a user access to certain folders, you can assign a user-based permission
setting that takes precedence over the group permission, ensuring that access is prevented. User-assigned permis-
sions always take precedence over group-assigned permissions (except for members of the administrators group).

Connect Enterprise attendance permissions

In each Connect Enterprise library there are separate roles for the individuals who are presenting information and
for those who are receiving it. Attendance permissions are associated with these roles, and are different for each
application.

Meetings application attendance permissions
The following attendance permissions are associated with the Meetings application:

Host A host sets up meetings, invites guests, adds content from the Content library, customizes the meeting room
layout, and assigns presenter and participant roles to the appropriate attendees. The host can also perform all the
tasks that presenters can. (Administrators have host permissions for all meetings by default.)

Presenter A presenter can share the desktop, windows, and applications, use text chat, broadcast live audio and
video, and show content to the participants. However, the presenter does not have access to the Content library.

Participant A participant can view the content that the presenter is showing or sharing, hear and see the presenter’s
audio and video broadcast, use text chat, and, if given permission, broadcast audio and video.

Content application attendance permissions
The Content application does not have a separate set of attendance permissions. For the Content library, permissions
are assigned for the file or folder (such as Manage, Publish, View, and Denied).

Training application attendance permissions

The Training application has two components: courses and curriculums. Both components have two attendance
permissions, Enrolled and Denied. Enrolled indicates a learner whom a training manager placed in a course or
curriculum; Denied indicates a user who is denied access to that course or curriculum. Usually a training manager
uses the Denied permission to exclude one user from a group course (for example, if that user already took the
course).

Seminars application attendance permissions
Attendance permissions are the same as those for meetings.

Events application attendance permissions
Attendance permissions are the same as those for meetings. Because events require registration, events also have
status permissions, which apply to the status of the registration:

Invited Applies to an individual who was invited by the event manager but who has not yet registered.
Denied Applies to an individual whose registration was denied by the event manager.

Pending Approval Applies to an individual whose registration is not yet approved by the event manager.

IPR2026-00424
Zoom Communication, Inc. Ex. 1016
Page 236 of 259



ADOBE CONNECT ENTERPRISE |233
User Guide

See also

“About library permissions” on page 14

“Multiple permissions precedence” on page 230

Group permissions

About groups
As an administrator, you are responsible for setting up users with Connect Enterprise user accounts, and assigning
them to groups.

Whenever possible, assign users to groups, and then assign permissions at the group level instead of the individual
level. This means that you must create groups, but user account administration is simpler when you are managing
groups rather than individuals.

You can use groups to do the following:

* Assign groups of users Manage permissions for various folders in the Content, Training, Meetings, Event, and
Seminar libraries.

* Assign groups of users View permissions for folders in the Content library.
* Assign groups of users, who are also authors, Publish permissions for folders in the Content library.

There are two kinds of groups: Built-in and custom groups.

Seealso

“About custom groups” on page 237

About Built-in groups

Connect Enterprise is installed with seven Built-in groups: administrators, authors, learners, training managers,
event managers, meeting hosts, and seminar hosts. (The exact groups that are installed is determined by the
purchased account features. For example, the Event Manager group only exists if Events is part of the Connect Enter-
prise account.) Each group reflects a specific set of access needs across all the Connect Enterprise libraries.

The administrator, at the company level, assigns users and groups to the appropriate Built-in groups. Membership
in a specific Built-in group enables you to create new instances of the function associated with that library; that is,
new files. For example, if you are a meeting host, you can create new meetings.

The permissions set for Built-in groups cannot be changed. If the administrator assigns users to more than one of
these groups, a conflict between permission types might arise. For example, a user might be assigned to a group that
has no access to a specific folder, and that same user might be assigned to another group that has Manage permissions
for that folder. To address this conflict, there are rules for permission precedence.

Built-in group members cannot access the Shared folder directory of the library they’re associated with unless you
assign them Manage permissions. If you do, they can also create new instances of their associated function: meetings,
courses, events, and so on, depending on the group they belong to. You can also assign Manage permissions for a
folder in the Shared folder directory to other users who are not part of that library’s Built-in group. But whereas they
can manage folders, they cannot create anything in that library, because they are not part of that library’s Built-in

group.
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The following table summarizes the permissions for each group’s access to each of the Connect Enterprise libraries:

Group Content Training Meetings Seminar Events Additional
library library library library library permissions
Adminis- Everything Manage Manage Manage Manage Manage
trator but Publish users,
groups, and
user
accounts;
view all
users’
content
folders
Author Publish/ None None None None None
Manage
Learner None None None None None None
Training Publish/ Manage None None None None
Manager Manage
personal
folder
Meeting Host | Publish/ None Manage None None None
Manage
personal
folder
Event None None None None Manage None
Manager
Seminar Host | None None None Manage None None
See also

“About custom groups” on page 237

“Add or remove group members” on page 249

Administrators group

Administrators have complete control of the entire Connect Enterprise system. You can make any user an adminis-
trator by adding them to the Administrator group.

Administrators can perform the following actions:

* Manage the users and groups in the Connect Enterprise account, including creating, deleting, and editing them.

Manage the Content library, including viewing, deleting, moving, and editing files or folders; viewing reports for
files; setting permissions for files or folders; and creating new subfolders.

Manage the Training library, including viewing, deleting, moving, and editing files or folders; viewing reports for
files; setting permissions for files or folders; and creating new subfolders, as well as enrolling users, sending
enrollee notifications, and setting up course and curriculum reminders.

* Manage the Meetings library, including viewing, deleting, moving, and editing files or folders; viewing reports for
files; setting permissions for files or folders; and creating new subfolders, as well as adding participants.
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Manage the Event library, including viewing, deleting, moving, and editing files or folders; viewing reports for
files; setting permissions for files or folders; and creating new subfolders within folders, as well as adding partici-
pants, sending invitations, and changing content and e-mail options.

Manage the Seminar library, including viewing, deleting, moving, and editing files or folders; viewing reports for
files; setting permissions for files or folders; and creating new subfolders, as well as adding participants.

View account information, account features, account quotas, and account reports, and, if your organization has
purchased this option, customize the look of Connect Enterprise for your organization.

In addition, the administrator has Host permissions for every meeting.

Members of the Administrator group have permission to do everything. Permissions for members of the Adminis-
trator group cannot be overridden by individual or other group permissions.

Authors group

To publish or upload content (including presentations) to the Content library, a user must be a member of the
Authors group. To publish presentations to a specific folder, a user must be a member of the Authors group and have
Publish permissions for that folder.

If you assign a user to this group, Connect Enterprise creates a folder for this user in the User folder of the Content
library. (The shortcut called My Content points to this folder.) By default, a member of the Authors group has Publish
and Manage permissions only for his or her own My Content folder.

Your Connect Enterprise account limits the number of users that you can add to the Authors group.

Members of the Authors group can perform all of the following actions if they have Publish permissions on the
specified folder:

» View content and content folders.
¢ Publish and update content.

* Send e-mail messages containing links that send a notification to the author as soon as the recipient accesses the link.

Training Managers group
Members of the Training Managers group are users who are responsible for organizing and coordinating training.

If you assign a user to this group, Connect Enterprise creates a folder for this user in the User folder of the Training
library. (The shortcut My Training points to this folder.) By default, a training manager can manage only his or her
folder in the User Training folder.

A training manager can perform the following actions:

* Manage his or her own user folder in the Training library, performing all file-management functions, as well as
create and manage courses and curriculums, enroll users, send enrollee notifications, and set up reminders.

* Have access to folders in the Content library.
* View training reports for the courses or curriculums that he or she created.

If you don’'t want to give a user all the permissions associated with the Training Managers group, you can assign more
restrictive permissions to the user or to a group to which the user belongs.

Event Managers group
Members of the Event Managers group can create events and manage their own folders in the Event library.
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If you assign a user to this group, Connect Enterprise creates a folder for this user in the User folder of the Event
library. Event managers can manage only their individual My Events folders in the User Events folder. They also can
manage events in the Shared folders of the Events library, if they are hosting the event and have Manage permissions
for the folder that contains the event.

An event manager can perform the following actions:

* Manage his or her own Event library user folder, performing all file-management functions, and create and
manage all aspects of an event in this folder.

» View event reports.

If you don’t want to give a user all the permissions associated with the Event Managers group, you can assign more
restrictive permissions to the user or to a group to which the user belongs.

Meeting Hosts group

Members of the Meeting Hosts group create meetings.

If you assign a user to this group, Connect Enterprise creates a folder for this user in the User folder of the Meetings
library. Meeting hosts can manage only their individual My Meetings folders in the User Meetings folder. In addition,
they can manage meetings in the Shared folders of the Meetings library, if they are hosting the meeting and have
Manage permissions for the folder that contains the meeting.

A meeting host can perform the following actions:

Manage his or her User Meetings folder, performing all file-management functions, and create and manage
meetings, which involves adding, deleting, and assigning attendance permissions to presenters and participants;
creating and organizing meeting rooms; and editing a meeting or changing its participant list.

View meeting reports.

Create content.

View content files and folders for which they have access permissions.

Publish and update content.

If you don’t want to give a user all the permissions associated with the Meeting Hosts group, you can assign more
restrictive permissions to the user or to a group to which the user belongs.

Seminar Hosts group

Because of the way seminars are licensed, the permissions for seminar hosts are different from those of other groups.

Unlike other libraries, the Seminar library does not have a high-level User folder prepopulated with folders for the
individual hosts. Instead, the Seminar library consists only of the Shared folder directory, and each folder in this
directory corresponds to a seminar license that your organization purchased. Only seminar hosts and administrators
can manage these folders. This is different from other libraries’ Shared folder permissions, where the administrator
can assign Manage permissions to users who are not part of the Built-in group associated with the library. Another
difference is that a seminar host can manage all the folders in the Seminar library.

Seminar hosts can perform the following actions:

Manage all Seminar library folders, performing all file-management functions, and create and manage seminars,
which involves adding, deleting, and assigning attendance permissions to presenters and participants; creating
and organizing seminar rooms; and editing a seminar or changing its participant list.

View seminar reports.
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About custom groups

Custom groups are groups that you create yourself. You can define specific folder and file permissions for the group
in the different Connect Enterprise libraries. In addition, because a group can contain both users and other groups,
you can assign permissions to a custom group by assigning it to the appropriate Built-in groups.

For example, suppose you create a custom group called Global that contains a group for each country in which your
company has an office (for instance, United States, Germany, and so on). Each country group could contain a group
for each office in that country (for example, San Francisco, Boston, and so on). Within each of these offices, you
could define more groups by job function, and then assign each of these groups the appropriate Built-in group desig-
nations.

In this example, you created a hierarchical set of groups called nested groups, because each group is contained by the
one above it in the hierarchy. By default, the nested groups have the permissions of the parent group, but you can
expand or restrict these permissions by setting custom permissions for these groups in the relevant libraries.

See also
“About Built-in groups” on page 233

Creating and managing users and groups

Creating users and groups

To set up new user accounts, you must already be familiar with the permissions system. Then you can set up various
user account parameters, create groups, and add users. The following overview summarizes the workflow involved
in setting up user accounts.

1. Customize user profile fields, if necessary.

A user profile is an attribute of your organization’s Connect Enterprise user profile. The fields for First Name, Last
Name, and E-mail are required and cannot be modified. However, you can add other predefined fields, create new
fields, and change their order in the user profile.

2. Customize login and password policies, if necessary.

You can set login and password policies, password expiration, password format, and password length.

3. Add users and groups.

You can add users and groups to Connect Enterprise by using the Lightweight Directory Access Protocol (LDAP),
by using comma-separated values (CSV) files, or by creating users and groups manually.

Working with LDAP-acquired users and groups In LDAP-enabled organizations, Connect Enterprise acquires all its
user data directly from the company’s user directory. This includes information such as login, name, and phone
number. You would probably not be involved in adding new users or groups to the system, because this occurs
outside Connect Enterprise Manager. However, you must still manually assign LDAP-acquired users or groups to the
Built-in group appropriate for their job functions.

Importing users and groups through CSV files You can import large numbers of users and groups through a CSV
file. Your organization’s directory may have a utility for exporting users and groups to CSV files, or you can create
CSV files yourself. Your CSV files must be in a specific format. You can modify the imported users and groups in
exactly the same way you would any user or group that was manually created.
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Adding users and groups manually You can assign new users to a Built-in group, or you can create custom groups
that are specific to your organization. It is best to create these groups before creating users manually.

4. Set permissions.

Once you have imported or created users and groups, you must set permissions. If you add users to the Built-in
groups, those groups already have default permissions, which apply specifically to the folders and files within each
library.

Customize user profile fields

When you customize user profile fields, you can add basic fields, add other predefined fields, create custom fields,
and remove fields. When you modify fields, you can change any of its attributes; you can also designate a field as
required, or add a comment describing a field.

The information in the user profile fields is used to create the downloadable Custom Fields User Report. This report
displays the three mandatory fields (first name, last name, and e-mail) and the next 8 fields listed under the
mandatory fields in the Customize User Profile screen. Use the Shift Up and Shift Down buttons to move fields into
the correct position so they will or will not display in the Custom Fields User Report.

Add basic user profile fields
1 Click the Administration tab at the top of the Connect Enterprise Manager window.

2 Click Users And Groups.
3 Click the Customize User Profile link above the Users And Groups list.

The list of the user profile fields appears; First Name, Last Name, and E-mail are flagged with red asterisks (*) to
indicate that they are required.

4 Select the check box for any field on this page that you want to include as part of the Connect Enterprise user
account profile.

5 To move an item up or down in the list, select its check box and click the Shift Up or Shift Down button.

Add other predefined fields
1 Click the Administration tab at the top of the Connect Enterprise Manager window.

Click Users And Groups.
Click the Customize User Profile link above the Users And Groups list.
Click the Add Predefined Field button.

2
3
4
5 Click the check box for any fields that you want to add.
6 Click Save.

7

To move an item up or down in the list, select its check box and click the Shift Up or Shift Down button.

Create a custom field
1 Click the Administration tab at the top of the Connect Enterprise Manager window.

2 Click Users And Groups.
3 Click the Customize User Profile link above the Users And Groups list.
4 Click the New Field button.
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5 Type a name for this field.

If you want, you can type a comment in the Comment text input box. You can also select the Required check box for
the Field Type if you want this field to be required.

6 Click Save.

7 To move an item up or down in the list, select its check box and click the Shift Up or Shift Down button.

Modify a user profile field
1 Click the Administration tab at the top of the Connect Enterprise Manager window.

2 Click Users And Groups.

3 Click the Customize User Profile link above the Users And Groups list.

4 Click the name of the field that you want to modify to open it.

5 Do any of the following:

* Change the field name. (Although you can change it, you cannot delete it.)
* Type, change, or delete a comment in the Comment text input box.

* Select or deselect the Required check box for the Field Type.

6 Click Save.

Remove a user profile field
1 Click the Administration tab at the top of the Connect Enterprise Manager window.

2 Click Users And Groups.

3 Click the Customize User Profile link above the Users And Groups list.
4 Select the check boxes for the fields that you want to remove.

5 Click Remove.

6 On the remove confirmation page, lick Remove to delete these fields, or click Cancel to cancel the operation.

Convert guests to full Connect Enterprise users or full users to guests
You can convert guests to full Connect Enterprise users or full users to guests. This is helpful if, for example, you held
a Connect Event in which many guests registered that you would now like to turn into full users.

The distinction between guests and full users can be important because only full users, not guests, can log into the
Connect Enterprise administration site. Full users also appear on enrollment and permission lists.

Note: Previously in Connect Enterprise, guests could be added by simply entering an e-mail address. Now, guests must
enter a first name, last name, and e-mail address. Also, when importing a list of guests (usually using a CSV file), a first
name, last name, and e-mail address must now be included.

1 Select the Administration tab in Connect Enterprise Manager.

2 Select Users and Groups.

3 Click Manage Guests.

4 In the Current Guests list select a guest or in the Current Users list select a user.

5 Click Convert to User or Convert to Guest.
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You can convert guests to full Connect Enterprise users or convert users to guests.

Manage login and password parameters

The Edit Login and Password Policies link on the Administration tab lets you customize your login and password
policies to conform to those of your company. Any policies you establish are unique across the entire Connect Enter-
prise application.

1 Click the Administration tab at the top of the Connect Enterprise Manager window.
2 Click Users And Groups.

3 Click Edit Login And Password Policies.

4 Type your changes.

Login policy (Optional) Specify whether the Connect Enterprise login should be the same as the user’s e-mail
address. The login must be unique for each user.

Password expiration (Optional) Specify how long a password is valid. If you do not enter a value, passwords do not
expire.

Password character (Optional) Specify a character that must be included in all passwords.
Password number (Optional) Specify whether the password must contain a number.
Password capital letter (Optional) Specify whether the password must contain a capital letter.

Password length (Required) Specify a minimum and maximum password length. (The lowest minimum that can be
selected is 4 and the highest maximum that can be selected is 32.)

5 Click Save.

Using CSV files to add users

You can use CSV files if you have users in your company that you don’t want to add to a group, or if you want to
manually create a custom group later for these users.

Before you can perform this procedure, you must create a user CSV file for the individual users whom you want to
add to your Connect Enterprise system. The CSV file you create must include user information in the following
format:
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first-name, | last-name, [ login, email, password
Mary, Betts, mbetts1@mycompany.com, mbetts1@mycompany.com, privatel
Robert, Blatt, rblatt2@mycompany.com, rblatt2@mycompany.com, privatel
Ron, Bloom, rbloom3@mycompany.com, | rbloom3@mycompany.com, | privatel
Charles, Bond, cbond4,@mycompany.com, cbond4@mycompany.com, privatel
Jennifer, Cau, jcau5@mycompany.com, jcaus5@mycompany.com, privatel
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Here are some additional tips for using CSV files:

Because of browser limitations, Adobe recommends that if you have a large number of users to add, that you create
several smaller CSV files instead of one large CSV file.

The file should not contain empty lines. If the CSV file contains empty lines, the import operation fails.

Names that contain a comma need to be in quotes. For example, the name John Doe, Jr., must appear in the CSV
file as “John Doe, Jr”” for the file to import correctly.

If you want to specify a custom field, the header format in the CSV file is x-<field-id> (for example, x-45704960).
You can obtain the field ID from the CXML API calls custom-fields Or acl-field-list, or you can click the
Custom User field in Enterprise Manager and check the ID in the URL.

The user information in the CSV file needs to take login and password policies into consideration. For example,
if login is set as e-mail, the CSV file should have the login and e-mail columns set the same. Or, if there are
password policies (certain length, format, special characters, etc.) these policies should also be applied in the CSV
file. If policies are not followed, an error may appear that prevents the CSV file from importing properly.

Import a user CSV file
1 Click the Administration tab at the top of the Connect Enterprise Manager window.

Click Users And Groups.
Click the Import link above the list of users and groups.

2

3

4 Select Create New Users.

5 Under the Select File To Import bar, browse to the CSV file you want to import.
6

Click the Upload button.

If any errors occur, the first 10 errors are displayed in red text. (Note that errors on duplicate user login/email are not
reported.) Make any necessary corrections and re-import the file; then repeat steps 3-6.

7 Set permissions for these users.

See also

“Create a custom group manually” on page 244

“Setting custom permissions for the Connect Enterprise libraries” on page 246
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Import a user CSV file using non UTF-8 encoded files

You can import a user CSV file using non UTF-8 encoded files. When importing a non UTF-8 encoded file, append
the appropriate encoding parameter to the import URL.

1 Click the Administration tab at the top of the Connect Enterprise Manager window.
2 Click Users And Groups.
3 Click the Import link above the list of users and groups.

4 Check the URL in the browser address line. It should look similar to http://<Connect Server>/admin/adminis-
tration/user/import.

5 Click at the end of the URL in the browser address line and add “?encoding=<encode>" to the address. It should
look similar to http://<Connect Server>/admin/administration/user/import?encoding=<encode>. Specific
examples include the following:

* http://<Connect Server>/admin/administration/user/import?encoding=sjis

* http://<Connect Server>/admin/administration/user/import?encoding=euc_kr
6 After modifying the URL address, click Enter.

7 Select Create New Users.

8 Under the Select File To Import bar, browse to the CSV file you want to import.
9 Click the Upload button.

If any errors occur, the first 10 errors are displayed in red text. (Note that errors on duplicate user login/e-mail are
not reported.) Make any necessary corrections and re-import the file.

10 Set permissions for these users. For more information, see “Setting custom permissions for the Connect Enter-
prise libraries” on page 246.

Import a group CSV file

Use the group import option to import groups into the Connect Enterprise database. After you import the group
CSYV file, you can assign new users to the groups. You do not have to import any of the Built-in groups, because these
are pre-installed and automatically appear in the list.

When you create the CSV file, ensure that it is in a format that Connect Enterprise can use. The required column
headers in the CSV file are name and description. The following is an example of a group CSV file that is adaptable
for Connect Enterprise:

name, description
groupl, testl
group2, test2

1 Click the Administration tab at the top of the Connect Enterprise Manager window.
2 Click Users And Groups.

3 Click the Import link above the list.

4 Under the Select Import Type bar, select the Create New Groups option.

5 Under the Select File To Import bar, browse to the CSV file that you want to import.
6 Click the Upload button.

If any errors occur, the first 10 errors are displayed in red text. Make any necessary corrections and re-import the
file; then repeat steps 3-6.
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7 Proceed to “Import a user CSV file” on page 241 or “Add or remove group members” on page 249.

8 After you add groups and assign users to the groups, you must set permissions for the groups for the Connect
Enterprise libraries. For more information, see “Setting custom permissions for the Connect Enterprise libraries” on

page 246.

Import a user CSV file and add users to groups

Use this option to import new users and add them to a Built-in or previously created group. The Built-in group
names appear in the menu for group selection as default groups. After you create a group manually, its name also
appears in the menu, so you can use the import option to assign large numbers of users to multiple groups. However,
you can select only one group for the users whom you imported from one CSV file. This means that you should
create a different CSV file for each set of users that you want to add to a specific group.

After you import these users, you can do the following:

Assign these users to additional groups, or assign the whole group to another group. Since you can add groups, as
well as users, to an existing group, you can use this procedure to assign the group with the newly imported users
to another group. For example, you may import new users in a single department in your organization and assign
them to the Sales and Promotion group. If you now also want to give them Publish permissions for the Content
library, you can assign the entire Sales and Promotion group to the Authors group.

To expand or restrict permissions for the group or any of the people within it, you can set the appropriate permis-
sions in the specific libraries. For example, if you do not want to grant certain people in the Sales and Promotion
department Publish permissions for a specific set of folders the Content library, you can assign these individuals
Denied permissions for these folders.

The following example shows the minimum user information required for the CSV file. You can add other infor-
mation in the CSV file to prepopulate other user properties. The CSV file you create must include user information

in the following format:

first-name, | last-name, | login, email, password
Mary, Betts, mbetts1@mycompany.com, | mbettsi@mycompany.com, | privatel
Robert, Blatt, rblatt2@mycompany.com, rblatt2@mycompany.com, private1
Ron, Bloom, rbloom3@mycompany.com, | rbloom3@mycompany.com, | privatel
Charles, Bond, cbond4,@mycompany.com, cbond4@mycompany.com, private1
Jennifer, Cau, jcau5@mycompany.com, jcau5@mycompany.com, privatel

1 Click the Administration tab at the top of the Connect Enterprise Manager window.

2 Click Users And Groups.

3 Click the Import link above the list of users and groups.

4 Under the Select Import Type bar, select Create New Users And Add Them To A Group.
5 Under the Select File To Import bar, browse to the CSV file that you want to import.

6 Click the Upload button.

If the CSV file contains the names of groups that are already in the system, the system ignores them but logs a
message stating that duplicate groups were encountered.

7 Add the new users to a group. For more information, see “Add or remove group members” on page 249.
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8 Set permissions for these users. For more information, see “Setting custom permissions for the Connect Enter-
prise libraries” on page 246.

Create a custom group manually

Groups that you create manually are referred to as custom groups.

A group can contain both users and other groups. This means that you can add Built-in groups and other custom
groups, as well as users, to the custom group.

After you create a custom group, you can simply add users to them as you set up each new user account, or use the
CSV import option to import large numbers of users into the group.

1 Click the Administration tab at the top of the Connect Enterprise Manager window.
2 Click Users And Groups.

3 (Optional) To check that this group does not already exist, enter its name in the Search text input box at the
bottom of the list.

If such a group does exist, it will appear; otherwise a blank list appears. Click Clear to return to the list page.
4 Click the New Group button at the bottom of the list.

5 Enter the new group’s name and description.

6 To add members, click Next.

To add this group without adding members, go to step 10.

7 In the Possible Groups list, select each user and group that you want to assign to this group, as follows:

* To select multiple users or groups, press Control-click or Shift-click.

* To expand a group so you can select individual names, double-click the group name; when you are done, double-
click Up One Level in the list to return to the original list.

To search for a name in the list, click Search at the bottom of the list and enter the name to display it in the list,
and then select it in the window.

8 Click Add.

To remove a name that you have added, select it and click Remove.
9 Repeat step 3 through step 8 for each group to be added.

10 Click Finish.

11 Click the View Group Membership button to review the group members and make any adjustments.

See also
“Import a user CSV file” on page 241

Create a user manually

When you add new users, you must enter a new password that they will use to log in to Connect Enterprise. This
password is sent to the user by e-mail. (There is an option you can select to prompt the user to change the password
after they login in for the first time.) You can also add audio conference settings for users.
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After you create a user, you can select a manager for the user. (A user can have only one manager.) If the user you
created is a manager, you can assign team members to him or her. The manager can view report data for team
members using the Manager Reports option on the Home tab.

See also
“Import a user CSV file” on page 241

Create a new user
1 Click the Administration tab at the top of the Connect Enterprise Manager window.

2 Click Users And Groups.
3 Click the New User button at the bottom of the list.

4 Enter the new user’s last name, first name, and e-mail address. Add any optional information, such as company
name or address.

5 In the New Password text box, type a new password to mail to this user, and then retype it for confirmation. If the
user has an e-mail address, leave the E-mail The New User Account Information, Login And Password box selected.
If the user does not have e-mail, deselect it.

6 (Optional) In step 5 you provide a password for users to login for the first time. To require users to change their
password after their first login, select the Prompt user to change password after next login option.

7 (Optional) Enter any audio conference settings in the appropriate text boxes.

8 To assign this user to one or more groups, click Next.

If you don’t want to assign this user to any groups, go to step 11.

9 In the Possible Groups list, select each group to which you want to assign this user as follows:
* To select multiple groups, press Control-click or Shift-click.

* To expand a group so you can select individual names, double-click the group name; when you are done, double-
click Up One Level in the list to return to the original list.

* To search for a name in the list, click Search at the bottom of the window and enter the name to display it in the
list, and then select it.

10 Click Add.
11 Click Finish.

Add team members for a user
1 Click the Administration tab at the top of the Connect Enterprise Manager window.

2 Click Users And Groups.

3 Select the user’s name and click Information at the bottom of the list.

If necessary, click Search and enter the user’s name in the Search text box to locate the name in the list.
4 Click the Edit Team Members link to select team members for this user.

5 In the Possible Users list, select each team member you want to assign to this user as follows:

* To select multiple users, press Control-click or Shift-click.

* To search for a name in the list, click Search at the bottom of the window and enter the name to display it in the
list, and then select it.
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6 Click Add.

To remove a team member you have added, select it and click Remove; to add more team members, repeat step 5 and
step 6.

Setting custom permissions for the Connect Enterprise libraries

After creating or importing users in a custom group, the administrator assigns the group’s permissions. If you create
the users manually or use the CSV import function, you can do this by assigning the users to one or more of the
Built-in groups.

Regardless of how you add these users to Built-in groups, you might also want to add or restrict access for this group
to a specific library. You do this by going to the tab where you want to add the group (Content, Meetings, Training,
Event Management, or Seminar Rooms) and adding the group to the appropriate folders on that tab.

Whereas individuals with Manage permissions in the Connect Enterprise libraries can assign permissions for their
own folders or files, the administrator is responsible for assigning permissions to the Shared folder.

Seealso

“About library permissions” on page 14

“About Built-in groups” on page 233

Account modification

Modifying users and groups
It is the administrator’s responsibility to maintain all aspects of Connect Enterprise user accounts. This involves
changing user details, manager, team members, and group memberships. Administrators also delete user accounts.

You can also modify information for existing groups. You can change a group’s name, description, permissions, and
membership, and you can delete groups.

In addition, you can change the names of Built-in groups; however, this makes support more difficult, and Adobe
does not recommend this practice. You can also change the descriptions and the group membership of Built-in
groups, but you cannot change permissions for these groups.

To change permissions for an existing user or group, you must be in the library for which these permissions exist. In
addition, because permissions are assigned to files and folders, if related files are in different libraries, you must
change the permissions for all the relevant folders in those libraries. For example, if you are changing a group’s
permissions for a specific meeting folder in the Meetings library, and the meeting uses a presentation in a folder in
the Content library, you must also change the group’s permissions for that Content library folder.

You can set individual permissions for every folder in Connect Enterprise Manager. To view or change permissions
for a file or folder, you must open it. To do so, click the tab for the library whose file or folder permissions you want
to change.

Edit user information

If you are an administrator, you can modify the components of a Connect Enterprise user’s account. You can change
a user’s e-mail address, name, login, audio conferencing information, group membership, manager, team members,
and any other information you added in custom user profile fields.
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However, you cannot change this user’s password. Although you can assign a temporary password to a new user
when you create this user’s account, you cannot subsequently change this password. This is true even if a user forgets
the password; the user must click the “Forgot your password? Click here” link when logging in to Connect Enter-
prise. No one can change another user’s password; you can only change your own password.

Change user information
1 Click the Administration tab at the top of the Connect Enterprise Manager window.

2 Click Users And Groups.

3 Select the user’s name and click Information at the bottom of the list.

If necessary, click Search and enter the user’s name in the Search text box to locate the name in the list.
4 In the Login and Password area, you can use these options:

* To send a link to the user so that they can reset their password, click Send a link to reset this user’s password. A
message appears informing you that the e-mail was sent. Click OK to return to the User Information page.

* To set a temporary password for this user that you can provide directly (for example, by telephone), click the Set
a Temporary Password for this user. The temporary password page appears with a system-generated password for
this user. Click Save to return to the User Information page.

5 Click the Edit Information link.
6 Edit any of the fields that you want to change.
7 Click Save.

Change a user’s manager
1 Click the Administration tab at the top of the Connect Enterprise Manager window.

2 Click Users And Groups.

3 Select the user’s name and click Information at the bottom of the list.

If necessary, click Search and enter the user’s name in the Search text box to locate the name in the list.
4 Click the Select Manager link.

5 In the Possible Managers list, select the manager to whom you want to assign this user.

To search for a name in the list, click Search at the bottom of the window and enter the name to display it in the list,
and then select it.

6 Click the Set Manager button.

To remove this manager from list, select the name and click Remove Manager; to replace the manager, repeat step 5
and step 6.

Assign a user to a group
1 Click the Administration tab at the top of the Connect Enterprise Manager window.

2 Click Users And Groups.
3 Select the user’s name and click Information at the bottom of the list.

If necessary, click Search and enter the user’s name in the Search text box to locate the name in the list.

4 Click the Edit Group Membership link.
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5 In the Possible Groups list, select each group to which you want to assign this user as follows:
* To select multiple groups, press Control-click or Shift-click.

* To expand a group so you can select individual names, double-click the group name; when you finish, double-click
Up One Level in the list to return to the original list.

* To search for a name in the list, click Search at the bottom of the window and enter the name to display it in the
list, and then select it.

6 Click Add.

To remove a group from this window, select it and click Remove.

Remove a user from a group
1 Click the Administration tab at the top of the Connect Enterprise Manager window.

2 Click Users And Groups.
3 Select the user’s name and click Information at the bottom of the list.

If necessary, click Search and enter the user’s name in the Search text box to locate the name in the list.

4 Click the Edit Group Membership link.
5 In the Current Group Membership window, select the group from which you want to remove this user as follows:
* To select multiple groups, press Control-click or Shift-click.

* To search for a name in the list, click Search at the bottom of the window and enter the name to display it in the
list, and then select it.

6 Click Remove.

Delete a user account

If you are an administrator, you can delete any Connect Enterprise user account. Once the user account has been
deleted, this user is permanently deleted from the system and the following occurs:

* The user is removed from all group lists.

* The user is removed from the enrollee lists for all courses.

* Reports for the user are no longer available.

* All users for whom the user being deleted was listed as their manager will now have a blank manager field.
* If the user being deleted created any content, another user should be assigned to manage the content.

If the user is a member of a built-in group, then the group is credited back one member. For example, if User A is a
member of the Authors group and then User A is deleted, the Authors group receives credit for one more member
and can add a new user.

1 Click the Administration tab at the top of the Connect Enterprise Manager window.
2 Click Users And Groups.
3 If necessary, click Search and enter the user’s name in the Search text box to locate the name in the list.

4 Select the user’s name. (You can select multiple users by pressing Control-click or Shift-click to delete more than
one user simultaneously.)

5 Click Delete at the bottom of the list.

6 On the confirmation page, click Delete to delete the user, or click Cancel to cancel the operation.
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See also

“Delete a group” on page 250

View group information
1 Click the Administration tab at the top of the Connect Enterprise Manager window.

2 Click Users And Groups.
3 Select the group’s name and click Information at the bottom of the list.

If necessary, click Search and enter the group’s name in the Search text box to locate the name in the list.

4 To view the group’s membership, click the View Group Members button.

See also

“Change a group name or description” on page 249

“Add or remove group members” on page 249

Change a group name or description

If you are an administrator, you can edit the name or description for any group, even Built-in groups, although Adobe
does not recommend this practice. If necessary, you can also use this procedure to change the name of a particular
seminar license group to associate it with a group in your organization.

1 Click the Administration tab at the top of the Connect Enterprise Manager window.
2 Click Users And Groups.
3 Select the group’s name and click Information at the bottom of the list.

If necessary, click Search and enter the group’s name in the Search text box to locate the group’s name and click Info
at the bottom of the list.

4 Click the Edit Information link.
5 Edit the fields you want to change.
6 Click the Save button.

Add or remove group members

If you are an administrator, you can add both users and groups to a group. You can also remove them.

Add members to a group
1 Click the Administration tab at the top of the Connect Enterprise Manager window.

2 Click Users And Groups.

3 Select the group’s name and click Information at the bottom of the list.

If necessary, click Search and enter the group’s name in the Search text box to locate the name in the list.

4 Click the View Group Members button.

5 In the Possible Group Members list, select each user or group that you want to add to this group as follows:

* To select multiple groups, press Control-click or Shift-click.
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* To expand a group so that you can select individual names, double-click the group name; when you finish, double-
click Up One Level in the list to return to the original list.

* To search for a name in the list, click Search at the bottom of the window and enter the name to display it in the
list, and then select it.

6 Click Add.

To remove a user or group from this window, select it and click Remove.

Remove members from a group
1 Click the Administration tab at the top of the Connect Enterprise Manager window.

2 Click Users And Groups.

3 Select the group’s name and click Information at the bottom of the list.

If necessary, click Search and enter the group’s name in the Search text box to locate the name in the list.
4 Click the View Group Members button.

5 In the Current Group Membership window, select each user and group that you want to remove from this group,
as follows:

* To select multiple users or groups, press Control-click or Shift-click.

* To search for a name in the list, click Search at the bottom of the window and enter the name to display it in the
list, and then select it.

6 Click Remove.

Delete a group
If you are an administrator, you can delete any group except a Built-in group. Note that deleting a group does not
delete individual members of the group.

Before deleting a group, consider the impact on the permissions of the members and other groups. If the group was
added to the permissions profile for any file or folder in any library, deleting the group affects the permissions of its
members because they no longer have permissions for those files or folders (unless the members also belong to other
groups with permissions for those files or folders).

1 Click the Administration tab at the top of the Connect Enterprise Manager window.
2 Click Users And Groups.

3 Select the group’s name. (You can select multiple groups by pressing Control-click or Shift-click to delete more
than one group simultaneously.)

If necessary, click Search and enter the group’s name in the Search text box to locate the name in the list.
4 Click Delete at the bottom of the list.

5 On the confirmation page, click Delete to delete the group; click Cancel to cancel the operation.

See also

“Delete a user account” on page 248
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