Setting Up Equipment in the Main Hall

The Main Hall has three cupboards, which can be opened by a master key (or individual keys held by reception).

The left hand cupboard contains the PA and data-projection system along with a video/DVD player (in the large black box). The middle cupboard contains an OHP and is used for general storage. The right hand cupboard is where the lectern and interactive touch screen panel is stored.

Using the Data Projector and Laptop

1. Ensure the main power switch to the projector is switched on. This is in the kitchen opposite the gent’s toilet and is clearly labelled.

2. Wheel the lectern out of the cupboard.

3. Pull out the black box in the left hand cupboard and ensure all the sockets behind it are switched on.

4. Attach cables from the black box into the bottom of the lectern – each has it’s own socket and is fairly obvious. 

5. Place a laptop on top of the lectern and plug it in…there is a power socket in the middle section of the lectern. This looks like it’s locked but generally isn’t – however, it doesn’t have a handle so you may need to use you initiative to open it.

6. Attach the VGA cable from the middle section of the lectern into the laptop.

7. Use the on/off control switch on top of the lectern to switch it on. Ensure that the option switches (next to the on/off button is switched to PC)

Using the interactive touch screen

Follow procedures 1 – 4 above then place the interactive screen on top of the lectern. Attach the blue ended cable to the back of the control unit (the box with the ON/OFF switch) and connect it to the input socket on the back of the screen along with the power cable. Then connect the USB lead from the back of the screen to the front of the control unit. Attach the VGA cable from the middle cupboard of the lectern to the laptop. You’ll need to use a special pen (from the yellow storage cupboard) and ensure that you use a CVS laptop with the correct software pre-loaded. The interactive touch screen will not work with any laptop.
Using the Data Projector and Video or DVD

Follow procedures 1 – 4 above then use the ON/OFF button on top of the lectern. However, ensure the option switch is correctly set to either VCR (Video) or DVD. 

Using the PA system

Pull out the black box in the left hand cupboard and ensure all the sockets behind it are switched on. The switch for the PA amplifier is a push in switch located at the back of the amplifier. You can adjust the Master Volume control, but please DO NOT ADJUST ANY OTHER SETTINGS at the front.

Ensure the radio pick up units are switched on then switch on either the roving microphone or tie-pin microphone. You need to make sure the mute button as well as the ON/OFF button is correctly set on each mic. The ON/OFF button on the tie-pin unit is the small red button.

XLS cables can be used to connect additional microphones into the PA amplifier.

A lead can be connected from the AUX input to a laptop, CD player or MP3 player to run music etc through the PA system.

Using the loop system

Pull out the black box in the left hand cupboard and ensure all the sockets behind it are switched on. The loop amplifier is on the top shelf and should already be on. If not then switch it on. The loop works best with the PA but a flat microphone on the wall will also pick up speech.

Using WI-FI

York CVS conference laptops should automatically be set up to find the right connection. Simply click on the internet icon for direct access to the web. If you are using another laptop then it will need to be set to the ‘public’ network connection, which does not require a password.  Do not try to connect to the internet via the ‘York CVS’ connection as this requires a password that shouldn’t be given out to members of the public. 

Setting Up Equipment in other rooms

The Denham Room and Clementhorpe rooms contain the same technical equipment - a black box in the corner with a DVD player / Video / audio PA, which are connected to the ceiling mounted data – projector. All other rooms use a portable LCD projector, which can be obtained from the Yellow storage cupboard. The portable system is simply a matter of connecting the laptop and projector together via a VGA lead, which is kept with the projector.

Using the system in Denham Room and Clementhorpe Room

1 Ensure the main power switches behind the black box are on and that the LCD projectors are switched on. This switch is located behind the water cooler in the Clementhorpe Room and to the right hand side of the screen in the Denham Room (both are clearly labelled).

2 Place a laptop on top of the black box and plug it in

3 Attach the VGA cable from the back of the control panel into the laptop.

8. Use the on/off control switch on top of the black box to switch everything between PC / DVD / Video as required

Using the interactive whiteboard

You’ll need to use a special pen (from the yellow storage cupboard) and ensure that you use a CVS laptop with the correct software pre-loaded. The interactive whiteboard will not work with any laptop. The software package is Promethean and you’ll need to double click the icon on the laptop to activate it. 
Using the Hearing Loop System 

The switch for the hearing loop is next to the light switches in all the rooms except the Denham Room. The Denham room loop needs to be plugged into the wall and the socket is next to the vending machine.

Using WI-FI

York CVS conference laptops should automatically be set up to find the right connection. Simply click on the internet icon for direct access to the web. If you are using another laptop then it will need to be set to the ‘public’ network connection, which does not require a password.  Do not try to connect to the internet via the ‘York CVS’ connection as this requires a password that shouldn’t be given out to members of the public.

What to do when it all goes wrong 

Dealing with Common Technical Problems
Equipment

If you get a blue screen but no signal from the laptop then it may need to be configured. You can do this by pressing the function and display keys on the laptop at the same time. Fn (and usually F8 or a button with two screens or the letters LCD written on it)

If a laptop presentation has been working but has suddenly stopped then it could be because the laptop hasn’t been plugged in to a power source and has been running on its battery.

If one of the microphones has stopped working then it could just be the battery needs replacing. 

Vending

If the fair trade coffee machines start bleeping or making a high pitch tone then one of the dispensers has jammed. Open the machine and remove the cups.

If the coffee machine in the kitchen reads SPIL – the drip tray needs to be emptied.

Back up plans

If the technical equipment doesn’t work then give them…

a. A portable TV/Video combo

b. A portable TV/DVD combo or suggest they play their DVD through the laptop DVD player.

c. A potable loop system (from the Yellow store cupboard)

d. A portable LCD projector

The portable projector connects to a laptop via a VGA cable. If you don’t get a signal then switch the laptop off and then on again. If you still get a blue screen but no signal from the laptop then it may need to be configured (see above). If that fails then try a different laptop or a different projector.

Other Conference Equipment

Commonly Used equipment

The yellow storage cupboard contains the following commonly used equipment…

6 laptops, which are wireless

wireless keyboards and mice

USB memory sticks

2 portable digital projectors

35mm slide projector

CD player

Digital recording equipment

2 portable hearing loops

4 Interactive digital whiteboard pens

1 interactive touch screen pen

Spare flip chart paper, water jugs, dog bowls and extension cables are also kept in this cupboard.

Other Disability equipment

There is a range of abilitynet software to assist disabled in the reception area.

There are two adjustable chairs in the Credit Union Store cupboard

