Multimedia Classroom Operation Guide 

PODIUM
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	Power ON!


Turn the power on for the following devices: 

· VCR/DVD - The power button is located on the left side of the VCR/DVD Player.
· Projector ON - The Projector ON button is located on the left of the Extron Control Unit. 
Note: Please DO NOT leave the projector ON for extended periods 
          if you are not using it.  The bulbs are very expensive.
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	Computer Operation


Attach Laptop Cables (Cables are located in the access panel on the podium.)
1. Attach the RGB cable to the RGB port on your laptop.

2. Attach the network cable to the network port on your laptop.

3. Attach the audio cable to the headphone jack on your laptop.
Select Computer Source

1. Push the Laptop button on the Extron Control Unit. 
OR
2. Push the PC button on the Extron Control Unit to use the PC in the Podium.

Using a Laptop
1. In order to activate the display on your laptop, you may need to activate the RGB port.  For HP laptops press the FN + F4 keys at the same time.  (IBM laptops use FN + F7.)

2. Use the Volume Control on the Extron Control Unit to adjust the volume.

3. Use the Display Mute button to blank the screen temporarily. The display “mute” feature allows you to blank out the screen during a presentation. There are 2 buttons (Mute ON and Mute Off) located on the Extron Control Unit.
Using the PC in the Podium
1. In order to use the computer in podium, turn on the power.
2. Login to the Network. (You may have to use the context of: .yourusername.office.grccmain)
3. Use the Volume Control on the Extron Control Unit to adjust the volume.

4. Use the Display Mute button to blank the screen temporarily. 
	3
	VCR/DVD & Cable TV Operation


Select VCR/DVD Source
1. Push the VCR/DVD button on the Extron Control Unit. 
Using the VCR/DVD
1. Insert your videocassette or DVD into the player.

2. Use the rewind, stop, play, pause, and fast forward etc. buttons on the VCR/DVD to control the playback. (There is also a remote control in of of the multimedia cabinet drawers.)
3. Use the Volume Control dial on the Extron Control Unit to adjust the volume. 
4. Use the Display Mute button to control blank the screen temporarily. The display “mute” feature allows you to blank out the screen during a presentation. There are 2 buttons (Mute ON and Mute Off) located on the Extron Control Unit.
5. You can use the channel up and down buttons to change the cable TV channel. (Some rooms are equipped with Cable TV.)
Note: To return to the computer display, press the Laptop
          button on the Extron Control Unit.
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	Power OFF!


When you are finished using the multimedia equipment be sure to do the following:

1. Turn the power OFF on the following devices: 
( Display/Projector 
( VCR/DVD
2. Return remote controls to the multimedia cabinet.

3. As you EXIT the room, be sure to LOCK the door.
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	Troubleshooting


Please use the following checklist before contacting the Help Desk:

( No Audio

1. Turn the volume up using the volume dial on Extron Control Unit.

2. Check to be sure that the correct source (VCR/DVD or Laptop) is selected using the Extron Control Unit.
3. Check to be sure the audio cable is connected to the headphone jack on your laptop.

4. Check to be sure that your laptop audio is not muted or turned down.

5. Check to make sure that A/V Mute is turned OFF on the Extron Control Unit.
( No Video
1. Check to be sure that the video source turned on.
2. Check your video source to ensure that it is playing.
3. Check to be sure the correct video source (VCR/DVD or Laptop) is selected on the Extron Control Unit.
4. If you are using a laptop, you may need to activate the RGB port on your computer using FN+F4 for HP computers and FN+F7 for your IBM computer.

( Laptop Screen Size Problem
1. If your laptop screen size is not matching the projector, you may need to reset your laptop screen resolution.

1) Right click on the desktop

2) Click Properties

3) Click Settings Tab

4) Drag the Screen Resolution Slider to 1024x768
5) Click Apply
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	How to get help!


Contact Information
· Please direct immediate or emergency questions with regard to the operation, equipment failure, or other problems to the LRTS Help Desk   (x3688)
· If you detect a problem with the multimedia station, please let others know about the problem by placing a post-it note on the station cabinet.

Training
· To schedule a training session on the operation and use of the multimedia station in your teaching, contact the Learning Academy for Faculty & Staff: http://www.grcc.edu/la or call x4285.
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