Multimedia Classroom Operation Guide
SCIENCE BUILDING (Destination Station) 
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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.
· Computer - The power button located on the front of the computer. (You may have to turn the power on to the computer monitor as well.)
· AMP - The power button is located on the right side of the AMP located in the cabinet.
· Projector ON - The Projector ON button is located on the Epson Remote Control. 
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


Select Computer Source

1.   Push the COMP1 button on the Epson Remote Control. 

Using the Computer
1. To login to the system, use your campus login with additional context information:



Username:  your office computer login



Password:   your office computer password 

2. Use the Program dial on the AMP to adjust the volume. 
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	VCR/DVD & Cable TV Operation


Select VCR/DVD Source
1. Push the Video button on the Epson Remote Control. 
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 player to control the playback. (There also may be a remote control in the drawer of the multimedia cabinet.)
3. Use the Program dial on the AMP to adjust the volume. 
4. You can use the channel up and down buttons to change the cable TV channel. (If the room is equipped with Cable TV.)
Note: To return to the computer display, press the COMP1
          button on the Epson Remote Control.
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	Power OFF!


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

1. If you used the computer, click on the Start Menu and choose Shutdown. 
2. Turn the power OFF on the following devices: 
( Display/Projector 
( VCR/DVD
3. Return remote controls to the multimedia cabinet, and LOCK the cabinet door.  
4. 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 Program dial on the AMP control unit.

2. Check to be sure that the correct source (Comp1, Video) is selected using the Epson Remote Control.
3. Ensure the the computer volume is not muted or turned down. (An Audio icon should be available on the system tray next to the computer clock.)
( 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 (Comp1, Video) is selected on the Epson Remote Control.
( Can't Login

1. Double check to ensure you are logging in with the correct username and  password.  See step 2 above.

2. Call the LRTS Help Desk at x3688 for more information or assistance.

( Remote not working

1. Install new batteries in the remote control.
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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 Learner Resources and Technology Solutions 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.
Keys
· If you need a key to open the multimedia cabinet in the classroom, please follow the instructions below:

1) Send an E-mail TO: Cindy Kennell & CC: Scott Martin subject of: Multimedia Cabinet Key

2) Enter your first and last name and room location. 

3) You will receive confirmation from Cindy Kennell or Scott Martin when your key is ready to be picked up from Campus Police.
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