
NASBP Virtual Seminars 
Frequently Asked Questions & Best Practices 

Prior to participating in an NASBP Virtual Seminar, please test the connection with the computer you will 
use on day of Virtual Seminar. 

Test your connection: https://nasbp.adobeconnect.com/common/help/en/support/meeting_test.htm  

Frequently Asked Questions 
1. What do I need in order to participate in an NASBP Virtual Seminar? 

You will need a computer that has an Internet connection, web browser, and Adobe Flash Player 
version 10.1 or greater. We encourage you to use the link listed above at any time before your first 
Virtual Seminar to test your system. 

2. How do I access the live Virtual Seminar? 
Five or ten minutes prior to the start of the Virtual Seminar, click the meeting room URL link in your 
emailed seminar invitation. Then choose the button “Enter with your login and password (Required for 
hosts, recommended for registered users)” and enter the login and password that you received with 
the URL link. 

3. Should I login as a guest? 
No. Registrants should choose the button “Enter with your login and password (Required for hosts, 
recommended for registered users)” and enter the login and password that you received with the URL 
link. 

4. I can’t find the email with my username and password. What do I do? 
Please check your computer’s spam folder; it will arrive from Liz Wise via Constant Contact. If you still 
can’t find it, please email Liz Wise at lwise@nasbp.org 

5. One of my colleagues is registered for the Virtual Seminar and forwarded me his/her seminar invitation. 
Can I log in as my colleague? 
There is one login for each paid registration or subscription. If your colleague is not using his/her login, 
then yes, you may use it; just use that person’s login and password. If your colleague is using his/her 
login, then you either need to attend by sitting with your colleague or pay for your own registration. 

6. When I connect via my computer, the screen has a pop-up asking about dialing in or having the 
presentation dial me. Which should I choose? 
Please don’t do either! If you are connecting via your computer, it is not necessary to dial in on your 
phone. Once you enter the meeting room and see the pop-up about dialing in, select the option 
“Listen Only.” You will be able to listen to the presentation through your computer speakers. Only the 
host and presenter speak during a Virtual Seminar; all others are placed on mute by the host so dialing 
in as well as connecting via computer is just a wasted expense (NASBP pays for all calls.) 

7. I was logged in via my computer, but clicked on something else on my computer and no longer see the 
presentation on my screen. Should I log in again?  
There’s a good chance that you have NOT disconnected and do not need to log in 
again. Please check the bottom of your computer screen in the area that shows 
open programs and look for the Adobe Connect icon (shown on the right). Just click 
on it and the screen with the presentation should reappear. 
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8. I am logged in via my computer but can’t hear anything. What do I do? 
If you are early and the meeting hasn’t started yet, you won’t hear any sound – if you see a screen that 
says: “Welcome. The presentation will start shortly”and you shouldn’t hear anything at this time. 

If the Virtual Seminar is already in progress – you can see a presentation on your screen – and you still 
can’t hear anything, please check your computer to be sure your speaker volume button is turned up. 

9. My computer’s speakers don’t provide good sound quality, so I keep calling in as well as logging in. Is 
there something I can do so I don’t have to call in every time? 
We suggest you buy a set of external speakers – available for less than $25 from electronics and office-
supply stores – that will plug into your computer and sit on your desk. These have been found to 
greatly increase sound quality at a very low cost. 

10. How do I ask a question during the Virtual Seminar? 
You may type your questions into the Q & A pod at any time during the presentation. Please do not 
use the “raise your hand” feature – since all participants are placed on mute by the host you can only 
ask questions via the Q&A pod. 

11. Can other participants see my question in the Q&A pod? 
No, only the host and presenters can see your questions. The host will read the question aloud to the 
presenter(s) at the appropriate time but will not say who submitted the question. 

12. Can other participants or the speaker hear me if I speak? 
Phone lines of all participants are placed on mute by the host, so only the presenter and the NASBP 
staff host can be heard by the participants. 

13. Will a copy of the PowerPoint presentation be emailed to me before the Virtual Seminar? 
A PDF of the presentation is available with the login-in email sent on the morning of the Virtual 
Seminar. You can download it, print it and/or save it to your computer. 

14. Will the Virtual Seminar be recorded and will I have access to it? 
All Virtual Seminars are recorded and the synced presentation (slides and audio) will be emailed to all 
registered attendees (including Annual and Subordinate Subscribers) within a week of the Virtual 
Seminar. 

Best Practices 
Here are some suggestions to help you maximize your Virtual Seminar experience. 

1. We know it’s tempting, but try to refrain from multi-tasking during the Virtual Seminar. 
2. Do your best to minimize distractions by turning off alerts, alarms, cell phones, and other sources of 

noise. 
3. If possible, close your door and/or let your colleagues know you’re participating in a virtual meeting. 
4. Remember, you can ask a question at any time via the Q&A pod, so go ahead and type in your question as 

you think of it. The presenter may not answer it until the end, but all questions will be answered. 
5. Help us maximize everyone’s experience by staying involved – please participate in any polls and/or 

questions asked by the presenter. 


