Instructions for use of Audio-visual Equipment

Conference Room
PC and data-projector
· Press blue ‘On’ switch on top of the console and wait till it stops flashing
· Turn on computer hard drive in console cupboard (top shelf)
· The computer display screen will appear on the wall 

There is an extension to plug in a memory stick or use the USB ports on the hard drive.

There is a lead on the top of the podium to attach a laptop and a choice of two shelves either side on which to place it.

The mouse can be used as a pointer if desired.  
· Hold it in your hand whilst pressing on the button underneath.  You can move the arrow pointer to wherever on the screen. 
· Whilst holding the mouse in your hand you can use the right and left buttons or the wheel on top to navigate the screen as normal.  
· There are a limited number of laser pointers available in the centre.  Please contact the secretary for these.

When finished please turn off the PC
· Press Start then Shut Down on the PC monitor. This shuts down the hard drive  
· when it has turned itself off press the blue OFF button on the top of the console.  
· When the blue light stops flashing everything should be off.
· Please replace the mouse on the charger which should show a blue light underneath when properly installed

Microphone
· Turn on sound unit in the console cupboard (bottom shelf)
· The microphone is on top of the console next to the screen 
· If necessary increase/decrease volume using blue volume up/down switches on top of the console

Bodypack microphone (Sennheiser)
· The bodypack microphone is in the console cupboard
· Turn it on by holding the front of the microphone unit and pressing in the two black buttons found on the sides to open the front and hold the on/off switch for a few seconds
· Turn on the sound unit on the bottom shelf
· Turn on the Sennheiser unit using the appropriate switch.  (This is on top of the sound unit on the bottom shelf of the console cupboard)
· If there is no sound switch the Mute button found on the top of the bodypack to the other position
· Attach the mike clip to clothing on chest
· Put the unit in pocket or attach to belt

[bookmark: OLE_LINK3][bookmark: OLE_LINK4]DVD/CD/Video player
· Switch on the player which is on the second shelf down in the console cupboard 
· Press the DVD/VHS blue button on top of the console cupboard
· The remote control is on top of or at the side of the player on the second shelf
· Switch on sound on unit on bottom shelf of console cupboard, turn volume up or down using the blue switches on top of the console. 
· Use play button on either the player or use the remote.
  
There is also a DVD/CD player in the hard drive of the PC. 
Please notify Secretary if having difficulty with any of the equipment.

Seminar Room 1
PC and data-projector
· Press blue ‘On’ switch on top of the console and wait till it stops flashing
· Turn on computer hard drive in console cupboard (top shelf)
· The computer display screen will appear on the wall 

There is an extension to plug in a memory stick or use the USB ports on the hard drive.

There is a lead on the top of the podium to attach a laptop.

The mouse can be used as a pointer if desired.  
· Hold it in your hand whilst pressing on the button underneath.  You can move the arrow pointer to wherever on the screen. 
· Whilst holding the mouse in your hand you can use the right and left buttons or the wheel on top to navigate the screen as normal.  
· There are a limited number of laser pointers available in the centre.  Please contact the secretary for these.

· When finished please turn off the PC
· Press Start then Shut Down on the PC monitor. This shuts down the hard drive  
· When it has turned itself off press the blue OFF button on the top of the console 
· When the blue light stops flashing everything should be off
· Please replace the mouse on the charger which should show a blue light underneath when properly installed

Sound System
· Turn on sound unit in the console cupboard (bottom shelf)
· The microphone is on top of the console next to the screen 
· If necessary increase/decrease volume using blue volume up/down switches on top of the console

DVD/CD/Video player
· Switch on the player which is on the second shelf down in the console cupboard 
· Press the DVD/VHS blue button on top of the console cupboard

