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Required Guidelines To Follow

Faculty is strongly encouraged to attend a one-hour orientation session that covers the equipment in the Active Classroom. Contact the Media Department , Ext. 7928, for more information.

Computer

a)
Software:  If you need a specific software application installed on the instructor’s machine, contact the Media Department , Ext. 7928.  A Tech Support person will verify that   1) your application will not conflict with the existing software and  2)  add the new software to their master for easy re-install if the computer ‘crashes.’ 

b)
Default Settings:  Changing the default settings on any of the equipment may affect other faculty and their students.  If you need specific settings for the computer or other equipment, please contact the Media Department , Ext. 7928.

c)
Cables:  Cable connectivity is very important but once cables are connected to the computer, VCR, Projector, etc. they rarely need changed.  If you think that a problem may be a cable problem – cable can be faulty - contact the Media Department , Ext. 7928 immediately.  You can check to make sure a cable is not loose or unplugged but changing the arrangement of cables may damage the equipment.

d)
Leave the computer ON at the conclusion of your class. If you want to turn off the monitor, you may. 

Projector

a) Leave the projector ON if a class immediately follows yours

OR

Turn the projector OFF if a class doesn’t immediately follow yours.

b) To turn projector OFF: press On-Off button on the remote control unit.  A ‘power off’ message appears on the screen.  Press the ON-Off button again.  See page 4 for more information.

c) Turning off the projector and then immediately turning it back on can damage the bulb.

Instead, let the projector cool down for 5 minutes before turning it back on. 

Other Equipment

a) Elmo:  Please turn off the Elmo when you are finished.

b) VCR:  Leave the VCR on.

c) Podium Pro tablet:  Occasionally, the computer “forgets” the tablet is attached and stops recognizing the stylus. This requires a shutdown and restart of the computer  to solve the problem. 

Classroom

a) At the conclusion of your class, please lock the door, regardless of whether a class follows yours. 

Other Assistance

The manufacturers’ manuals for the projector, the Elmo and the VCR are located in the two-drawer filing cabinet in each room.  If you borrow these items, please return them to the cabinet for others to use.  

If there is a security problem in the room (equipment missing, door lock damaged, etc.), call campus security, Ext. 5555. 

Equipment Overview

North Harris College has five Active Classrooms.  Three are located in the Winship Building in rooms 175, 176, and 214.  Two others are located in the Academic building in rooms 138 and 232.  Each Active Classroom is equipped with:

	Ceiling-Mounted Projector

Projects and magnifies images from the computer, the VCR and the Elmo.
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	Computer/Network

Allows instructors to access all computing shared resources available at North Harris including network folders, library databases and the Internet.
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	Elmo Visual Presenter

Used to display presentation materials including:

· 3D objects

· Transparencies

· Printed materials
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	VCR

Used to play video in VHS Format.

The VCR is connected to the projector via the ELMO.
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	Podium Pro( Tablet

Serves as a remote mouse and allows instructors to more easily present their information. 
	[image: image6.jpg]





[image: image10.png]


Ceiling-Mounted Projector

Projects and magnifies images from the computer, the VCR and the Elmo.

Turning the projector ON: 

Push the On-Off, wait a few seconds for the lamp to start operating. The display will appear on the screen and the countdown starts. 

(NOTE: Once the projector is on, it must stay on for at least five minutes to maintain the life of the lamp)
Turning the projector OFF:

Press the power ON-OFF button on the remote control unit (the “power off?” message appears on the screen

Press the power ON-OFF button on the remote a second time. 

After turning the unit OFF wait at least five minutes before turning the unit back on.

(NOTE: The cooling fans operate for 90 seconds after the unit has been turned off.  During this cool down period the unit CANNOT be turned on again. 
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Computer/Network

Allows instructors to access all computing shared resources available at North Harris including network folders, library databases and the Internet.

General considerations:

· Only shut down the computer when absolutely necessary

· Always log on using the Computer’s ID and Password located on the lower right corner of the monitor (do not use your ID and Password to log on)

· Please let the desktop settings the same.  The computer is a shared resource; therefore, personalizing the desktop may cause problems.

· Installing software yourself is not allowed.  Please call the Media Department , Ext. 7928 for assistance if you have a specific software to use on the computer.

The computer systems located in the Active Classrooms are equipped with:

· Floppy Drive

· DVD-CD ROM (You can play DVD media)

· Internal ZIP Drive (Zip Disk Capacity 100MB)

· Network connection

· Internet connection

· Speakers 

Note: The best way to check if the computer system is on is by checking the light on the computer monitor, system, or keyboard. (green light=ON orange light=sleep mode No lights=OFF).

If you are receiving error messages on the computer, write down the error message as it appears on 

the screen and call Media Department , Ext. 7928.

ELMO

Used to display presentation materials including:

· 3D objects

· Transparencies

· Printed materials

The power switch for the ELMO is 

located on the back left side (see illustration); however, it does not turn on 

the lamps.

Note: Always turn the ELMO off after finishing the class

Place a document (paper, transparency) 

or 3D object on the stage of the ELMO 

and select the proper settings for it from 

the front panel. The upper lamps of the 

ELMO can be adjusted to accommodate 

lighting needs

Front Operation Panel

[image: image7.png]Select Internal to Toggle switch to
use the ELMO view Black &
Turns onfoff White/Color
lights Select AV1 to use documents lffse to adjust
the VCR ocus
% V v v
Law POSNEGA COLRESW  Z00M o

A

Toggle switch for
viewing
positivelnegative
films

Use to adjust the
image size

Use to autofocus








	[image: image8.png]



	VCR

Used to play video in VHS Format.  The VCR is connected to the ceiling-mounted projector through the ELMO.


The VCR has its own remote control, which should be located in the two-drawer filing cabinet in each Active Classroom.

In order to project a video tape do the following:

a) Confirm the VCR is On (power button is lit)

b) Insert VHS tape into VCR

c) Turn on ELMO and select AV1 (see page 5)

d) Press VIDEO button on projector remote

e) Press Play on VCR and the video tape should start playing

If you encounter any problems, contact the Media Department , Ext. 7928.


Podium Pro( Tablet
The Podium Pro tm Tablet and pen is a small, multifunctional computer interface controller. It assists in the creation and execution of multimedia presentations that use any windows software such as PowerPoint, PhotoShop, etc.

Activating the Tablet:

When the computer boots up, the Podium Pro Tablet drivers are loaded in the system by default. If the tablet is not responding, shut down, and restart the computer. If the problem persists, call the Media Department , Ext. 7928.

How can I use the tablet?

The tablet can be used to enhance multimedia presentations. For instance, you can produce striking effects through highlighting, zoom-in, spotlighting, launching programs, tracing and marking on-screen content. 
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To learn more about using the tablet, contact the Media Department , Ext. 7928. 
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Quick guide to the remote buttons





COMPUTER: Switches the projector to the computer


VIDEO: Switches the projector to the Elmo


ON-OFF: Turns projector ON/OFF


ZOOM: Zooms in and out from the corner


FOCUS: Focus / Blurs the image


D ZOOM: Digital Zoom (zooms to center)


LASER: Integrated laser pointer


NO SHOW:  Prevents the images from showing (toggle) Hides Image


KEYSTONE: Skews image (to accommodate to projection surface)


FREEZE: Freezes the last image on the projector





Note: The buttons on the remote not mentioned here are used to access functions on the remote that can modify the standard settings.
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