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Instructions for the Crestron Media in
Savage Business & Associates Complex Building
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[bookmark: _GoBack]THIS IS FOR ROOM USE ONLY!  ANY QUESTIONS, PROBLEMS, OR FOR ADDITIONAL COPIES CALL 419-530-4607. 
 
Starting Up
· If the Crestron screen is black then touch the Crestron screen to turn it on.[image: C:\Users\asenapa\AppData\Local\Microsoft\Windows\INetCache\Content.MSO\E1CF6C1D.tmp]
· When the UToledo picture is displayed, then touch or tap the screen to begin.
[image: C:\Users\asenapa\AppData\Local\Microsoft\Windows\INetCache\Content.MSO\DE3A3133.tmp]
· Projector will warm up for about 60 seconds - Please Be Patient, a light should illuminate in the projector. (The projector will automatically shut off after 5 minutes if nothing is being displayed on the screen) Make sure the Projector is on.
[image: C:\Users\asenapa\AppData\Local\Microsoft\Windows\INetCache\Content.MSO\F65A34B9.tmp]      [image: C:\Users\asenapa\AppData\Local\Microsoft\Windows\INetCache\Content.MSO\3410B02F.tmp] 





· A menu screen of devices will appear on the Crestron screen. 
[image: C:\Users\asenapa\AppData\Local\Microsoft\Windows\INetCache\Content.MSO\E4EC07F7.tmp]  
 
· If the Crestron is turned on but the projectors are off/ showing a black screen please restart the Crestron system to fix this.  
 
IF THE MONITOR IS OFF
· Make sure the power button is ON/Green.
· This is located on the lower right-hand side of the monitor. 
[image: C:\Users\asenapa\AppData\Local\Microsoft\Windows\INetCache\Content.MSO\1F3B650D.tmp] 
· Also check to make sure that the computer is on by checking to see if the power button is illuminated. 
[image: ] 

HOST COMPUTER 
· To display the host computer on the projector, touch the Host Computer button. 
[image: C:\Users\asenapa\AppData\Local\Microsoft\Windows\INetCache\Content.MSO\4820655B.tmp] 
· To login to the Host Computer press “Ctrl, Alt, Delete” simultaneously. 
· Your login screen will appear.  Type in your username and password and make sure the “Log on to” is set to UTAD. 
[image: C:\Users\asenapa\AppData\Local\Microsoft\Windows\INetCache\Content.MSO\9AD10321.tmp] 
· Do not forget to logoff when you are finished. 

GUEST COMPUTER 
· Located on the desktop is the caddy.  
[image: C:\Users\asenapa\AppData\Local\Microsoft\Windows\INetCache\Content.MSO\F76C52D7.tmp]  
· Inside the caddy are 2 electrical outlets, an audio cable, VGA cable, and an Ethernet cable for the guest computer. 
· WIFI is also available when using a guest computer. Either UT guest network or EDUROAM can be used.  
[image: C:\Users\asenapa\AppData\Local\Microsoft\Windows\INetCache\Content.MSO\B46959FD.tmp] 
· Make sure that the VGA cable is plugged into your laptop. 
· To view your laptop through the projector, push the Guest Computer button.[image: C:\Users\asenapa\AppData\Local\Microsoft\Windows\INetCache\Content.MSO\6054BA13.tmp] 
 
DOCUMENT CAMERA /DOC CAMERA
· The Wolf Vision is now used in place of the overhead projector.  It can read 8x11 sheets of paper, transparencies, and any printed material you want to project. [image: C:\Users\asenapa\AppData\Local\Microsoft\Windows\INetCache\Content.MSO\740F1099.tmp] 
· Located near the working surface area of the Wolf Vision are the brightness and power options.  Make sure the power is on as indicated by a green light. 
[image: C:\Users\asenapa\AppData\Local\Microsoft\Windows\INetCache\Content.MSO\687A570F.tmp] 
· Place your document on the Wolf Vision working surface area.[image: C:\Users\asenapa\AppData\Local\Microsoft\Windows\INetCache\Content.MSO\546E42F5.tmp] 
· To zoom or focus in on your documents, use the buttons located by the camera head.   
[image: C:\Users\asenapa\AppData\Local\Microsoft\Windows\INetCache\Content.MSO\58BA5CB.tmp] 
 
· To collapse the Wolf Vision pull the arm ring gently towards you. [image: C:\Users\asenapa\AppData\Local\Microsoft\Windows\INetCache\Content.MSO\5A46CD11.tmp] 
· Some rooms are equipped with an ELMO document camera. To operate press the on button which will be illuminated red, once the ELMO is on, the power button will be blue. To focus and zoom the is a gray knob located near the camera. Twist the knob up or down to zoom.  
 
 
 
SHUT DOWN 
· At the end of your class, please turn off the projector.  To do this, touch the Off button located in the bottom left side of the Crestron touch screen. 
[image: C:\Users\asenapa\AppData\Local\Microsoft\Windows\INetCache\Content.MSO\BBD0D47F.tmp] 
· Touch YES when asked if you are sure that you want to turn the system off.  This will approximately take 2 minutes to shutdown and cool off. [image: C:\Users\asenapa\AppData\Local\Microsoft\Windows\INetCache\Content.MSO\EE1B51E5.tmp][image: C:\Users\asenapa\AppData\Local\Microsoft\Windows\INetCache\Content.MSO\7EA8C23B.tmp] 
 
 
 
 Sending a Help Desk Request 
· Go to: https://ithelp.utoledo.edu/
· Use your credentials to login
· Click “Submit a New IT Request”
[image: ]

· Fill out the Form, and click 
[image: ]  
 

 
 
 
 
  
 
[image: C:\Users\asenapa\AppData\Local\Microsoft\Windows\INetCache\Content.MSO\320EDC79.tmp]Quick Reference 
SMART Board™ Interactive Whiteboard Basics 
 
[image: C:\Users\asenapa\AppData\Local\Microsoft\Windows\INetCache\Content.MSO\7C9C6DEF.tmp]

Orienting the SMART Board Interactive Whiteboard 
· You should orient your interactive whiteboard when setting it up, or if either the projector or 
interactive whiteboard has been moved since you last used it.  
1. Press and hold both pen tray buttons until the orientation interface appears. 
or 
2. Press the SMART Board icon in the Microsoft® Windows® Notification Area, located in the bottom right of your screen. 
3. Select Orient from SMART Board Tools. 
4. Begin orientation at the upper left corner. Press your finger or pen squarely in the center of each red cross in the order indicated by the white, diamond-shaped background. 
 
Controlling Projected Applications 
· Use your finger the same way you would use the mouse to control applications on the SMART Board 
· For tasks that require a double-click, press the whiteboard twice in rapid succession. 
· For tasks that require a right-click, press the Right Mouse button on the pen tray. Your next press will be recognized as a right-click.  
Writing and Erasing Annotations 
Pick up a pen from the pen tray to write on the interactive whiteboard. You can write over the desktop 
or any open application. When writing, press firmly and consistently on the whiteboard and avoid 
resting your hand on the surface. The cursor will reappear when you return the pen to the pen tray and 
you’ll regain touch control. If you return the pen to the pen tray without capturing the annotation, your 
annotation will disappear the next time you touch the screen.  
Saving Your Annotations 
1. You can save the annotations that you have written on the interactive whiteboard for future reference. 
2. Pick up a pen from the pen tray and the Floating Tools toolbar will appear. You can now save annotations to a Notebook™ file. 
 
3.  
4. To save a selected area of your notes, press the camera icon on the toolbar. Then press and drag your finger to outline the area you want captured. The camera button in Ink Aware applications will capture the entire screen. 
5. [image: C:\Users\asenapa\AppData\Local\Microsoft\Windows\INetCache\Content.MSO\27DCD5.tmp]A copy of Notebook software will open automatically 
6. Select Notebook software from the open programs to view yournotes. 
a. NOTE: If you want to save your notes select File > Save before closing the Notebook file. 
Notebook Software 
Notebook software acts as an electronic notebook that can be used to edit, save and distribute 
information written on a SMART Board interactive whiteboard. Free training material on how to use Notebook software, please contact the COBI Computing department at ext. 4607 
Controlling a PowerPoint® Presentation 
When you run PowerPoint software in Slide Show view on the SMART Board interactive whiteboard, you can control your presentation using the three-button Slide Show toolbar. You can also use the touch shortcut described below. 
1. Open PowerPoint software and your presentation. 
2. Select View > Slide Show. The Slide Show toolbar will appear. 
3. [image: C:\Users\asenapa\AppData\Local\Microsoft\Windows\INetCache\Content.MSO\DF5EBAAB.tmp]To move backward or forward through the presentation, use the arrows on 
 
the Slide Show toolbar. 
4. You can also advance to the next slide by pressing the whiteboard twice, making sure the second 
5. press is to the right of the first. To go back one slide, press the whiteboard twice, making sure the second press is to the left of the first. 
6. To make annotations on a PowerPoint slide, pick up a pen from the SMART Pen Tray and write overthe slide. 
Saving Your PowerPoint Annotations 
You can save your annotations into Notebook software or directly onto your PowerPoint slide. 
1. Press the middle button of the Slide Show toolbar. A drop-down menu will appear. 
2. To save your annotations in Notebook software, select Capture to Notebook. 
3. Notebook software will automatically open when you select this option. 
4. [image: C:\Users\asenapa\AppData\Local\Microsoft\Windows\INetCache\Content.MSO\B32014F1.tmp]To save your annotations as objects in the PowerPoint slide, choose Save 
5. Annotations to PowerPoint. 
6. Select File > Save before you close Notebook or PowerPoint software. 
NOTE: By default, PowerPoint will save all annotations made during a slide show.  
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