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Ecﬂ Mini-Global Classroom Guide

Before Class

1. Identify your Operating System.
2. Verify your connection port.
3. |Install the Display Driver.

SEE PAGES 3 — 6 FOR FURTHER INFORMATON

In the Classroom

STEP

Turn on system at the podium
2. Select distance learning, then Skype for Lectern Laptop

3. Log onto your laptop.

4. Pluginthe USB or USB — C Connector to your laptop.
Disregard (close) the message that appears on the touchpad

SEE PAGE 7 - 8 FOR FURTHER INFORMATION

In the Classroom - Configure your Settings
1. Configure your display settings using both the touchpad and the laptop display settings

2. Configure your device audio — speakers (output) USB Audio, microphone (input) Extron
MediaPort 200.
3. Choose a synchronous platform: MS Teams or Zoom and Select Correct Audio and Video
Zoom >
=  Start your meeting & select the audio and video icons to change source.
= Select “USB Audio” and “Extron MediaPort 200”.
Teams—>
= Select the more options (3 dots) located at the top right-hand corner of your
Teams window (beside Durham College).
= Select settings > Devices.
=  Choose “USB Audio”, “Extron MediaPort 200” for speaker and microphone, and
“Extron MediaPort 200" for camera setting.

SEE PAGES 8 — 15 FOR FURTHER INFORMATION

During the Class

1. Start your meeting. @

2. Dragyour Zoom or Teams application to your desired screen.

3. Use the touchpad to select a camera. Use the joy stick
to pan the camera and zoom in or out (some presets
are saved for ease of use)

SEE PAGE 15 - 16 FOR FURTHER DEATILS

After the Class

1. After your lesson, unplug the USB or USB C cable.
2. Turn off the podium system from the touchpad.

SEE PAGE 17 FOR FURTHER DETAILS
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Before Class

1. Identify your operating system.
a) (1) Click on the Apple in the top right of the desktop (2) select “About this Mac” and (3) note
the Operating System version (you will need this later on).

l |Inder File Edit View Go Window Help
About This Mac

System Preferences|
App Store...

Recent Items > macO ierra

Az = Version 10.12.3
Force Quit Finder XO0®D _
Sleep MacBook Pro (15-inch, 2016)
Restart Processor 2.6 GHz Intel Core i7
Shit D&;;vn Memory 16 GB 2133 MHz LPDDR3

Startup Disk Macintosh HD
Graphics Intel HD Graphics 530 1536 MB
Serial Number

System Report... Software Update...

Log Out Michael Potuck... {#Q

™ and © 1983-2017 Apple Inc. All Rights Reserved. License and Warranty

2. Ensure that you have either a USB port or USB C port on your laptop.

C @ = | | ) | S

~ ™~

USB C Port USB Port

3. Download the Display drive for the flex delivery equipment.

a) Navigate to the following website: https://www.startech.com/en-ca/support/drivers-and-

downloads
« C (s startoch com/en-cajsupport/divers-and:downloads ) ) - EEESEY )
W= < -
¥l canada v English & Oriver: s&Downlosds & Loginv W carto) v
StarTechoom s made sssu . m
S n v =) Live Chat 1800 265 1844 Connection Wizard

- il

You can also search for discontinued products.

o
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b) Enter the following product ID and click search afterwards: DK30A2DH

Drivers & Downloads

Search for your device by product number to get drivers and downloads, manuals,

documentation and other online support.

You can also search for discontinued products.

Dk30A2DH| m

Where do | find the Product 1D?

c) Choose the correct driver for your system.

Overview Technical Specifications Accessories Drivers/Downloads Product Support

Drivers/Downloads
Driver(s):

[displaylink]_ubuntu_usb_display_adapter.zip

Ubuntu 18.04, 19.04 20.04: 5.4.0
Language: EN

[displaylink] windows usb display adapter.zip

Version: 10.1 M1
Language; EN For MAC Users
[displaylink] mac usb display adapter.zip — <«uummm———

' Version: 10.15, 11 App 1.4

10.14 Software 5.2.5
10.11 to 10.12 Software 4.3.1

d) The zipped folder will download. Go to your downloads folder and select the version of the Mac that
matches your operating system.

@ Faculty Mentorsnip PLUUIG' VTR
@ Faculty Mentonng F’ﬂ z?

g Faculty Mentorship P ;
@- Faculty Mentoring‘

| ‘hhi‘d‘-s‘emester Check-In(1-22).x1

> 8 0S 10.15, 11
>iB 0S 10.6, 10:7

> B 0% 10.8, 10.9

> BB 0S 10.10 - 10.12
> @B OS5 10.14

@w- EDI Strategies.docx

o o Y
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e) Once you have selected the correct Operating System and opened the folder, select the DisplayLink
Manager Graphics Connectivity 1.4.pkg to install the driver.

og %
f Downloads o2
Name
i [displaylink] mac usb display adapter

v = 0810.15, 11 x
I ‘e Displaylink Manager Graphics Connectivity 1.4.Dkg ==
DisplayLink Manager Gra " . Ext
[£ DisplayLink. Manager..! macOS DlG pdf

&
y“""

Readme.txt
&= 0S10.6,10.7

f) Asthe driver is installing click continue. As the installation ends, you will be prompted to put in your
password to complete the installation

aphics Connectivity 1.4.pka Ju Hhics Connectivity 1.4.0ka Jut
a = Ji &
L < Install DisplayLink Manager = R
1at Gy | a
Welcome to the DisplayLink Manager Installer t i
g Installer is trying to install new software. la
® Introduction You will be quided through the steps necessary to install this 'E Introduc \ Touch ID or enter your password to allow this. #
software. fa ) g
@ License L
fa C— 13 a
= id... Cancel
i far Destinat Use Passwoid 5
od % L pnstallati L —
t nstallatic. . ]
f E p rrepanny ior §
vo @ |Installation 2
s es| O ue
1
3¢ e
u
de e
| = i i
K
a - 3¢ ue
| 3 ue
de ug
: =
de de £
de de ug
qj de =
'ﬁ de A:é
a de i
Aug

PR

g) Once the installation is successful, you will be asked if you would like the installation files to be
moved to the trash. Select move to trash.

Graphics Connectivitv 1.4.oka Jun 2, 20
Grap < Install DisplayLink Manager 8 iz 2

r_may

The installation was completed successfully.

Introduction ,,n_, : |

License @ \ \u( l |

Destination Select ar 19, 2 o “
lay ac » |
i Installation Type B Pl
iy =2 1salaten The installation was successful. e Do you want to move the ‘
R Ssummary The software was installed " - "Displayl_ink Manager” Installer 13“

to the Trash? |

Guide g 20 ‘
Guide To keep this package in its current ‘
1-png k& location, click Keep. |
g ~J : I
Guide s |
Guide - ‘ Keep Move to rash
Guide il |
Guide BT

ame (1).doex

h) Reboot/Restart your computer.
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i) Depending on your OS, you will either need to “unlock” the DisplayLink Manager.app (experienced on
Big Sur OS) or simply plug your laptop into the flexible system in the classroom (experienced on
Mojavi).

To “unlock” the DisplayLink Manager.app: Once your computer has restarted, select the (1) Apple

[ ]
menu and choose (2) system preferences. Navigate to the (3) security and privacy option.

# Finder File Edit View Go Window Help

mwout This Mac

2 System Preferences...

WP

R tit .
ecent items = iP ' m E

Force Quit Finder A1y {0

General Desktop & Dock Mission Language
Screen Saver Control & Region

Sleep
Restart...
Shut Down...

e

Lock Screen ~¥Q

Log Out Tim Hardwick... {3Q Displays Energy Keyboard Mouse
Saver

.
Trackpad Printers &
Scanners

In the (1) privacy tab, scroll to screen recordings. (2) The DisplayLink Manager. App will be
greyed out. (3) Click the lock icon at the bottom left-hand side of the screen to unlock the

app.

® < i Security & Privacy @) Saaren

t
General FileVault  Firewall 1

1‘7 Calendars

Allow the apps below to record the contents of i
! Rerindbes your screen, even while using other apps.. g
|
m Photos I X (=] DisplayLink Manager.app 2 us
| !l Camera @ Google Chrome
| :l! Mi 3 ?
) icrophone Q Microsoft PowerPoint
I Speech Recognition & E» Microsoft Teams
- Accessibility e %
i use
- Input Monitoring
BB Fuil Disk Access petl
IR Files and Foiders
d
"

gk
£ Clicithe lock to prevent further changes. Advanced... 2 |
Call s e o ’uu__j‘e"i‘
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In the Classroom

1. Turn on the system (monitors around the room) with the keypad
a) Select Distance Learning Option on the touchpad

St

b) Select the Skype from Lectern Laptop (Note: SKYPE is synonymous with Flexible in this situation)

2. Log onto your laptop.
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CIDURHAM | 1EACHING AND

O
QD SULCCISS MATTIRS LEAHM'N[;

3. Connect either the USB or the USB C (if you have both ports, select the USB C connector).

v USB C 4 USB Cto
Connector usB
available Connector
at the available
podium at the

podium

5. If the system does not recognize your laptop, you may need to manually enable the DisplayLink
Manager App. Use the (1) Finder Tool and search for (2) DisplayLink Manager App. Run this application

Wic s

Disk Unlity app

Q displayLink Manager.app 2 @ PR fite Sobvery Testmotod

Acrobat Distilier app
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6. Once the system recognizes your laptop, select the Laptop HDMI on the touchpad (if needed)
to ensure that the desktop (confidence) monitor is enabled.

() futoins;] Septomber 17, 2021
Press

DISTANCE LEARNING MODE - PODIUM PC "“",‘ 11:22 AM

Monitor Routing
-.-.. 'or Preview on Confidence Monitor

Laptop Laptop HOMI
HDMI (53

~———r S

Laptop
VGA o

S
Share Preview Share Preview
To Left Monitor To Right Monitor

Current Source is Current Source Is
LAPTOP HDOMI LAPTOP HDMI EX

N ‘
@) Shutdown

7. You may need to configure your laptop and desktop displays so that your laptop mirrors the
Logitech flat panel at the back of the room, and the desktop mirrors the screen/flat panel at the
front of the room.

a) Click on the (1) Apple Menu and select (2) system preferences. Navigate to (3) Displays.

1 | 8 Finder File Edit View Go Window Help
Aoout This Mac

2 System Preferences...
P DTS

Recent items P .
i: B
fios

Force Quit Finder
Gangral Deskiop & Dock Mission
Sieep Screen Saver Cantrol

Restart..

Shut Down...

Lock Screen 3 -

Log Out Tim Hardwick..

<

'

Displays Energy Keyboard Mouse
‘ Saver

@ @

App Swore Network
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b) (1) Select arrangement. (2) Ensure Mirror display is not selected. Identify which screen each
rectangle corresponds to (by clicking each screen which results in a red outline showing up on
the selected screen). Make note of which represents the laptop, which represents the
desktop (confidence) monitor, and which represents the screens at the front.

® < EH Built-in Retina Display

To rearrange the displays, drag them to the desired position.
To relocate the menu bar, drag it to a different display.

2 Mirror Displays

c) Dragthe laptop screen onto the desktop (confidence) monitor by pressing and holding the
Option key and dragging.

| ® < ] Built-in Retina Display |

Display Arrangement Color Night Shift

To rearrange the displays, drag them to the desired position
To relocate the menu bar, drag it to a different display.

R ——

Mirror Displays

d) Then select Laptop HDMI Ex. option on the touchpad so that the desktop (confidence)
monitor becomes an extension of your laptop.

September 17, 202¢

)

Ay
@, Shutdown

8. Using the Touchpad to customize your displays and utilize the two cameras within the room:
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Touchpad Orientation:

Select this to awaken the desktop (confidence)
monitor at the podium. This will be an
extension of your laptop - an extended screen.

.........

Laptop Laptop HDMI .
HOMI EX ~ J Select for to switch to camera

fod . i

- / at the front of the classroom

5

Cam Front

PC

Select for to switch to camera
at the back of the classroom

Share Preview Share Preview
To Left Monitor To Right Monitor
Current Source is Current Source is
LAPTOP HDMI EX

LAPTOP HDMI

Represents the left
monitor at the front
of the class (the
monitor furthest
from the door)

Represents the right
monitor at the front
of the class (the
monitor closest to
the door)

This displays which
source (input) is
being displayed on
which monitor. You
can switch these if
depending on your
preferences.
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Your Laptop and Desktop (Confidence) Monitor will look like the following. During your synchronous
session we recommend sharing the desktop (confidence) monitor screen, and then dragging any
application, that you would like to share, to this monitor.

Your laptop reflects one screen and the desktop (confidence) monitor reflects the other screen.

Mini-Global Classroom Technology Orientation e Centre for Teaching and Learning ¢ 24/09/2021
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a) Once you have set your displays, enable your system audio. Navigate to the apple, then to
system preferences. Select sound and choose USB Audio for speaker (output) and Extron
MediaPort 200 for microphone (input).

About This Mac
Software Update...
App Store...

System Preferences...

Recent Items >

.

= 2 3 E o ¢« O B8

Canma Drshiis & ek Wharen Latguige S agy Sporkgtt  Mudfcesn
Sciwn Saan Conrn & lepon & Privacy

Force Quit Finder NOED

Sleep
Restart...
Shut Down...

Log Out Support Team... ©#Q

(I
Ot ans Eneryg ey MOL Teackas
§ v

- T

3

CDx & OwDs

9. Open your synchronous platform.

FOR THOSE CHOOSING MS TEAMS AS THE SYNCHRONOUS PLATFORM
b) Select the settings by navigating to the more options at the top right-hand corner of your
Teams application. Select the Settings option

EP1 Zoom (100%)

Keyboard shortcuts
About
Check for updates

Download the mobile app

c) Select Devices

Settings

&3 General

(23] Accounts

(2 Privacy

) Notifications

3 Devices I

(€9 Captions and transcripts

& Calls

Mini-Global Classroom Technology Orientation e Centre for Teaching and Learning ¢ 24/09/2021



E]D UHH CENTRE FOR
[LEGE | TEACHING AND
QD CoL! G = | LEARNING

d) Choose the USB for Audio Settings, “USB Audio” for speaker, “Extron MediaPort 200” for
microphone, and “Extron MediaPort 200” for camera setting

Device settings

Audso dewices

Custom Setup

Speaker

Speakers (4- USB Audio) (17e9:6.

Speakerphone (3- Extron MediaP...
ARARRR

Nowse suppression (1)

woose Low if you want others &

Auto (default)

Camera

Extron MediaPort200

FOR THOSE CHOOSING ZOOM AS THE SYNCHRONOUS PLATFORM
a) If using Zoom, begin your meeting. In the audio icon on the tool bar, locate the USB Audio
and Extron MediaPort 200

Select a Micronhone
+ Speakerpho ; Y eakerphone)

Micr

ale Hirnh Nafinitinn A

TestSpea

ch to Phon

Audio Settings...
Tanya Cata

&~ @ - s

Mute Sto 2o ty Participants
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b) In the Video icon on the tool bar locate and select the Extron MediaPort 200.

Select a Camera (Alt+N to switch)

Choo
Video Settings...

- .
@ - -

Stop Video Participants

During Class

1. Start your meeting on your chosen synchronous platform.

2. Drag your Teams or Zoom application to the desired screen. We recommend you shut off
notifications for email and other applications so that private messages are not displayed as

you teach.

3. Do not use PowerPoint presenter view as this will be problematic for the display settings.
Once PowerPoint is open, select (1) PowerPoint at the top of the screen and choose
preferences. (2) In the Output and Sharing pane, click Slide Show. (3) Uncheck Always Start

Presenter View with 2 Displays.

8 BT LS File Edit View
About PowerPoint

He Preferences... LISn  Trar
];[E Sign Out... 9?[]_[ .
1 2
® Slide Show
4 Show All Q 3
Slide Show

End with black slide
Warn before opening an application or macro

I Always start Presenter View with 2 displays I

Slide Show navigation: = Pop-up menu button

[ ] PowerPoint Preferences

B} > Show All Q

| Authoring and Proofing Tools

- ; -
0. = Ed &
General View Ribbon Edit
& Toolbar
Output and Sharing
H | =
Save Slide Show

Personal Settings

BH 8 ©

User Security Privacy
Information

ABC
v

Proofing Au
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4. Use the Joy Stick to control the cameras in the room. Below is a guide to explain the
functioning of the Joy Stick

The joy stick will allow you to:

e Pan left and right — moving the stick to the left or right
e Pan up and down — moving the stick up or down
e Zoom in and out — turning the knob on the stick

the room

Selecting this will allow you to control the camera at the front of ‘

Selecting this will allow you to control the camera at the back of the room ‘

These are camera placement present buttons:
Podium Close Up - This will frame the Podium with the back camera

' Wide Angle — This will frame a wide angle view of the entire class (back/front)

—131? Front White Board — This will frame the front center whiteboard

12 | Side White Board — This will frame a portion of the side white board
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1. Leave the synchronous meeting.
2. Unplug the USB or USB — C cable from your laptop.

3. Turn off the Podium system by (1) selecting Shutdown on the touchpad; then (2) confirm the
shutdown on the next screen.

DISTANCE LEARNING MODE - PODIUM PC

SYSTEM SHUTDOWN
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