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How to Access Equella/Kaltura/QualtricsHow to Access Equella/Kaltura/Qualtrics
From BrightspaceFrom Brightspace

More ToolsMore Tools

1. Click1. Click on the BYUI ToolsBYUI Tools tab.

2. SelectSelect which tool you wish to use. This will take you to the page for each product.

• BYUI Content will take you to Equella.
• BYUI Videos will take you to Kaltura.
• BYUI Surveys will take you to Qualtrics.
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Adobe ConnectAdobe Connect
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How Do I Edit my Adobe Connect MeetingHow Do I Edit my Adobe Connect Meeting
When I Have a Live Audience?When I Have a Live Audience?
Adobe Connect's Prepare Mode allows you to make edits and modifications to your meeting room
while in a live meeting.

Switch to Prepare ModeSwitch to Prepare Mode

1. Select MeetingMeeting in the upper navigation bar.

2. Select Switch to Prepare ModeSwitch to Prepare Mode.
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Make Edits to Meeting RoomMake Edits to Meeting Room

Make edits/adjustments to your meeting. Keep in mind that when there is a blue border around a
pod, that pod is live and any edits you make will instantly be displayed to the class. Pods without
blue borders are hidden from meeting attendees' view.
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End Prepare ModeEnd Prepare Mode

1. When you are finished making edits, select MeetingMeeting in the upper navigation bar.

2. Select End Prepare ModeEnd Prepare Mode.
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How Do I Use Breakout Rooms?How Do I Use Breakout Rooms?
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How Do I Promote All Participants toHow Do I Promote All Participants to
Presenters?Presenters?

Auto-Promote Participants to PresentersAuto-Promote Participants to Presenters

1. Click MeetingMeeting in the upper navigation bar.

2. Click Manage Access & EntryManage Access & Entry.

3. Select Auto-Promote Participants to PresentersAuto-Promote Participants to Presenters.
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How Do I Promote Participants in anHow Do I Promote Participants in an
Adobe Connect Meeting?Adobe Connect Meeting?

Add "Attendee List" Pod (if not already on screen)Add "Attendee List" Pod (if not already on screen)

1. In the upper navigation bar, select PodsPods.

2. Select Attendee ListAttendee List. The pod will appear in the lower left corner of the screen.
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Make Host or PresenterMake Host or Presenter

There are 2 methods. You can use the MenuMenu or Drag & DropDrag & Drop.

MenuMenu:

1. In the "Attendee List" pod, hover the mouse over the participant you wish to promote.

2. When the window pops up, select Make Host or Make Presenter.Make Host or Make Presenter.

Drag & DropDrag & Drop

Click on the person whose role you wish to change. Then drag them into the role to which you would
like them to be assigned.

 HostsHosts - Hosts can set up a meeting, invite guests, add content to the library, share
content, and add or edit layouts in a meeting room. They can promote other participants
to the role of meeting room host or presenter, or give enhanced permissions to a
participant without promoting the participant. Hosts can start, stop, join, and leave audio
conferences. They can also start and stop broadcasting audio into a meeting room. Hosts
are able to create and manage small group breakout rooms within a meeting. They can
also perform all the tasks that a presenter or participant can.

PresentersPresenters - Presenters can share content already loaded into the meeting room from the
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library and share content from their computer, including Adobe® Presenter presentations
(PPT or PPTX files), Flash® application files (SWF files), images (JPEG files), Adobe PDF files,
MP3 files, and FLV files. They can share their screen with all attendees, chat, and
broadcast live audio and video. Presenters can mute and unmute audio broadcasts on
their computers.

ParticipantsParticipants - Registered participants can view the content that the presenter is sharing,
hear and see the presenter’s audio and video broadcast, and use text chat. Participants
can mute and unmute audio broadcasts on their computers.
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How Do I Record and Share a RecordedHow Do I Record and Share a Recorded
Adobe Connect Meeting?Adobe Connect Meeting?

How Do I Record the Adobe Connect Meeting?

Record MeetingRecord Meeting

1. While in your Adobe Connect Meeting Room, click on MeetingMeeting in the upper navigation bar.

2. Select Record Meeting...Record Meeting....
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DetailsDetails

1. Insert a name for the recording.

2. Press OKOK.

Pause RecordingPause Recording

1. Click the red circle in the upper right-hand corner of the screen.
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2. Select either Pause RecordingPause Recording or Resume RecordingResume Recording.

Stop RecordingStop Recording

1. Click the red circle in the upper right-hand corner of the screen.

2. Select Stop RecordingStop Recording.

Share a Recorded Meeting

Navigate to Adobe ConnectNavigate to Adobe Connect

Navigate to byui.adobeconnect.com.
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Login to Adobe ConnectLogin to Adobe Connect

Login to Adobe Connect with your username and password.

MeetingsMeetings

From your Adobe Connect portal, select MeetingsMeetings in the upper navigation bar.
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Select MeetingSelect Meeting

Select the meeting that you wish to share.

RecordingsRecordings

Select RecordingsRecordings.
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Access TypeAccess Type

1. Check the box next to the recording you wish to make public.

2. Select Access TypeAccess Type.

PublicPublic

1. Select PublicPublic privacy setting.

2. Click SaveSave.
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Select VideoSelect Video

Click on the video you wish to share.

Copy/Paste URLCopy/Paste URL

Copy the URL for Viewing. Share this URL with your target audience.
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How Do I Trim an Adobe ConnectHow Do I Trim an Adobe Connect
Recording?Recording?

Navigate to Adobe ConnectNavigate to Adobe Connect

Navigate to byui.adobeconnect.com.

Login to Adobe ConnectLogin to Adobe Connect

Login to Adobe Connect using your username and password.
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MeetingsMeetings

From your Adobe Connect portal, select MeetingsMeetings.

Select MeetingSelect Meeting

While in the My Meetings tab, select the meeting you wish to edit.
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RecordingsRecordings

Select the RecordingsRecordings tab.

Edit RecordingEdit Recording

1. Click ActionsActions.

2. Select Edit RecordingEdit Recording.
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Trim VideoTrim Video

1. In the time bar at the bottom of the page, drag the left/right wedges to the part of the recording
you wish to delete. The red portion of the time bar indicates the portion to be deleted.

2. Click the scissors buttonscissors button to cut out the selection. If you wish to cut out more of the recording.
Select a different portion of the timebar and then click the scissors buttonscissors button again.

3. Finish by clicking SaveSave. You have now trimmed the recording.

 You might also be interested in: How Do I Record and Share a Recorded Adobe Connect
Meeting?
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How Do I Share My Screen During anHow Do I Share My Screen During an
Adobe Connect Meeting?Adobe Connect Meeting?

Find or Add Share Pod (if it's not already on the screen)Find or Add Share Pod (if it's not already on the screen)

Find an existing Share pod on the page or add a new one by following the instructions below:

1. Click PodsPods in the upper navigation bar.

2. Select ShareShare.

3. Click Add New ShareAdd New Share.
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Share My ScreenShare My Screen

While in the meeting, click Share My ScreenShare My Screen in the center of the page.

Install Add-on (if applicable)Install Add-on (if applicable)

If a window appears prompting you to install the Adobe Connect Add-in, select YesYes.
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Grant AccessGrant Access

Grant access for Adobe Flash Player to access your computer by clicking AllowAllow. When it is finished
installing, Adobe Connect will reload.

 This message may appear differently depending on the web browser you are using.

Share My ScreenShare My Screen

Select Share My ScreenShare My Screen again.
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ShareShare

1. Select the monitor you wish to share.

2. Select ShareShare.
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Stop SharingStop Sharing

1. Click on the screenscreen icon in the pop-up window.

2. Select Stop SharingStop Sharing.
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How Do I Share a Document During anHow Do I Share a Document During an
Adobe Connect Meeting?Adobe Connect Meeting?

Find or Add Pod (if not already on the screen)Find or Add Pod (if not already on the screen)

Find an existing Share pod already on the page or add a new pod by following the steps below:

1. Click PodsPods in the upper navigation bar.

2. Select ShareShare.

3. Click Add New ShareAdd New Share.
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Share DocumentShare Document

1. While in an Adobe Connect meeting, click the drop-down arrowdrop-down arrow next to Share My Screen.

2. Then select Share DocumentShare Document.
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Select Browse My Computer...Browse My Computer....
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Select FileSelect File

1. Select the file you wish to display.

2. Click OpenOpen.

Navigate Between SlidesNavigate Between Slides

Use the left and right arrows in the bottom left corner of the page to navigate between slides.
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DrawDraw

1. Click the DrawDraw button.

2. Use the bar on the left to draw, add text, or add shapes to your presentation.
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Stop SharingStop Sharing

To stop sharing your document, click Stop SharingStop Sharing in the upper right corner.
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Adobe Connect Troubleshooting & FAQAdobe Connect Troubleshooting & FAQ
Click here to view content in full screen mode
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How Do I Troubleshoot Adobe Connect?How Do I Troubleshoot Adobe Connect?

Adobe Connect Room Appears to Freeze
SolutionSolution: Quit Adobe Connect and log back in to refresh to connection.

Sound Cuts Out Entirely
SolutionSolution: Close the Adobe Connect session and your browser. Then reopen both to join the session.

Your Sound Is Cutting In and Out
CauseCause: This is a connection speed issue.

SolutionSolution: Use a wired internet connection, or try to work as close to the wireless router as you can.
Make sure you have set your connection speed in Adobe Connect to the type of connection you're
using.

There Is Loud Feedback
CauseCause: Someone whose microphone is on is listening to the session on their speakers, and the
sound from the speakers is picked up by their microphone, causing feedback.

Solution 1Solution 1: Encourage participants to wear headsets/headphones/earbuds, and turn off speakers.

Solution 2Solution 2: Mute all microphones or remove microphone rights except for the speaker.

You Can't Login to Adobe Connect
SolutionSolution: Use your BYUI email address as your username.

Your Microphone Isn't Working
SolutionSolution: Be sure your microphone is plugged in BEFORE you log in to Adobe Connect. Otherwise,
quit Adobe Connect, plug in your microphone, and log in again.
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SolutionSolution: Be sure you click â€œAllowâ€? when you get a popup asking for permission for Adobe
Connect to access your microphone.

SolutionSolution: When you're in an Adobe Connect session, do the Audio Setup Wizard, under the 'Meeting'
menu. Make sure you select the right microphone. If your microphone is not listed, you need to
restart your computer with the microphone connected. If after a restart it is still not listed, you might
need to install drivers for your microphone.

SolutionSolution: Make sure that your microphone and audio headset works with your computer when you
are not logged in to Adobe Connect. If it does not, and you can't hear the audio and/or can't be
heard when you speak into the microphone, try this (for Windows): Right-click on the little speaker
icon that's in the lower-right corner of the screen, near the clock. Select "Adjust Audio Properties". In
the window that pops up, click on the "Audio" tab. On that page, under "Sound Playback" and
"Sound Recording", see what the options are in the drop-down box and see if changing the defaults
will fix the problem.

You Can't Get Adobe Connect to Load Correctly (White
Loading Screen)
SolutionSolution: You need to try another browser, or install the newest version of Flash from
http://www.adobe.com/software/flash/about/.

 NOTE: A short-term fix is for you to load the Adobe Connect from within the browser. You
can do this by appending ?launcher=false to the URL of the classroom (before you click it).

You Can't Get the "File Download" or "Web Link" Pods
to Work
CauseCause: This is usually because of popup blockers, as both of these pods open up new windows.

SolutionSolution: Hold down "Shift" and try to "Save to My Computer" or "Open in Browser" from these
pods.
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Adobe Connect Lesson 1: Introduction toAdobe Connect Lesson 1: Introduction to
Web ConferencingWeb Conferencing
Click here to view content in full screen mode.
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Adobe Connect Lesson 2: PodAdobe Connect Lesson 2: Pod
Fundamentals, Attendees, Chat, Share, &Fundamentals, Attendees, Chat, Share, &
NotesNotes
Click here to view content in full screen mode.
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Adobe Connect Lesson 4: LayoutsAdobe Connect Lesson 4: Layouts
Click here to view content in full screen mode.
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Adobe Connect Lesson 5: Adobe ConnectAdobe Connect Lesson 5: Adobe Connect
and the Learning Modeland the Learning Model
Click here to view content in full screen mode.
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How Do I Add Doorbell to Adobe ConnectHow Do I Add Doorbell to Adobe Connect
Click here to view content in full screen mode.
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How to Save Adobe Connect Files as aHow to Save Adobe Connect Files as a
VideoVideo
In Adobe Connect you can convert and download a recording offline in MP4 of FLV format.

Manage Meeting InformationManage Meeting Information

1. Select MeetingMeeting in the upper navigation bar.
2. Select Manage Meeting InformationManage Meeting Information.

This will then take you to a new window where your meeting information is located.
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Find Your RecordingsFind Your Recordings

Click on RecordingsRecordings. This should take you to all the recordings you have.

Make Recording OfflineMake Recording Offline

1. Select the ActionsActions drop down menu.
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2. Select Make OfflineMake Offline.

The recording should then be opened in an add-in along with a pop-up dialog.

Select your OptionsSelect your Options

1. Select MP4MP4 or FLVFLV as the output option.
2. Select the quality either by using the slider or the Advanced Options menu. *Note: The higher the

quality, the larger the file size will be.
3. Click Proceed with Offline RecordingProceed with Offline Recording once your options are selected.
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SaveSave

Choose where you want your file saved and what you want it named. Proceed to save it.

Recording ConversionRecording Conversion

The recording will play in the AdobeConnect add-in window and will be converted to MP4 or FLV file.
A dialog box pops up once the conversion has finished and provides the details of the actual
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recording. Since the recording must play in real-time in order to be converted, this process will take
the same ammount of time as the original recording.

 Now that you have an .mp4 file, you can add the recording to https://video.byui.edu,
https://youtube.com, or whatever video hosting site you'd like.
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Google Hangouts on AirGoogle Hangouts on Air
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How Do I Set Up a Google Hangout onHow Do I Set Up a Google Hangout on
Air?Air?
Google Hangouts on Air is a great way to meet as a group when you are in different geographical
locations. To set up a Hangout on Air, you will need to have a Google account, and the Google
account must be linked to a YouTube channel. If you do not have a Google account, start with the
section titled Setting Up a Google Account. If you already have a Google account that is linked to a
YouTube channel (most google accounts from recent years are) jump straight to Setting Up a Google
Hangout on Air. If you have already done a Hangout on Air in the past jump right to Start a Hangout
on Air (Normal Process).

Setting Up a Google Account

YouTube.comYouTube.com

Navigate to YouTube.com.
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Sign InSign In

Click Sign inSign in.

Create AccountCreate Account
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Click Create AccountCreate Account.

1. Insert your information.

2. Click Next StepNext Step.
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Agree to TermsAgree to Terms

Read and agree to Google's terms.

Verify AccountVerify Account

1. Insert your phone number into the 'Phone number' field.
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2. Choose whether to receive a text message or voice call for verification.

3. Click ContinueContinue.

Insert Verification CodeInsert Verification Code

1. Insert the verification code obtained on your phone.

2. Click ContinueContinue.
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Continue to YouTubeContinue to YouTube

Click Continue to YouTubeContinue to YouTube.

First Time Setting Up a Google Hangout on Air
NOTE: The first time you set up a Hangout on Air, you will need to enable live streaming and verify
your account.
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YouTube.comYouTube.com

Navigate to YouTube.com.

Enter Creator StudioEnter Creator Studio

1. Click on your profile pictureprofile picture in the upper-right corner of the screen.

2. Click Creator StudioCreator Studio.
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Live StreamingLive Streaming

Select Live StreamingLive Streaming on the left-hand sidebar.
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Create Channel (if prompted)

Read YouTube's Terms of Service. If you agree to them, select Create ChannelCreate Channel.

EventsEvents

Click on EventsEvents under Live Streaming in the left navigation bar.

BYU-Idaho Online Knowledgebase

Page 59Page 59BYU-Idaho Online | Other I-Learn Tools



Enable Live Streaming (only required to do this once)Enable Live Streaming (only required to do this once)

Click Enable live streamingEnable live streaming.

NOTE: You are only required to do the next few steps the first time you set up a Hangout on Air. Skip
down to Create Live Event if this is not your first time setting up a Hangout on Air.
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Verify Account (only required to do this once)Verify Account (only required to do this once)

Verify your YouTube account with your phone.
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Agree to Terms and Conditions (only required to do this once)Agree to Terms and Conditions (only required to do this once)

Read the terms and conditions and if you agree to the terms, select I AgreeI Agree.
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Create Live EventCreate Live Event

Click Create Live EventCreate Live Event or New Live EventNew Live Event
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Create a New EventCreate a New Event

1. Input the information for the live event.
2. Be sure to set the privacy settings to Unlisted.
3. Change the Event Type to > Quick (using Google Hangouts on Air)Quick (using Google Hangouts on Air)
4. Click >Go Live NowGo Live Now

NOTE: It is not necessary to add participants to the Hangout at this stage. This is addressed a few
steps later.
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Install Plugin (if prompted)

If prompted, install the Google Hangouts plugin.

Confirm HangoutConfirm Hangout

Click OKOK to confirm commencement of the Hangout on Air.
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Invite ParticipantsInvite Participants

Copy the Hangouts window's URL and send it to participants in the Hangout. This is how they join
the Hangout on Air.

Start BroadcastStart Broadcast

Click Start broadcastStart broadcast.

NOTE: It may take up to one minute for the Start broadcast button to appear on the screen.

Stop BroadcastStop Broadcast

To end the broadcast, click Stop broadcastStop broadcast.
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Start a Hangout on Air (Normal Process)

YouTube.comYouTube.com

Navigate to YouTube.com.

Enter Creator StudioEnter Creator Studio

1. Click on your profile pictureprofile picture in the upper-left corner of the screen.

2. Click Creator StudioCreator Studio.
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Live StreamingLive Streaming

Select Live StreamingLive Streaming on the left-hand sidebar.

EventsEvents

Click on EventsEvents under Live Streaming in the left navigation bar.
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New Live EventNew Live Event

Click >New Live EventNew Live Event

Create a New EventCreate a New Event

1. Input the information for the live event.
2. Be sure to set the privacy settings to Unlisted.
3. Change the Event Type to > Quick (using Google Hangouts on Air)Quick (using Google Hangouts on Air)
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4. Click >Go Live NowGo Live Now

NOTE: It is not necessary to add participants to the Hangout at this stage. This is addressed a few
steps later.

Confirm HangoutConfirm Hangout

Click OKOK to confirm commencement of the Hangout on Air.

Invite ParticipantsInvite Participants

Copy the Hangouts window's URL and send it to individuals you would like to participate in the
Hangout. This is how they join the Hangout on Air.
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Start BroadcastStart Broadcast

Click Start broadcastStart broadcast.

NOTE: It may take up to one minute for the Start broadcast button to appear on the screen.

Stop BroadcastStop Broadcast

To end the broadcast, click Stop broadcastStop broadcast.

Find a Hangout on Air Recording

YouTube.comYouTube.com

Navigate to YouTube.com.
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Enter Creator StudioEnter Creator Studio

1. Click on your profile pictureprofile picture in the upper-left corner of the screen.

2. Click Creator StudioCreator Studio.

Live StreamingLive Streaming

Select Live StreamingLive Streaming on the left-hand sidebar.
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EventsEvents

Click on EventsEvents under Live Streaming in the left navigation bar.

Filter to Past EventsFilter to Past Events

1. Click >UpcomingUpcoming to pull down a menu
2. Select >CompletedCompleted
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Select RecordingSelect Recording

Click on the video thumbnail or title to go to the video page. From the video page you should be able
to share the link or copy the embed code to play in your course.

 You might also be interested in How to Embed a Video.
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TeamDynamixTeamDynamix
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How Do I Access and Use the CourseHow Do I Access and Use the Course
Maintenance Dashboard?Maintenance Dashboard?

The course maintenance dashboard is the council's look into the course's submitted tickets. It is
a 10,000 ft. view of all the course's tickets submitted and their working and completion status.
The course council can also leave comments on any ticket in the system. All Online Course
Representatives and Course Leads have access to their course's dashboard.

 Online Course Representatives, Course Leads, and Curriculum Designers are the only
people that have access to this resource.

Access the Course Maintenance Dashboard

TeamDynamixTeamDynamix

Type in the URL https://td.byui.eduhttps://td.byui.edu..
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Log inLog in

Log in using your BYU-Idaho credentials.BYU-Idaho credentials.
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TeamDynamix DashboardTeamDynamix Dashboard

What you see here are the submitted tickets for the course. Each ticket displays its status, priority,
which course support specialist has stewardship over the ticket, how long the ticket has been in the
system, and the description of the issue.

Description of Categories

CategoryCategory MeaningMeaning

Title The title of the ticket is always the course
number.
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CategoryCategory MeaningMeaning

Status Status of the ticket tells you where it is in its
life-cycle.

Priority Priority determines how quickly Course
Maintenance needs to implement the ticket’s
solution.

Prim Resp (Primary Responsibility) This lists the course support specialist assigned
to the ticket.

Age Age determines the length of time the ticket
has been in a new/working status. Once the
ticket has been resolved and/or closed the time
tracking on the ticket discontinues.

Description Description is the actual issue that the ticket
originator/author detailed.
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Make a Ticket Comment

Select Ticket TitleSelect Ticket Title

ClickClick on the title of the ticket.
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Scroll DownScroll Down

Scroll downScroll down to the bottom of the window to see the work that has been done and the conversations
about the ticket. This is a log of the communications between the course support specialist and
others, the work they've done, and a quality check done by their team lead. It also includes any
communications sent to the course council requesting approval to implement the fix or
improvement.
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Select "Comment"Select "Comment"

To leave a comment on the ticket, first selectselect the "Comment" button at the top of the ticket feed.
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Select "Notify" MenuSelect "Notify" Menu

Once you select "Comment," a text editor will appear where you can write a comment. SelectSelect the
"Notify" drop down menu to pull up a selection of individuals to notify. This will send them an email.

1. The "Responsible" designation is the Course Support Specialist.

2. The "Requestor" designation is the original author of the ticket, the one requesting help.
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Write CommentsWrite Comments

1. Note that the person(s) you have selected to notify appear here.

2. WriteWrite whatever notes you need in this text editing box.

3. SelectSelect "Save" to send the notification.
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Image RetrieverImage Retriever
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How do I support the image retriever inHow do I support the image retriever in
my FHGEN course? (instructor)my FHGEN course? (instructor)
This will be used as a Frequently Asked Questions (FAQ) page for instructors. It will be updated as
more questions are asked. To better understand how the Image Retriever works please go to the
How to Use the Image Retriever (students). This link leads to a page that is an instructional page on
how to use the Image Retriever.

Frequently Asked QuestionsFrequently Asked Questions
QQ: What do I do if my students cannot access a record using the Image Retriever?

AA: When a student reports that an image isn't working, attempt to access the image yourself through
the Image Retriever. Make sure you know what image they are searching for as well as where it
exists. You also need to make sure that you are logged into content.byui.edu, since that is the
system where the images are stored for this program.

If you are also unable to access the image, please feel free to submit a ticket in order to have this
corrected using the request help feature within I-Learn.
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YouTubeYouTube
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How Do I Change the Privacy Settings onHow Do I Change the Privacy Settings on
a YouTube Video?a YouTube Video?

Creator StudioCreator Studio

1. ClickClick on your account profileaccount profile in the upper right hand corner.
2. Click Creator StudioCreator Studio
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Video ManagerVideo Manager

In the left sidebar, navigate to Video ManagerVideo Manager.

Edit SettingsEdit Settings

Find the video for which you'd like to alter the privacy settings. Click EditEdit next to that video
thumbnail.
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Change VisibilityChange Visibility

• PublicPublic - Allows search engines to index your video and sends public traffic to your video. (If video
discusses individual student performance, this setting violates FERPA.)

• UnlistedUnlisted - Allows individuals with a link to the video to view the video. The video isn't listed in any
search results.

• PrivatePrivate - Video is not accessible to any search engine or any user besides the owner and specific
users the owner has listed under the Share menu. (This is the most secure of the 3 options.)
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How Do I Slow Down or Speed Up aHow Do I Slow Down or Speed Up a
YouTube Video?YouTube Video?

SettingsSettings

ClickClick the settings (Gear)settings (Gear) iconicon.

SpeedSpeed

BYU-Idaho Online Knowledgebase

Page 91Page 91BYU-Idaho Online | Other I-Learn Tools



Speed SettingsSpeed Settings

Choose the speed you'd like for video feedback.
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How Do I Turn On Closed Captioning inHow Do I Turn On Closed Captioning in
YouTube?YouTube?
Most YouTube video are closed captioned using artificial intelligence. The transcript isn't 100%
perfect, but it is typically pretty close. Closed captioning is a very useful tool for students who are
learning English or have other accessibility needs.

Closed CaptioningClosed Captioning

Click the CC button to turn on Closed Captioning
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Adobe Suite ProductsAdobe Suite Products
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Exporting Files From Adobe Acrobat ProExporting Files From Adobe Acrobat Pro

This tutorial will walk you through how to export a file from Adobe Acrobat Pro into a different
file format.

FileFile

1. Select FileFile to open the File menu.
2. Click Export ToExport To to open the export options menu.
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Export OptionsExport Options

This menu gives you several different options for exporting a document from Adobe Acrobat in
different formats:

1. Use the drop down menu next to Microsoft WordMicrosoft Word
2. Select Word DocumentWord Document

Opening the Document in WordOpening the Document in Word
Once the above options have been followed your PDF document will open in Microsoft Word if it is
installed on your computer.
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OutlookOutlook
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How to Find Hidden Emails in OutlookHow to Find Hidden Emails in Outlook
Focused InboxFocused Inbox

Many instructors have spoken of losing emails in their Outlook inbox. There are multiple
reasons this can happen. It is recommended that you check each of the methods below to
recover those:

Find and Select "Other: New conversations"Find and Select "Other: New conversations"

Beneath the Focused and Other Tabs, you may see the Other: New conversationsOther: New conversations option. This tab
notes if you have any recently hidden items. If you do not see the Other: New conversationsOther: New conversations option,
proceed to the next section.
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Other tabOther tab

Another way to view those same hidden emails is by selecting the OtherOther tab.
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Junk Email or Clutter tabsJunk Email or Clutter tabs

Also check your Junk EmailJunk Email and ClutterClutter tabs if you're still missing emails. Sometimes important
emails get filtered here as well.

 You might also be interested in: How to Turn Off Focused Inbox in Outlook
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How to Turn Off Focused Inbox inHow to Turn Off Focused Inbox in
OutlookOutlook

Turn off Focused InboxTurn off Focused Inbox

If you would rather not deal with two different inboxes, you can turn your Focused Inbox off by
selecting the down arrow to the left of FilterFilter and unchecking Show Focused InboxShow Focused Inbox at bottom of the
drop down menu.
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I-Plan for TutorsI-Plan for Tutors
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How to Set up I-PlanHow to Set up I-Plan
As a tutor, you will need to set up I-Plan in order to schedule appointments with students.

Set up your Zoom accountSet up your Zoom account
Since you are an online tutor and cannot meet with students in person, Zoom is available to you for
holding video conferences. For help setting up your account, see the following resources:

What is Zoom?

How Do I Get Started with Zoom?

How to Register for Zoom

Find your Zoom IDFind your Zoom ID
Your Zoom ID is a unique code that will link students to your personal Zoom room. To find it, follow
these steps:

1. Login to Zoom1. Login to Zoom

Go to https://zoom.us and login with your BYU-Idaho credentials.
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You will see a page like this when you first login to your account.

2. Open your profile2. Open your profile

In the menu on the left of the page, select the "Profile" tab.

3. Copy your Personal Meeting ID3. Copy your Personal Meeting ID
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In the section "Personal Meeting ID," you'll see a URL. Copy the link.

Paste your Zoom ID into the Google formPaste your Zoom ID into the Google form
You should have received an email from HR asking you to indicate your Zoom ID in a Google form.

Open the link to the form and paste your Zoom ID into the indicated space. Click "submit."

Create your tutoring scheduleCreate your tutoring schedule
Next, you'll need to establish the hours you are available to tutor students. Follow these steps:

1. Login to myBYUI1. Login to myBYUI

Login to the BYU-Idaho site like you usually do, with your username and password.

2. Open I-Plan2. Open I-Plan

On the home page, there is a box titled "Academic Resources," which contains a link to I-Plan. Follow
that link.

If you would prefer, you may simply visit iplan.byui.edu. This is a good site to bookmark.
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3. Login to I-Plan3. Login to I-Plan

You will be prompted to login through BYU-Idaho. Enter the same username and password you use
for the BYU-Idaho site.

4. Indicate your availability4. Indicate your availability

Students who wish to meet with you will be able to view the days/times you are available and select
a time slot. You can choose the days/times you are available.

1. Open the menu and

2. Select "Tutoring."
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Click the arrow icon in the corner.
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When the menu opens up, select "Schedule Appointments."
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A calendar will pop up. Click a time when you are available to meet with students.
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A window will pop up and ask you to complete several pieces of information.

1. "Date" and "time."

2. "Location." Remember that Zoom ID you used earlier? Click the drop-down menu and select yourClick the drop-down menu and select your
Zoom ID as the location.Zoom ID as the location. If you don't see your Zoom ID appear as a option, please email
youngi@byui.edu.

3. "Type" and "stop registration." You may indicate whether you'd like to meet with students
individually or in groups. You will only select "Drop-in" if you have been contacted by Online
Employment & Scheduling and asked to facilitate drop-in tutoring. If you have not, then only select
"One-to-one" or "Group."

"Stop registration" is how soon before the appointment students may sign up.

4. "Quick creation." This tool allows you to make this availability slot recurring. For example, if you
are available every Monday and Wednesday from 9:00am to 10:00am for the whole semester, you
may say so, and I-Plan will automatically put availability in the calendar for you on those days and
times.

5. "Split time" and "breaks." This indicates how long you want appointments to be and how much
time between appointments you want.

Be sure to click "Next" when you are finished.Be sure to click "Next" when you are finished.
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If you are tutoring for more than one course, be sure to "select all" courses. The arrow button shows
a list of all your courses.

When you are finished, click "Create Availability."When you are finished, click "Create Availability."

You will see the availability you selected show up on your calendar in green.

Repeat this process as many times as necessary until all of your online tutoring availability has been
scheduled.
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