   Technology Enhanced Classrooms • Instructions for Use

You will be given the door combination and the lectern computer’s login and password. If you do not have this information, please go to the Library Reference Desk for assistance. If you experience technical difficulties while using the equipment, please call Ext. 4357, GSU Help Desk.
1.          Unlock the classroom door using the combination to the lock.
2. Room lighting: There are 2 separate light switches in the room.  One turns lights on/off and the other allows for lighting 1/3 of the classroom. 
3. The 5 button panel on the top right hand of the podium: The buttons are to remain “on” at all times.  The small green lights indicate that the button is in the “on” position. The 4 orange lights on the router located inside the podium are to remain “on” at all times. A toggle switch is under each orange light.
4. Turning the system on: Press the “Display Power” switch until you see a light begin to flash.  The system takes 1-2 minutes to totally power on or off.  Wait for all of the lights to stop flashing.  Each podium has 6 function buttons, from left to right: VCR, DVD, Document Camera, Lectern computer, Laptop, and Campus Network.  When you are finished, press “Display Power” to turn the system off. 
5. In some classrooms an electronic projection screen lowers when the system is turned on. The screen rises when the power is turned off.  A manual switch for the projector screen is located on the wall next to the 1/3 lighting switch.

6. In some classrooms a Document Camera (ELMO) is located on the right hand side of the podium. It must be unlocked and pulled out to set up. The ELMO has an on/off switch on the back of the machine near the right side of the power cord. To display a transparency, push the BASE lamp button on the front.

7. Lectern Computer:  This is connected to the podium and the projection screen. To open the monitor panel, simultaneously push the top of the table and pull on the keyboard shelf.  Logon to the network with the “instructor” login and password, or your personal network account. 
8. Laptop connection: There is a network connection outlet located at the top right of the podium, plus an electrical outlet, audio plug, and video plug. Press the “Laptop” function button. If the laptop display does not appear on the screen make sure your laptop is sending video out. 
9. VCR and DVD: These are inside the podium cabinet.  Fast forward, rewind, pause, and volume controls are on the top of the podium. For volume, the power to the amplifier located inside the podium must be “on”.
10. Network Projector (Campus Projector): Currently not operational. Disregard if you see this displayed on the screen.
11. TURN OFF THE PODIUM when you are finished.  Press “Display Power” to turn off the system.  It takes 1-2 minutes to power down.
12. Note: the bulbs in the projector are very expensive, so please wait to turn the podium on until you are ready to start your presentation. Thank you for your consideration.
13. BE SURE TO SHUT THE CLASSROOM DOOR when you are finished.
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