CLASSROOM EQUIPMENT
INSTRUCTIONAL GUIDE
An instructional guide for using the equipment rack
in Registrar-scheduled classrooms
Main & Satellite Office
Locations and Phone Numbers:
MAIN OFFICE - Silver Center
31 Washington Place, Room LL7A
Phone: (212) 998-2655
Email: campusmedia@nyu.edu
Website: www.nyu.edu/campusmedia
Rubin Hall & 60 Fifth Satellite Office
60 Fifth Avenue, Room 200
Phone: (212) 992-7300

Global Center Satellite Office
238 Thompson, Room 364
Phone: (212) 998-4400

Mercer Satellite Office
194 Mercer Street, Room 302
Phone: (212) 992-8563

Tisch Hall Satellite Office
40 West 4th Street, Room LC-30
Phone: (212) 998-7299

Bobst Library Satellite Office
70 Washington Square South, Room LL1-44A
Phone: (212) 992-7306
*DISCLAIMER: Simplified instructions are posted near the equipment in every Registrar-scheduled
classroom managed by Campus Media. If missing, contact the main office, or appropriate satellite office.
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The Office of Campus Media is responsible for the installation, consultation, and maintenance,
of the installed equipment in registrar-scheduled classrooms across the NYU New York campus.
We provide both, group and individual demonstrations. On-demand troubleshooting—during
or after class time—is available either by calling the appropriate office phone number listed on
the first page, or by filling out a maintenance request by visiting the Campus Media website, or
by clicking here: https://www.nyu.edu/campusmedia/forms/work.html
We also offer various FREE services, such as faculty loaners for several device types (fo r o netime, semester, or academic year-long use), course capture, student response polling, etc. We strive to keep
the equipment as up to date as possible, to enhance the educational experience for both faculty
and students alike. You can view an updated list of installed equipment for your desired room
by visiting: https://www.nyu.edu/campusmedia/classrooms/
The following equipment can be found in ALL CAMPUS MEDIA MANAGED classrooms:
 An Audio Visual room management system w/touch panel
 Projector(s), projection screen(s), AND/OR flat panel(s)
 A desktop computer w/wireless keyboard and DVD Drive
 Speakers for installed and portable audio sources
 Connections for VGA and HDMI w/adapter rings
However, depending on the classroom, optional components may include:
 Document camera / Installed video camera / Confidence/preview monitor
 A standalone multimedia player (Combo Unit, DVD, OR Blu-Ray device)
 Wired AND/OR wireless microphone system w/speakers
 SMART Boards / SMART Podiums
NOTE: Information about Wireless Presentation, Course Capture, and Video Conferencing can be found
in our Specialty Service Guide. Contact Campus Media about our full list of services.
This guide covers most of the common setups you will find in a Campus Media managed
classroom. Note that equipment setups will vary due to the vast amount of classrooms we
support and the date of their last renovation. For this reason, we recommend requesting a
demonstration of your classroom at your earliest convenience to get the most up to date and
specialized information, as well as confirm the support of your personal devices and media.
If you experience ANY issues with the installed rack equipment while in a Campus
Media managed classroom, we HIGHLY RECOMMEND that you contact us at the time of the
occurrence. On average, issues can be resolved in less than 5 minutes, and
we can arrive to most locations in under 5 minutes.
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*** QUICK NOTE: For the remainder of this document, direct instructions are in BOLD and highlighted in GREEN.***

All operations in the room start with the touch panel, which can be found either mounted on
a wall, placed on top of, or near to the equipment rack. Screen layouts and designs on the
touch panel will differ depending on location.
To Start the system, firmly press the center of the touch panel screen, or where indicated.
(If the touch panel screen is black upon arrival, you will need to press the screen twice—the first press
is to wake it up.) Then press your desired source. (Details about each source to follow.)
The system begins a warm up sequence, during which the projector (and/or flat panels) will
power up, and the installed projection screen will descend (if ap p licable). It takes 1 minute
or less for the projector to power up, and for the projected image to be at its brightest. (Flat
panels will be on in about 10 seconds.)
When you have finished using the equipment, you will notice a button labeled, “EXIT” OR
“SYSTEM OFF”. Firmly press the “EXIT” button to begin the shut down sequence. You
will be asked to confirm. Select “YES”. This will begin the cooling process for the projector
and place it into STANDBY mode. This will also power off the flat panel(s) (if installed ),
raise the electric projection screen (if installed ), and place the rest of the system into standby
mode. To reactivate the system, you will have to wait until the cool down process is finished,
which can take up to 2 minutes. (NOTE: When yo u are finished using the syste m , p lease
return the cables neatly coiled to the top of the rack or podium, along with the wireless keyboard.)

All Campus Media managed classrooms have a PC installed, located either near the top or
bottom of the equipment rack. A wireless keyboard with a built-in touchpad is also provided
for use with the PC.
To select this source, firmly press the button for “ROOM PC”, which is typically found on
the left side of the touch panel. To control the audio, look for the volume control. *Note
that the wording on the touch panel for this source will differ depending on the classroom.
Possible variations are listed in the purple banner directly above.
All installed PCs are regularly updated with the latest version of Windows 10 Enterprise
Operating System, and comes with several essential software packages, including Microsoft
Office 2016 Professional. The PC also features 4 USB 2.0/3.0 ports on the front of the device to
allow you to connect your flash drives, remotes for presentations,
personal PC mouse, or other USB devices.
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All Campus Media managed classrooms have a VGA cable, with an attached 3.5mm plug for
audio input (this w ill typ ically co nnect to yo ur d evice ’s headphone jack). This is provided for
anyone to connect their portable device to the equipment rack.
To use and select this source, connect the VGA cable to your device. Then firmly press the
button marked “LAPTOP”, which is typically found on the left side of the touch panel. To
control the audio, look for the volume control. *Note that the wording on the touch panel
for this source will differ depending on the classroom. Possible variations are listed in the
purple banner directly above.
Depending on the device you have, you may need an additional adapter to complete your
connection to the equipment rack. If you have your own personal adapter, feel free to use as
instructed. Contact Campus Media if you require an adapter.

All Campus Media managed classrooms have an HDMI cable. This is provided for anyone
to connect their portable device to the equipment rack. When using HDMI, audio is
carried over the same cable as video.
To use and select this source, connect the HDMI cable to your device. Then firmly press
the button marked “HDMI”, which is typically found on the left side of the touch panel.
To control the audio, look for the volume control. *Note that the wording on the touch
panel for this source will differ depending on the classroom. Possible variations are listed in
the purple banner directly above.
A special ring is attached to the HDMI cable containing several adapters to complete the
connection from your portable device to full size HDMI. If you have your own personal
adapter, feel free to use as instructed.
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Equipment racks may have a Blu-Ray player, a DVD player, or a Combo Unit (DVD & VHS).
(Depending on availability, stand alone VHS units may be reserved for temporary setup in a Campus
Media managed location. Please visit the Campus Media website for a listing of specific equipment
available in your desired location, and/or to reserve a unit).
Please note that in most cases, you will have to power on the media player manually. And
while all Blu-Ray players will play DVD/CD discs, DVD Players will NOT play Blu-Ray
discs. In addition, you can play DVD/CD discs on the installed desktop PCs, but NOT BluRay discs.
To use and select this source, locate & firmly press the power button to turn on the device.
All of our media devices have trays to hold the disc, so locate and firmly press the Eject
button to extend the disc tray. Place your disc carefully on the tray, and firmly press the
Eject button to close. Then, firmly press the button marked “BLU-RAY PLAYER” or “DVD
PLAYER” which is typically found on the left side of the touch panel. To control the
audio, look for the volume control. *Note that the wording on the touch panel for this
source will differ depending on the classroom. Possible variations are listed in the purple
banner directly above.
In some rooms, you may be presented with options for “DVD” or “CD” after choosing
“DVD Player”. Press “CD” if your disc contains ONLY audio, and “DVD” for video and
audio. Please note that the projector will NOT power on if “CD” is selected, as it is not
necessary for audio playback.
Device controls are integrated into the touch panel, turning the touch panel into a remote
control. The controls appear once either DVD or Blu-Ray have been selected. However, this
option will NOT work for Blu-Ray or DVD devices that are temporarily installed on a cart.
They connect using a different touch panel source option, and will have a separate remote.
Don’t forget to collect your disc once your class has ended!
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“DOCUMENT CAMERA” / “PRESENTER” - IN SELECT CLASROOMS
Select rooms have a document camera installed. Similar to a transparency projector, they are
used to display physical documents onto the screen(s). (Dep end ing o n availability,
document cameras may be reserved for temporary setup in a Campus Media managed location. Please
visit the Campus Media website for a listing of specific equipment available in your desired location,
and/or to reserve a unit).
To use the document camera, you must first fully extend the shelf/drawer that the
document camera is seated on, and raise both the camera arm and light arm(s) into their
highest position. Rotate the camera housing to face down towards the base. Then locate &
firmly press (or slide) the power button to turn on the device. Finally, to select this source,
firmly press the button marked “DOCUMENT CAMERA”, which is typically found on
the left side of the touch panel. Use the controls on the device to make the
proper adjustments to your document, until you reach your desired image quality. You may
need to adjust the light source to achieve optimal viewing.
In some cases, the document camera may be delivered and attached externally to a cart. The
document camera will NOT be listed as a source on the touch panel. Instead, the VGA (or
HDMI) cable provided on the rack - the same one also used for portable devices - must be
connected to the VGA (or HDMI) output port on the back of the document camera. Once
connected, to select this source, firmly press button for the cable used (VGA or HDMI). Be
sure to also follow the instructions in the second paragraph.
Once you have finished using the document camera, remember to turn off the device,
return the arms to their standby position, and return the shelf/drawer to the closed/retracted
position.

MICROPHONE (WIRED/WIRELESS) - IN SELECT CLASROOMS
Select rooms have a wired and/or wireless microphone system installed. (Please visit the
Campus Media website for a listing of specific equipment available in your desired location, and/or to
reserve a unit).
Note that where microphones are installed, there will be a separate speaker system to
handle “speech” audio. Those speakers are typically hidden in the ceiling.
To access volume control for microphones, press the button marked “MICROPHONE” on
the bottom of the touch panel. Note that for each microphone installed, there is a specific
control that will allow you to increase, decrease, or mute the sound, to
your desirability.
NYU Campus Media
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CONFIDENCE MONITOR / “PREVIEW PC”—IN SELECT CLASSROOMS
Some of the classrooms have a confidence (preview) monitor option. This allows a user to
access the in-room PC before being displayed to the projector, for privacy reasons. This
feature can be used in a number of ways, such as to set up a presentation ahead of or during
class, logging into secure sites, accessing various files from the cloud or a flash drive, etc.
The style of monitor installed may differ between a larger touch panel (w hich w o uld d ouble
as a monitor), or a traditional computer monitor. In most rooms where this service is offered,
dedicated computer monitors are installed. But no matter what monitor type, only the
in-room PC will be displayed. It will NOT display any other sources.
Note that if the touch panel doubles as the confidence monitor, you will need to power on
the system. After starting the system, look for any of the following buttons: “CONFIDENCE
MONITOR”, “PREVIEW ROOM PC”, “PREVIEW WINDOW”, or “PREVIEW PC”, and
firmly press the appropriate button. (Wo rd ing w ill vary d e p e nd ing o n lo catio n.)
Availability of this service is limited. Please visit the Campus Media website for a listing of
specific equipment available in your desired location.

SMARTBOARDS / SMART PODIUMS—IN SELECT CLASSROOMS
SMART Boards and SMART Podiums allow for users to interact with their presentation,
when using the installed PC, and thru the use of specialized software and hardware. Using
special pens and erasers, you can write, draw, annotate, or highlight parts of your
presentation to help emphasize key points, or provide additional information for the
students to identify.
A one-on-one demonstration is recommended before your first use. Contact Campus Media
for more information, and/or to schedule an appointment.
This service is available in the following classrooms:
SMART Boards:
12 Waverly (Genomics), Rooms G-08, L-113, L-114, and L-120
SMART Podiums:
Bobst Library, 70 Washington Square South, Rooms LL1-41 and LL1-43
Tisch Hall, 40 West 4th Street, Room LC-19
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ADDITIONAL TOUCH PANEL CONTROLS
In addition to the previously mentioned options, your room may also have:
“AUDIO MUTE” - Firmly press once to mute source audio. Press again to restore audio.
“VIDEO (or IMAGE) MUTE” / ”DISPLAY STANDBY” - Firmly press once to blank out
the screen. Press again to restore video.
“SCREEN CONTROL” (For rooms with electric projection screen(s) installed) - Firmly
press “UP” to raise the screen. Press “DOWN” to lower.
“DISPLAY CONTROL” - Firmly press “ON” to power on the projector(s) or flat panel(s).
Press “OFF” to power off. If there are multiple output devices in the classroom (such as
flat panels and projectors), each device will have the same option—to turn on and off
independently.
The following options are typically only available in larger classrooms/lecture halls:
“SEND TO PROJECTOR” - Firmly press this button after choosing a source for that same
source to be displayed thru to the projector.
“SEND TO TP” (TOUCHPANEL) - Firmly press this button after choosing a source for that
same source to be displayed on the touch panel.
“ENVIRONMENT” / “LIGHTS” - Firmly press this button to see options that will allow
you to adjust the brightness of the lights in the room. Choices presented are “Full On”,
“AV”, “Conference”, and “OFF”.
“SHADE CONTROLS”: In Meyer 102 and 370 Jay Street, Room 202, the touch panel will
also have an option to control the height of the shades along the windows.
MULTIPLE OUTPUT DISPLAYS: In rooms with multiple displays, you must choose
which outputs to display your source on. (NOTE: Some rooms may have a “Send to All” option).
For example, if you select “ROOM PC”, and the room has a projector with 2 flat panels, you
must choose which of those displays to send the “ROOM PC” video to. Select the button for
the desired displays to continue. You will have to do this each time a new source is selected.

NYU Campus Media

9

v1.3a, 8/15/2018, CD

BASIC TROUBLESHOOTING GUIDE FOR COMMON PROBLEMS
PROBLEM: When I push “Room PC”, nothing displays.
POSSIBLE SOLUTION: The PC may be turned off. Always make sure that the PC is powered on
by confirming the power button is lit in either BLUE or
light. If you do not see a light, push
the power button (typically found in the upper right corner) for 1 second to turn it on. If you see an
AMBER light, or the machine does not power on, contact Campus Media main office.
PROBLEM: There are multiple amber/orange/red lights on the front of the projector.
POSSIBLE SOLUTION: Contact Campus Media’s main or appropriate satellite office.
PROBLEM: The keyboard provided is not working.
POSSIBLE SOLUTION: Ensure the toggle switch is set to ON, with a green shade shown.
PROBLEM: My laptop/tablet/personal device is connected, but the screens don’t match.
POSSIBLE SOLUTION: Make sure that mirroring is enabled. Next, make sure that you have
selected the right source on the touch panel, depending on the cable used.
PROBLEM: The projector is on, and the source is selected, but all I get is a solid blue/black screen
or a message saying “No Input Detected”.
POSSIBLE SOLUTION: Ensure the cables and/or adapters are seated securely. Second, ensure
that the “DISPLAY MUTE” button (if available) is de-selected. Next, make sure that you have
selected the right source, depending on the cable used (if any). Then, make sure that the source
desired is powered on. If the issue persists, exit the system completely, wait 2 minutes, then use
normally.
PROBLEM: When I play a video, I don’t hear any sound, or the sound is very low.
POSSIBLE SOLUTION: Ensure the volume has been increased to an appropriate level on the
touch panel. The volume may be lower than the level being displayed on the touch panel. Next,
make sure that the audio is not muted on the touch panel by tapping the “Audio Mute” icon. Also,
make sure the program playing the media on your PC/personal device is not muted, or the volume
is increased to an appropriate level.
PROBLEM: The sound is very distorted.
POSSIBLE SOLUTION: The volume may be too high. Consider lowering the volume.
PROBLEM: The projected image is too faint.
POSSIBLE SOLUTION: Try making the room as dark as possible, either by turning off the lights,
or bringing down the shades (if possible). If the image remains faint, contact Campus Media’s main
or appropriate satellite office to replace the bulb.
If you experience a problem that is not on this list, or was not resolved by the solution provided,
please contact the main office, or the appropriate satellite office as soon as
possible. Please be sure to provide as much information as you can, so that
we can further troubleshoot (try to recreate) the issue.
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