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System Start Up

Touch the touch panel screen to begin.

Touch To Begin Touch To Begin

Audio Visual Control Touch To Begin

The touch panel screen will wake to show” system on”.

System
_———

Audio Visual Control 140Uy,2020  10:38AM

Press the “System on” button.

System Power On. *
Please Wait

Audio Visual Control 14U, 2020 10:39 AM

Please wait approximately 45 seconds for the system to power up.

Internal Document More Volume Room System
! camputer‘ ! Camera . Inputs B Control B Control J Off o
Audio Visual Control 140,200 1019AM
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Connecting to Teams via USB-C Laptop

Press “More Inputs” button, select “USB-C Laptop”, and then press “Display on Projector 1” button

USB-E Laptop

U

Eaga b On o P g

Wiernal Bt Baye Visksw B e Lechure Fywiem
Campralar Camars lrgedn. Corshied ‘Contrad Razerd [
Ausdios Vimisal Control
Your laptop image should now be displayed on the projector screen for in room participants.
It is advised to duplicate desktop image with projector for easier navigation when in hybrid mode.
Press Select

PROJECT

Ry

g 4P

Open the Microsoft Teams desktop app:

Sign into Microsoft Teams using zid@ad.unsw.edu.au and password.

Open your Microsoft Teams Meeting.

—— TIP: How to Schedule a Microsoft Teams Meeting

I


https://support.microsoft.com/en-us/office/schedule-a-meeting-in-teams-943507a9-8583-4c58-b5d2-8ec8265e04e5
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Go to device settings and select:
Microphone —-CODEC Make sure microphone is not muted.
Speaker —-CODEC.

Camera — USB Capture SDI+. Make sure camera is turned on.

Meeting in “Hybrid Mode Planning

Device settings

jour audio and video settings for Audio devices

Meeting in “Hybrid Mode Planning” Jabra Evolve 65 Hands-Free AG ...

Speaker

(4 computer audio Headset (Jabra Evolve 65 Hands-... S pea ker — CODEC

Microphone

Jabra Evolve 65 Hands-Free AG Au Headset (Jabra Evolve 65 Hands-.. M icrop h O n e —_— Co D EC
B¢

Your camera is tumed off 4 o p —
Camera

Camera — USB Capture SDI+

HD Pro Webcam €920

Room audio

Don't use audio

Join your meeting.

G,]) Computer audio

Jabra Evolve 65 Hands-Free AG Audio

1@ O ————

Room audio

Don't use audio

Cancel Join now

Share screen.

Meeting in "Hybrid Mode"

00:10 =

Show participants

DO NOT INCLUDE SYSTEM AUDIO. USB-C laptop audio sharing is automatically joined via the AV system connection.

Include computer sound

Window Whiteboard PowerPoint  Browse

|

Booking.com: Confirmati..  Microsoft Whiteboard Team Talk_intro slides M..

m

Freehand by InVision
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Share screen options

Desktop (recommended) Everything that is displayed on the projector for face-to-face participants will also be displayed on the Teams meeting for
remote participants. This option is best if you go between websites, apps, and alternative pages.

Window Display any previously opened window.
Whiteboard Microsoft Whiteboard is a collaboration tool that allows Microsoft users to quickly share ideas with other people. The app allows you and
any attendees to annotate, draw or write as if you are using ink.

Note: All CATS rooms have a touch enabled display on the lectern that is connected to the internal computer. This display can be utilised with
Microsoft Whiteboard and other annotation applications.

PowerPoint Shares the Power Point presentation but you can see the notes. However, the face-to-face participants will also see you notes so this
method is not recommended.

Once you see a red border around the screen you are sharing your screen successfully. If you selected to share desktop #1 (recommended) everything that
is displayed on Projector screen will be displayed via Teams.

Audio

All microphones on lectern will feed directly to Teams via an audio interface. It is recommended to use the Shure Lapel Microphone supplied in the docking
cradle on the lectern.

Placement of this microphone is extremely important and is shown in image below:

Approx. 15-20cm from chin to microphone. Ensure there
is no lose clothing or jewellery to obstruct microphone.

Mute microphones via touch panel. This will mute in room and online participants.

Volume Control
o

Source Lapel Lectern Radio —
Volume Mic Mic Mic 1

MUTE MUTE MUTE MUTE
b o ! . . o ! o Advanced

| S - |
m Document More m Room Lecture System
Camera Inputs Control Record Off
[ S———
14 July, 2020 10:41 AM

Audio Visual Control
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Camera

You can Pan/Tilt and Zoom in/out using the AMX touch panel controls by selecting the “room control” button then selecting “camera control”.

Camera Control
2

Camera Presets Camera Movement

Presenter

Presenter- Lectern Close up.

Board — Lectern and Board

Class - Audience

Internal Document More Volume
Computer Camera Inputs Control

Lecture System
Record Off

20 May, 2021 1:27 PM

Audio Visual Control

You can mute the camera via Team’s:

Meeting with Ashley Lewis

Home — Ultra wide shot including
screens.

If you experience any technical problems or are unable to connect, please call 9385 54888 from the phone provided on lectern.
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Connecting to Teams via Internal Computer

Press “Internal Computer” button

Press “Display on Projector 1” button

| &
Internal Computer )
Display on
«_ Projector 1 J
” . Freeze Image
~Arum A,d_lf‘ft‘d . Image is On ~ ison
Advanced
_ Options
L=
m Document More Volume Room System
omputer Camera Inputs Control Control Off
Audi Control 14 July, 2020 10:21 AM
r
Internal Computer 4_.)
Displaying on l
Projector 1
. . Freeze Image
_AlﬂiAtiJUftd Image is On = is Off
Advanced
__ Options
| =
_ Document More Volume Room System
Computer Camera Inputs Control Control Off
Audio Visual Control 14 July, 2020 1022 AM

Your PC image should now be displayed on the projector screen for in room participants.

Duplicate desktop image with projector for easier navigation when in hybrid mode.

|/
4

Open the Microsoft Teams desktop app:

Press

4+ P

Select
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Sign into Microsoft Teams using zid@ad.unsw.edu.au and password.

Open your Microsoft Teams Meeting.

-- TIP: How to Schedule a Microsoft Teams Meeting

©

Go to device settings and select:

- Microphone —Behringer Make sure microphone is not muted.
- Speaker —Behringer.
- Camera — Select appropriate room camera Make sure camera is turned on within Teams.

Meeting in "Hybrid Mode Planning”

Device settings

Choose your audio and video settings for Audio devices

Meeting in "Hybrid Mode Planning” Jabra Evolve 65 Hands-Free AG ...

Speaker

[;J’ Computer audio Headset (Jabra Evolve 65 Hands-...

Microphone

Jabra Evolve 65 Hands-Free AG Au Headset (Jabra Evolve 65 Hands-..

[\

Your camera is turned off L3 o ) ——
Camera

HD Pro Webcam C920

Room audio

Don't use audio

Join your meeting.

gﬂ, Computer audio

Jabra Evolve 65 Hands-Free AG Audio

'@ D ——

Room audio

Don't use audio

Cancel Join now

Share screen.
Meeting in "Hybrid Mode"

00:10 e )

Show participants

Speaker — CODEC
Microphone — CODEC

Camera - USB Capture SDI+

DO NOT INCLUDE SYSTEM AUDIO. Internal Computer audio sharing is automatically joined via the AV system connection.

) Include computer sound

Desktop Window Whiteboard PowerPoint

- a
d
B

Banana Coast Caravan P... Booking.com: Confirmati... Microsoft Whiteboard Team Talk_intro slides M...

B

Screen #2 Your verification link - as..  Check your inbox | Booki..  Freehand by InVision Team Talk_intro slides.pptx



https://support.microsoft.com/en-us/office/schedule-a-meeting-in-teams-943507a9-8583-4c58-b5d2-8ec8265e04e5
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Screen sharing options
- Desktop (recommended) Everything that is displayed on the projector for in-room participants will also be displayed on the Teams meeting for online
participants. This option is best if you go between websites, apps, and alternative pages.

- Window Display any previously opened window.

- Whiteboard Microsoft Whiteboard is a collaboration tool that allows Microsoft users to quickly share ideas with other people. The app allows you and
any attendees to annotate, draw or write as if you are using ink.

Note: All CATS rooms have a touch enabled display on the lectern that is connected to the internal computer. This display can be utilised with
Microsoft Whiteboard and other annotation applications.

- PowerPoint Shares the Power Point presentation but you can see the notes. However, the face-to-face participants will also see you notes so this
method is not recommended.

Once you see a red border around the screen you are sharing your screen successfully. If you selected to share desktop #1 (recommended)
everything that is displayed on Projector screen will be displayed via Teams.

Audio

All microphones on lectern will feed directly to Teams via an audio interface. It is recommended to use the Shure Lapel Microphone supplied in docking cradle
on the lectern.

Placement of this microphone is extremely important and is shown in image:

Approx. 15-20cm from chin to microphone. Ensure there is
no loose clothing or jewellery to obstruct microphone.

Mute microphones via touch panel. This will mute in-room and online.

Volume Control
po)

Source Lapel Lectern Radio
Volume Mic Mic Mic 1

MUTE MUTE MUTE MUTE -E -
| - |

_ Document More “ Room Lecture System
omputer Camera Inputs ontrol Control Record Off
=

==

Audio Visual Control 1400y, 2020 10:41 AM
Camera

You can Pan/Tilt and Zoom in/out using the AMX touch panel controls. Access this via the camera tab shown in below image:

Camera Control b

Camera Presets Camera Movement

Presenter- Lectern Close up.

Home — Ultra wide shot including

Board — Lectern and Board
screens.

Class - Audience

— |
Internal Document More Volume m Lecture System
Computer Camera Inputs Control Conti Record Off
Audio Visual Control 20 May, 2021 1.27PM
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You can mute the camera via Teams

Meeting in "Hybrid Mode"

00:10 & (A % &l

Show participants

Document Camera

When you want to display the document camera simply change the camera options in the Teams settings to “document camera” to display it to online
participants, and to the document camera input via the AMX touch panel to display it to in-room participants.

Note: Document camera will only be displayed to online participants if you are joining your meeting via the Internal Computer.

R

Document Camera
D

Sl

-

Projector 1

Freeze Image

._ Image is On ; is Off

Internal M More Volume Room Lecture System
Computer Camera Inputs Control Control Record Ooff

If you experience any technical problems or are unable to connect, please call 9385 4888 from phone provided on lectern.
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Connecting to Teams via USB-C Laptop and Internal Computer - 2 Device Connection

This is an excellent way to display your presentation from the Internal Computer, and to concurrently moderate your meeting from another BYO laptop with

USB-C connection.

Below is suggested best practice for moderating Q&A via chat and while presenting in hybrid mode:

- Log into the Teams application on both devices and then join your meeting on both devices.

- Mute microphone and speaker on the device you will use for moderating the meeting Q&A; we recommend you use your BYO laptop for moderation of
Q&A, and to have someone assist for moderation of the Q&A where possible.

- Plug laptop into USB-C laptop cable provided at the lectern. You can then use the AMX touch panel to toggle between presentation (Internal
Computer) and online gallery view (USB-C Laptop). This will help in-room participants see online participants on the projector screen.

Intermal Computar - USB-C Laptop -
o —
Displaying on
Projector 1
Image is On Freeiieollf;lage
L [ 2|
Do-rument More ol rra Ar-zm Lecturs S Internal Document More Volume Room Lecture System
G il Gondrpd ] FAacewd (- ] Computer Camera Inputs Control Control Record Off
ades Wimiasl Confrod Ay T il -E| Audio Visual Control 31 May, 2021 10:49 AM

Either device is equipped to do either moderation or presentation.
before each session and not change once you are in progress.

Moderator - Laptop

However, you are advised to select a device for each role -moderation or presentation -

Presentation - Internal Computer

* Witosls

« Call Plate

" Palaabotany

s »\ il O
o Ll YRRCULEr Plasia
o Carnivoroun Plants

b
& "
* Plant Defense Mechaniama 4 e |

If you experience any technical problems or are unable to connect, please call 9385 54888 from phone provided on lectern.
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Connecting to Zoom via USB-C Laptop

Press the “More Inputs” button, select “USB-C Laptop”, then press “Display on Projector 1” button

‘Iu

[ oL N - [ ke Fire. Leche Tyviem
Corpin Cwrars gl Costred Cantroll o
Husdeo Vinssal Conirol [ ] E:]
Your laptop image should now be displayed on the projector screen for in room participants.
It is advised to duplicate desktop image with projector for easier navigation when in hybrid mode.
Press Select

PROJECT
glj PC screen only

B OLP GR

AR e

I (7] e e

Open the Zoom desktop app:

Or open Zoom web application: https://unsw.zoom.us/
Select SSO and sign into Zoom using your UNSW username and password.

Open desired meeting as per standard Zoom practice.

—— TIP: How to Schedule a Zoom Meeting

<

Go to audio and video settings and select:

- Microphone — CODEC (Make sure Microphone is not muted)
- Speaker —CODEC.
- Camera — USB Capture SDI+ or appropriate web cam. (Make sure camera is not muted)

& &L e s ®

Security Participants - lecord Live Transcript  Breakout Rooms  Reactions

[~]
General Speaker
Video [ TestSpeaker | | Headset (Jabra Evolve 65 Hands-Free AG Audic)  ~
Audio . .
volure: “ . o Speaker — Behringer
Share Screen (T Use separate audio device ta play ringtone simultaneously
Chat Microphone
| Test Mic | Headset (Jabra Evolve 65 Hands-Free AG Audic) ~
Background & Filters —
Input Level:
Recording Volume: {—e <« Microphone - Beh ringer
Profile Automatically adjust microphone volume
Suppress background noise Learn more
Statistics o Auto
O reedoace Low (faint background noises
Medium (computer fan, pen taps)
(@ keyboard shorteuts High (typing, dog barks)
Accessibility hﬁusicand Professional Audio
(") Show in-meeting option to enable "Criginal Sound" (@
Ringtones | Default M¥o)
TV st mtienlhs fin midin s mmmen sk Eainin e n b
| Advanced |



https://support.zoom.us/hc/en-us/articles/201362413-Scheduling-meetings
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Join your meeting.

Share your screen.

Hybrid Mode

Connection Guide

[ Settings
General
@) Audio
O Share Screen
O Chat

.| Background & Filters
(© Rrecording

B rrofie

(N statistics

(B reedback

@ keyboard shortas

Accessibility

Camera

[ HDPro Webcam C320

() original ratic  (_) HD

My Video
Mirrer my video
() Touch up my appearance

() Adjust for lew light

Always display participant names on their video

[ Advanced |

USB Capture SDI+ or
appropriate Logitech web
camera in selected rooms

AV Hybrid User Guide Master Wm

() share sound ~ ] Optimize for video clip

) select 2 window or an application that you want to share

Snipping Toal Lg

S

VneViewer Message Box

X

A

Whiteboard

Citrix Workspace @

DO NOT SHARE SOUND. Laptop audio sharing is automatically joined to the AV system connection.

Screen sharing options

- Desktop (recommended) Everything that is displayed on the projector for in-room participants will be displayed on the Zoom meeting for online

participants. This option is best if you are switching between websites, apps, and alternative pages.
- Window Select any previously opened page to share.

Once you see a green border around the screen you are sharing your screen successfully. If you selected to share desktop #1 (recommended) everything

that is displayed on Projector screen will be displayed via Zoom.

RELIY
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Audio

All microphones on lectern will feed directly to Zooms via an audio interface. It is recommended to use the Shure lapel microphone supplied in docking cradle.

Approx. 15-20cm from chin to microphone. Ensure there
is no loose clothing or jewellery to obstruct microphone.

Placement of this microphone is extremely important and is shown in below image:

Mute microphones via touch panel. This will mute audio for in room and online participants.

Volume Control
D

Source Lapel Lectern Radio
Volume Mic Mic Mic 1

MUTE MUTE MUTE MUTE -
! o ! 1 1 o ! ! ced
L . Y
_ Document More F Room Lecture System
omputer Camera Inputs ontrol Control Record Off
—_—

Audio Visual Control 14.0uy,2020  10:41AM

Camera

You can Pan/Tilt and Zoom in/out using the AMX touch panel controls. Access this via the camera tab shown in below image:

Camera Control 2
CameraPresets Camera Movement
Presenter- Lectern Close up.
Home — Ultra wide shot including
Board — Lectern and Board SCreens.
Class - Audience
7
o] Mmoo Woarssl [ nscsd et
Audio Visual Control 20 May, 2021 1:27PM

Mute camera via Zoom

22 © @ = 6

Security Participants Record Live Transcript  Breakout Rooms Reactions

If you experience any technical problems or are unable to connect, please call 9385 54888 from phone provided on lectern.
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Connecting to Zoom via Internal Computer.

Press “internal Computer” Button

| &
Internal Computer D
Display on
Projector 1 yi
Auto Adjust Image is On Freeizse‘;?age
Advanced
Options
L
Document More Volume Room System
Camera Inputs Control Control Off
| Control 1400y, 2020 10:21 AM
1112 H H ”
Press “Display on Projector 1” Button
Internal Computer b
—
Displaying on ‘
Projector 1
. . Freeze Image
Auto Adjust Image is On ~isor
Advanced
Options
_ Document More Volume Room System
omputer Camera Inputs Control Control Off
Audio Visual Control 14 July, 2020 10:22 AM

The internal Computer image should now be displayed on the projector screen for in class participants.

It is advised to duplicate desktop image with projector for easier navigation when in hybrid mode. This is set as standard in CATS rooms. However, you can

quickly change settings as per below if required.

Press

Ry

g .|.'P

Open the Zoom desktop app:

Or open Zoom web application: https://unsw.zoom.us/
Sign into Zoom using UNSW username and password.

Open desired meeting as per standard Zoom practice.

Select

PROJECT

LA owicae

AR e

i (W7 e T

—— TIP: How to Schedule a Zoom Meeting

<



https://support.zoom.us/hc/en-us/articles/201362413-Scheduling-meetings
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Go to audio and video settings and select:

Hybrid Mode
Connection Guide

- Microphone — CODEC (Make sure Microphone is not muted)

- Speaker —CODEC.

- Camera — USB Capture SDI+ or appropriate web cam. (Make sure camera is not muted)

Join your meeting.

Share your screen.

General Speaker

Video [ TestSpeaker |

Output Level:

Volume: L]

Headset (Jabra Evolve 65 Hands-Free AG Audio) ~

share Screen

() Use separate audio device to play ringtone simultaneously

* “

Accessibility Music and Professional Audio

(") Show in-meeting option to enable "Criginal Sound” (@)

Ringtones | Default M¥o)

[ advanced |

O Chat Microphone
\ Test Mic ) Headset (Jabra Evolve 65 Hands-Free AG Audio)  ~
Background & Filters —
Input Level:
Recording Volume: < ®
Profile Automatically adjust microphone volume
Suppress background noise Learn more
Statistics o Auto
O reedoace (O Low (faint background noises)
(O Medium (computer fan, pen taps)
(@ Keyboard shorteuts O High (typing, dog barks)

o)

It

[ Sefings

General

Audio

(=) share screen

O Chat

Background & Filters

Recording
Profile
Camera
) statistics [ Ao Pro Webcam co20 -]
(T original ratioc () HD
O reedback
My Video

@ «eyboard shorteuts
Mirrar my videa
Accessibility

(") Touch up my appearance

() adjust for low light

Always display participant names on their video

| Advanced |

) Select 2 window or an application that you want to share

a
iPhone/iPad
TR
AV Hybrid UserGu\dEMasteer.”m Snipping Tool Z'_'E‘{ Vneli

() share sound ~ () Optimize for video clip

V4

Whiteboard

Citrix Workspace @

Speaker — Behringer

Microphone - Behringer

USB Capture SDI+ or
appropriate Logitech web
camera in selected rooms

DO NOT SHARE SOUND. Internal Computer audio sharing is automatically joined via the AV system connection.
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Screen sharing options

Desktop (recommended) Everything that is displayed on the projector for in-room participants will be displayed on the Zoom meeting for online
participants. This option is best if you are switching between websites, apps, and alternative pages.

Window Select any previously opened page to share.

Once you see a green border around the screen you are sharing your screen successfully. If you selected to share desktop #1 (recommended) everything
that is displayed on Projector screen will be displayed via Zoom.

[] (] -~

02:19 PM

Audio

All microphones on lectern will feed directly to Zooms via an audio interface. It is recommended to use the Shure lapel microphone supplied in docking cradle.

Approx. 15-20cm from chin to microphone. Ensure there
is no loose clothing or jewellery to obstruct microphone.

Placement of this microphone is extremely important and is shown in below image:

Mute microphones via touch panel. This will mute audio for in room and online participants.

Volume Control

¥}

Source Lapel Lectern Radio
Volume Mic Mic Mic 1

e

MUTE MUTE MUTE MUTE _
dvanced
| =

=
Document More “ Room Lecture System
Camera Inputs Control Record Off ‘
= ===
Audio Visual Control 140Uy, 2020 10:41 AM

Camera

You can Pan/Tilt and Zoom in/out using the AMX touch panel controls. Access this via the camera tab shown in below image:

Camera Control

2
Camera Presets Camera Movement
Presenter- Lectern Close up.
Board — Lect 4 Board Home — Ultra wide shot including
oard — Lectern and Boar screens.
Class - Audience
24
R Wt v el b
Audio Visual Control 20 May, 2021 1:27PM
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Mute camera via Zoom

O /LI & o’  cc) as ]

Join Audio Start Video Security Participants reen tecord Live Transcript  Breakout Rooms  Reactions

Document Camera

When you want to display the document camera simply change the camera options in the Teams settings to “document camera” to display it to online
participants, and to the document camera input via the AMX touch panel to display it to in-room participants.

Note: Document camera will only be displayed to online participants if you are joining your meeting via the Internal Computer.

Document Camera
D

~

-

Projector 1
—_—

Freeze Image

._ Image is On ; is Off

Internal M More Volume Room Lecture System

Computer Camera Inputs Control Control Record Ooff

You are now successfully in hybrid mode.

If you experience any technical problems or are unable to connect, please call 9385 54888 from phone provided on lectern.
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Connecting to Zoom via USB-C Laptop and Internal Computer - 2 Device Connection

This is an excellent way to display your presentation from the Internal Computer, and to concurrently moderate your meeting from another BYO laptop with
USB-C connection.

Below is suggested best practice for moderating Q&A via chat and while presenting in hybrid mode:

- Log into the Zoom application on both devices and then join your meeting on both devices.

- Mute microphone and speaker on the device you will use for moderating the meeting Q&A; we recommend you use your BYO laptop for moderation of
Q&A, and to have someone assist for moderation of the Q&A where possible.

- Plug laptop into USB-C laptop cable provided at the lectern. You can then use the AMX touch panel to toggle between presentation (Internal
Computer) and online gallery view (USB-C Laptop). This will help in-room participants see online participants on the projector screen.

Internal Computar - USB-C Laptop )
el
L <
Displaying on
eppiny an. Projector 1
uuuuuu
* Freeze Image
et At g 0 P"":""" Image is On — ]
A e i
Deptoaiy
=
Docurment More Volurra: Acam Lechrs Sk internal Collaborate. _ Volume Room Lectur System rernal g e e e Sad =odiie System
Camets ity Contesl Contesl Reneed: =] Computer Modeis Off  Control Control Record off s oo Wl it il Sl Control Record off
+ oy o A i 1 May, 2021 10:49 AM
iz Viusd Comire? i S 0e i 'E:l Audio Visual Col 31May, 2021 1033 AM @ POV ERITE] s

Either device is equipped to do either moderation or presentation. However, you are advised to select a device for each role -moderation or presentation -
before each session and not change once you are in progress.

Moderator - Laptop Presentation - Internal Computer

F Yaseulsr Plasts

* Carmivedaun Panis

- - ".
= Plant Defense Mechanlama |

If you experience any technical problems or are unable to connect, please call 9385 54888 from phone provided on lectern.
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Laptop
USB-C laptop input for Hybrid mode
e Provided at lectern
Sy, _
o Select “More inputs” — “USB-C” then
“Display on Projector”
Camera

Full HD 1080p video calling and recording

L <y
Bigry ¥t

Aver PTC500S camera - In Tracking OR Fixed
mode with user controllable presets

Full HD 1080p

[\
A
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UNSW Hybrid Meetings Best Practice Guide.

o Share your desktop rather than individual applications or windows. This way you will know what is being shared all the time since you are always
sharing the same screen.

o Be careful what you drag to the shared screen and always be aware that there is the potential for in-room and online participants to see
what you have open on your device. Close any applications or documents that have sensitive material.

¢ Know and understand your obligations regarding privacy and data security before utilising any conferencing platforms. This Working from Home
Privacy and Data Security Guide is a useful reference as a starting point.

¢ All monitors on CATS lecterns are touch enabled; you should use pen/inking to enhance the presentation experience. This also works when you are
sharing the external screen & presenting from touch-screen device: make your presentation stand out! Use a standard stylus or your finger to
annotate.

o Prepare the content you share in advance. Open PowerPoint, applications, browsers and any other presentation material so you do not have to spend
any time with them when you are live.

o When doing a presentation with multiple persons using just the PowerPoint slides, share it directly to Teams meeting so you can switch between
speakers easily. New presenter view makes this a useful option.

o Make use of Teams features: Only set actual presenters as a presenter in the meeting, add all other attendees as an attendee so they cannot start
sharing their screen accidentally. You can also mute attendees as well. You can do this via the meeting options settings before they join in, or after
they join.

¢ If online participants complain that they cannot see the content you are sharing, then double check that you are sharing your screen. If someone is
seeing your shared content and some others not: those who cannot see your shared content should leave and rejoin the meeting. Sometimes
restarting your sharing can fix that issue too, but usually the issue is with the online participant connection.

e Only use application or individual window -sharing - as opposed to sharing your desktop - when this is necessary for privacy or other reasons. Sharing
your desktop will allow you to move between content in a quick and intuitive way.

e Sharing a video in MS Teams meeting (or in Live event) is usually ok but you should expect some quality drop due to the additional network bandwidth
required, especially if you have a lower bandwidth internet connection. Have a backup hyper link to the video available so you can quickly share that in
the chat. Make sure you are confident with embedding videos inside a PowerPoint and have tested it before you start presenting to the audience.

o Use Windows Focus Assist and Teams Do Not Disturb mode so that you do not get any unwanted popups on your shared screen. Microsoft Teams
has an upcoming feature (currently usable in public preview) that allows users to choose if MS Teams notifications do their own “toast” (pop-up
banner) or do they go directly to Windows notification area (honoring the Focus Assist setting).

o Use Teams Desktop version + new meeting experience when possible. Check that you have the latest version.

¢ If you think you may need some more assistance, please book a training session with the UNSW Multimedia and AV Technologies team well before
your meeting or presentation.

e Contact: AV@Qunsw.edu.au or 02 9385 4888.



https://unsw.sharepoint.com/sites/unsweventstoolkit/Shared%20Documents/Forms/AllItems.aspx?id=/sites/unsweventstoolkit/Shared%20Documents/Events%20Toolkit/2.%20Event%20Resources/Digital%20events/UNSW%20Digital-Privacy-Guide.pdf&parent=/sites/unsweventstoolkit/Shared%20Documents/Events%20Toolkit/2.%20Event%20Resources/Digital%20events&RootFolder=%2fsites%2funsweventstoolkit%2fShared%20Documents%2fEvents%20Toolkit%2f2%2e%20Event%20Resources%2fDigital%20events&FolderCTID=0x012000D942D2BE07140849B951B34D75E45AB1
https://unsw.sharepoint.com/sites/unsweventstoolkit/Shared%20Documents/Forms/AllItems.aspx?id=/sites/unsweventstoolkit/Shared%20Documents/Events%20Toolkit/2.%20Event%20Resources/Digital%20events/UNSW%20Digital-Privacy-Guide.pdf&parent=/sites/unsweventstoolkit/Shared%20Documents/Events%20Toolkit/2.%20Event%20Resources/Digital%20events&RootFolder=%2fsites%2funsweventstoolkit%2fShared%20Documents%2fEvents%20Toolkit%2f2%2e%20Event%20Resources%2fDigital%20events&FolderCTID=0x012000D942D2BE07140849B951B34D75E45AB1
https://techcommunity.microsoft.com/t5/microsoft-teams-public-preview/now-in-public-preview-powerpoint-presenter-view-in-teams/m-p/2062591
mailto:AV@unsw.edu.au
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