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Audiovisual Manual 

 

Science and Mathematics Division  



 

 

Equipment can be checked out and picked up from the Science Media Room or from the Educational 
Media department in Cosby. A guest lecturer may bring a laptop or may use a disk, CD-ROM or zip 
disk on the desktop computer located at the instructor’s station (if available).  (Please check the class-
room inventory for availability.) 
  
NOTE:  It is highly recommended that all guest save their presentation on a secondary storage 
disk or have the presentation e-mailed to the departmental administrative assistance to elevate 
difficulties that may occur due to, equipment failure or software incompatibility. 

 
Laptop Availability 

 
 
Laptops can be checked out by faculty and staff from individual de-
partments or MIT. 
  
 
 
 

 
 
Other Equipment 
  
A limited amount of other media equipment is available in the media room (T287) and can be checked 
out by faculty and staff members only. (See equipment Inventory list and Equipment Request form in 
appendix). Faculty/Staff should complete an equipment request form.  Arrangements should be made 
for equipment to be picked up and returned to the media room. 
 Students cannot check out equipment.  Students needing equipment for presentations must have a fac-
ulty or staff member complete the request form.  The faculty and staff member requesting the equip-
ment will be held responsible for any equipment destroyed, lost or stolen. 



 

Multimedia Classrooms/Laboratories 

Classroom Audiovisual Systems Instructions 

 Turn on the Computer (if available ) 
Touch screen to activate desktop panel 
Press the screen to continue 
Press POWER ON to turn on the projector 
System will “Power up” 
Press SCREEN DOWN to lower screen 

 
 The Source Page should appear with the following options 
 1.  To use and view the desktop 

Press the DESK COMPUTER button 
  
2. To use and view a LAPTOP 
 Connect Laptop to the interface mounted to the front 
 of the desk or on the wall (depending on room) 
 Press the LAPTOP COMPUTER button 
 
3. To View a Video Tape 
 Insert the video into the slot of the equipment rack 
 Select VIDEO TAPE 
 
4. To control the VCR 
 Select VIDEO TAPE 
 The control functions will appear 
 
 5. To control the VOLUME press the up or down arrows 
 Pressing MUTE will mute room audio.  Press again to 
 un-mute. 
 
6.         To use a DOCUMENT CAMERA 

Connect the Document Camera to the interface using 
the S-video cable and plugging into the S-video port 
Press the S-VIDEO button 

 
 7. To turn OFF the projector and the system 
 Press SYSTEM OFF 
 
You may wish to use the screen without turning on the projector. To control the screen use the UP or 
DOWN buttons located on the touch panel. In some rooms the screen can be control by a panel located on 
the wall. 

 
ALWAYS REMEMBER TO POWER DOWN THE SYSTEM BY PRESSING SYSTEM OFF!!! 



 

Auditorium Room 134 

Audiovisual Instructions 
  
 
 
Turn on the computer 
If computer is already on, the computer may be in sleep mode.  Move the mouse. 
Touch the touch panel to activate the menu 
 
Press the SYSTEM ON button 
Press the Projector ON Button to turn on the projector 
Please wait for the projector to warm up. 
 
Select BASIC LECTURE mode 
On the Basic Lecture screen the following options are available: 
 
1. Destination 
2. Source 
3. Audio Controls 
4. Annotate Mode 
 
To operate successfully select the desired destination (Where would you like your information dis-
played-- the projector or monitor?)  and then select the desired source.  It is recommended that each of 
the following options be selected.  This will allow a speaker to operate the controls from both the po-
dium and the touch panel located on the floor of the auditorium 
 
 A. To display visuals on the touch panel screen 
       (This screen is located in the lower right corner of the    
       touch pad)  
       1. Press the Touch Panel monitor button 
       2.  Press the Desk Computer button 
 
B.  To display visuals through the projector onto the large 
      screen 
      1. Press Projector & room Audio button under destination        
      2. Select Desk Computer under Source options 
 
Other options 
To use and view a LAPTOP 
1.  Press the PROJECTOR & ROOM AUDIO button 
2. Select LAPTOP computer 
3. Connect the laptop to the interface located on the podium. 
 
To use the VCR 
1. Press the PROJECTOR & ROOM AUDIO   
     button 
2. Select the VIDEO TAPE button 
3. VOLUME can be controlled using the 
     touch pad buttons on the right 



 

Distance Learning Classroom 
Science Center, Room 232 

 
 
• Individual Student Workstations  

-  Ethernet data port for network access  
-   Electrical Power Outlet (120V)  
-   Microphones for conferences and recording  

• Video-conferencing Center  
-Point-to-point two-way audio-video conferencing capability 
-Tandberg CODEC (Compression-Decompression)  
-ISDN lines I  
-Front and ceiling speaker 
-Cameras -one rear, two front, and one floor  

• Electronic Classroom 
- Desktop Computer (including laptop connectivity) 
- Document Camera 
- VCR (with room record capability) 
- Dual—cassette tape player 
- Two rear–projection screens, with projectors 
 

 
Instructions for placing a video– conference call 
 
Home Page 
• Select “VIDEO CONFERENCE” to go the Video—Conference Mode 

Page  
Video– Conference Mode Page 
  Select “START CONFERENCE” to go to the Call Control Page 
Call Control Page 
 Select “CODEC SETUP” to go to the CODEC Setup Page  
 
 
Video-Conference Mode Page  
 
In addition to the images form the various room cameras, you may also send the following images to 
the remote site:  
-Desktop Computer (to send PowerPoint Presentations, etc) 
-Laptop Computer  
-Document Camera (to view diagrams or objects)  
-Video (playa video-tape from the VCR)  
.To end the call, return to CODEC SETUP Page and press < Accept/End Call>  

 
 
 
 
 
 



 

Instructions for Updating  
the Video-conference Directory 

 
Home Page 
 
• Select “CODEC SETUP” to go to the CODEC setup Page 

CODEC Setup Page: 
• Press <MENU> to enter the MAIN MENU 
• Use the “UP” and “DOWN” buttons to select EDIT DIRECTORY  and Press <OK> 
• Select NEW ENTRY and Press <OK> 
• To edit Name, Press <OK> and use the on-screen alpha-numeric options.  

Note: The maximum number of allowable characters is 16. 
• Select STORE and Press <OK> 
• Use touch-panel keypad to edit the conference number (s) and Press <OK> to save changes. 
• Select PREVIOUS MENU and Press <OK> 
• Select EXIT MENU and Press <OK> to return to the MAIN MENU 



 

Distance Learning Classroom’s  
Video-Conference Directory 

 
• City College of New York 

1-212-928-4625 
 
• Elizabeth City State University 

1-252-337-9011 
 
• Florida A & M University 

1-850-410-2588 
 
• Ford Audio and Video (VENDOR) 

1-405-972-4978 
1-405-972-4977 

 
• Johnson C. Smith University 

1-704-373-3108 
 
• Prairie View A & M University 

1-713-313-9101 
 
• Spelman College 

404-524-7863 
404-524-7843 

 
• University of New Mexico 

1-505-277-0230 
* Long Distance Access Code: 1010333 


