
  Centre for Learning and Teaching 

 

 

Edith Cowan University 

Centre for Learning and Teaching  Tel: +61 8 6304 2554  |  Email: clt@ecu.edu.au  |  Web: intranet.ecu.edu.au/learning 

CRISCOS IPC 00279B  

 

Adobe Connect - How to create a meeting 

We recommend that you create a meeting for each unit that you teach. The instructions that follow 

show how to create a meeting for one of your units. 

Log in to Adobe Connect 

1. In Internet Explorer or Firefox, enter the address of the Adobe Connect interface and press 

Enter 

http://Adobe Connect.ecu.edu.au 

2. At the prompt, enter your ADS user name and password, then click Login 

Once you have entered your ADOBE CONNECT account, you should see the menu and 

buttons shown in the graphic below. 

 
In particular, you should see the Meeting and Content buttons. If you do not see these, this 

means that your Adobe Connect host permissions have not yet been activated. If this is the 

case, contact the IT Service Desk (x6000) to resolve the issue. 
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Create a new meeting 

Create the meeting 

1. Click the Meeting button. 

 
At this point, a form will appear into which you need to enter the required details for the session. 

2. Name: unit code and title make a good name for the session. 

3. Custom URL: Forms the meeting place URL to be emailed to students.  Enter the unit code in 

this field. 

4. Summary: provide a concise summary of what the session is about. 

5. Start Time: included in the email invitation for the session. (informative only) 

6. Duration: included in the email invitation for the session. (informative only) 

7. Select Template: Leave as default. 

8. Language: Leave as English. 

9. Access: Leave as Only registered users and accepted guests may enter the room. Adobe 

Connect only discovers students in the system after they have joined a session for the first 

time. 

10. Click Next. 

11. At this point you will be asked to add participants to the session.  Skip this section as it is easier 

to simply allow students to come in as guests.  Click Next. 

12. At this point you will be asked to set up an invitation email.  Skip this section as it is much 
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easier to create your own invitation and send it to students separately (refer to tip sheet: Adobe 

Connect - Prepare an email invitation for students) 

13. Click Finish 

Summary screen 

Once the session creation process is complete, you will arrive at a screen that summarises all the 

settings you have made and provides a range of menu items to perform further tasks.  

  

1. Directory Path: Shows where the meeting is within the Adobe Connect directory structure. Note 

that all of the sessions you create, along with their associated content, will appear under a 

folder entitled as your user name. 

2. Task Menu: Shows further tasks that you can perform in relation to the session, e.g. edit the 

session’s settings, upload content, manage recordings and generating reports. 

3. Session Summary: Shows the current settings that pertain to the session you have created. 

4. Enter Meeting Room: The button that allows you to jump straight into the Adobe Connect 

meeting. 

 

 

 


