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Adding/Creating Adobe Connect Users

Follow the steps below to add or create an Adobe Connect user to have access to your Adobe Connect account or

meeting rooms.

Create a New User
An Administrator will need to log

into the Adobe Connect account. e Click the User and Groups tab.
e Click on the New User button.

e Click on the Administration tab.

Home  Content ' Training = Meetings = Seminars = Event Management ' Reports | Administration I My Profile ‘ |Title & Description

Search...

Account Users and Groups Audio Providers Customization Compliance and Control Administration Dashboard

Users and Groups || Customize User Profile | Edit Login and Password Policies | Import | Cost Centers | SSO Settings
Search X CNew User) ( New Group) CManage Guests) CView Guests ) Delete Info Training Groups O Hide

[B] Administrators System Group
@ Administrators - Limited System Group
@] Authors System Group

Fill in the required fields with the new user’s New user Information
information (fields without an asterisk are optional).
Create a password for the user that will be used EicsLName:. * \
when they log into the Adobe Connect account or lastName:* \
meeting room. E-mail; * \
o By default Adobe will email the new user Phone Number: \
account information, login and password userID: \
and prompt the new user to change their Job Title: \
password after their first login. If you rather Division: [
not have either of this options done, simply department: [
uncheck the box next to corresponding

You can click Finish if you do not wish to add the
user to a group and assign privileges to your Adobe

New User Information

option.

New Password: * ‘

Retype Password: * ‘
—— e

ACCOUI‘\t (|e add asa partICIpant ON LY) Passwords must conform to the following rules:

Click Next to have the option to assign the user the
user to a designated group.

Efmai\ the new user account information, login and password

Prumpt user to change password after next login

*- indicates required fields

Cancel

Login: Your current login policy is set to use e-mail address for user login.

= Passwords must be between 4 and 32 characters long.

Next > Finish
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Adding/Creating Adobe Connect Users, continued

e From the box to the left labeled as Possible Groups select the desired group (click System Group) and click on the
Add button, you will then see the group name appear under the Current Group Membership box to the right.
e Once all desired groups have been added click Finish to save.

Current Group Membership for Heather Elder

Possible Groups Current Group Membership
Search x Search x
‘ B  Administrators System Group [B]  Administrators - Limited System Group
‘ [@ Administrators - Limited System Group »
‘ @ Authors Systemn Group
Remove
‘ B  Training Managers System Group
‘ [EJ Event Managers System Group
‘ [B EventAdministrators System Group
Leamers System Group
B  meeting Hosts System Group
‘ Finish H
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