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Getting Started with Onsite Technology 
What’s Available? 

 
1. This is the Projector Control Tablet. You can turn the screen on and off, raise and lower 

the screen, and turn the volume up or down.  

2. This is the Doc Cam. If you have a physical document you would like to share with your 
class, you can lay it on the white area and project it on the screen/share it in Collaborate 
Ultra and Microsoft Teams. The computer has a digital annotation tool that a separate 
tutorial covers.  

3. This is the Computer Screen. It is a touch screen and has an attached pen.  

4. This is the actual Computer. If you enter your room and find the computer is turned off, 
you will use the power button on the computer to turn it on.  

5. This is the Blu-Ray Player. You can watch Blu-ray DVDs in class with this device.  

6. This is where the keyboard and mouse are stored. You will have to pull the drawer out 
to access them. 

7. This is the tray where the Lavalier/Wireless Mic is located.  
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Getting Started 

1. Tap the Projector Control Tablet to turn the system on.  

 
a. Wait 30 seconds. If your computer will not turn on after tapping the Projector 

Control Tablet, look at the computer to see if the power button is lit. If it is not, press 
it for approximately 5 seconds and release it.  

 
b. If your screen does not lower, you can use the buttons on the wall. Press the 

down arrow to lower it and the up arrow to raise it.  

2. Log into the computer with your KSU login information and proceed like you normally 
would. The projector should project your computer screen after it warms up (this may 
take a few minutes). 
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Streaming 

(Note: if your classroom has a built-in camera located on the wall, you will not need the 
following instructions. The camera will function as your Teams or Zoom camera) 

1. If you are streaming your class, find your web camera and USB cable extender. Plug the 
USB cable extender into the computer.  

 
2. Then, plug the web camera into the cable extender.  

 
3. Unfold the bottom of the camera.  
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4. Place the camera on the podium, tripod, or computer screen (choose a place where 

your students will be able to see you).  

  
5. Log into Collaborate Ultra and set your camera and audio up. You will need to select the 

option that says Webcam or External Camera. Many cameras have different names, so 
you will have to play around with it to figure it out.  

(Please note: the Wolfgang device is the doc cam, so you will not need to select that 
option unless you are using the doc cam at that moment).  
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Using the Wireless Microphones 

Most classrooms in the Social Sciences building have lapel microphones that are already set 
up. They’re usually located underneath the doc camera.  

1. To get started, open the tray and pull the mic out.  

2. Slide the front cover down to expose the buttons.  

 
3. Use the Power/Mute button to turn the mic on. The red light on top will turn flash 

when the mic is turned on.  
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4. If the screen says that battery power is low, locate and open the compartment on the 
right side of the mic. Then, replace the AA batteries. (Note: We recommend you always 
carry two AA batteries with you, as these mics use a lot of power. You can ask your 
department for these.) 

      
Once the mic is on, you can clip it to yourself and get started! You should be able to hear 
yourself over the speakers in your classroom.  

Adjusting the Volume of the Wireless Microphones 

Please do not use the volume on the microphone unit, as it will not change anything. Instead, 
use your computer control panel.  

1. Find the Mic Volume button on your computer station’s control panel.  
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2. Find the Lavaliere Mic square. Use the up arrow to turn your volume up, the down 
arrow to turn your volume down, or the mute button to mute yourself.  
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