Classroom Equipment Instructions

All instructors must schedule a short orientation session with Campus Computing before using classroom

technology equipment. A Bayboro domain account is also required to log on to the classroom computers,
and will be explained during the orientation session if needed. Please see the technical support section at
the end of this document for contact information.

This document applies to the following USF St. Petersburg classrooms:

¢ Coquina Hall (COQ) 208
e Davis Hall (DAV) 108 and 219
e Florida Center for Teachers (FCT) 118 South

Classroom Equipment:

e One computer with a CD/DVD drive, two front USB ports, desktop monitor, keyboard and mouse.
e If available: One multimedia input switcher with a built-in sound amplifier, one VCR or DVD player,
one document projector and one data/image projector.

Using the Computer

1. Turn on the computer and monitor.
2. Use your Bayboro account (office user name and password) to log in to Windows.

Log On to Windows
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3. Press the "ON" button on the multimedia switcher to turn the projector on.
4. |If needed, press the "PC" button on the switcher to change the input source to the computer.

NOTE: If available, use the volume control knob on the media input switcher to adjust the volume for
the projector. Windows also has a volume control icon on the right end of the taskbar (near the clock)
that may be used to adjust the output volume for additional amplification.



Using the Data Projector

1. After logging in, turn on the data projector using the projector’s remote (if available). Some rooms
may already be equipped with a media switcher. If so, press the “ON” button on the switcher.

2. Press the source button, marked “CPU", on the projector remote to find the computer input signal.
These source/toggle buttons will project an image through the data projector depending on
which input source is active. /lgnore this step if the room has a media switcher.

Please turn off the projector when you are done. To turn off the projector, press the "Power"
button once to activate the shutdown process. Press it again to confirm. Please allow about 20
seconds between commands. When the green indicator light on the bottom of the projector stops
flashing, the projector is ready to receive its next command.

Playing a DVD or VCR Tape

Press the power button on the VCR/DVD player to turn it on.

Insert the VCR tape or DVD into the player.

Press the play button on the VCR/DVD player to start the video.

Lower the volume on the multimedia switcher by adjusting the volume control knob.

Press the "ON" button on the multimedia switcher to turn the projector on.

Press the "VCR" button on the switcher to change the input source to the DVD/VCR player.
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NOTE: You may also use the computer’'s DVD drive to play a DVD. Follow the instructions titled “Using
the Computer” at the beginning of this document if needed.

Playing a Music or Audio CD

Turn on the computer and monitor.

Use your Bayboro account (user name and password) to log in to Windows.

Lower the volume on the multimedia switcher by adjusting the volume control knob.

Press the "ON" button on the multimedia switcher to turn the projector on.

If needed, press the "PC" button on the switcher to change the input source to the computer.
Insert the music or audio CD into the computer's CD/DVD optical drive.

If it's a music CD, the Windows Media Player or CD Player application should start automatically.
These programs can also be found in the "Start menu".
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NOTE: Use the volume control knob on the switcher to adjust the volume for the projector. Windows
also has a volume control icon on the right end of the taskbar (near the clock) that may be used to
adjust the output volume for additional amplification.



Help & Technical Support Resources

Please do not disconnect or reconfigure any of the classroom technology equipment.
If you cannot get the equipment to work properly, or to your liking, the support
resources below are available to assist you.

Instructional Media Services

The Instructional Media Services department at USF St. Petersburg is responsible for classroom audiovisual
equipment. This includes AV devices such as data/image projectors, VCRs and DVD players. For help with
classroom AV equipment, please direct your questions to the contact information listed below.

Email: im@nelson.usf.edu
Phone: (727) 873-4409
Web: http://www.nelson.usf.edu/im/

Campus Computing

The Office of Campus Computing at USF St. Petersburg is responsible for all classroom computers and
Internet/network connections. This includes support for computer peripherals such as monitors, keyboards
and mice, CD/DVD drives or USB port connections and flash drives. It also includes support for network
resources such as employee storage drives, commonly known as "P" drives. For help with classroom
computer or network resources, please direct your questions to the contact information listed below.

Email: helpdesk@stpete.usf.edu

Phone: (727) 873-HELP(4357)
Web: http://www.stpete.usf.edu/computing/
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