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Brief Summary of Startup Instructions

Follow these brief step-by-step instructions to start your lecture (for more detailed information see the rest of the guide):

1. Touch the AMX screen to reveal the system buttons.

2. You should be in STANDBY POWER mode.

3. Select the piece of equipment you will be using from the AMX screen (i.e. DOCUMENT CAMERA, NETWORK PC, NETWORK MAC, etc.)

4. Get your lecture material ready (insert your floppy, zip, CDROM into the computer, open your material in PowerPoint or other program and get it in presentation mode, place materials on document camera and focus or zoom, put slides in slide projector and focus or zoom, get DVD/VIDEO to starting point)

5. Select the INSTRUCTOR CAMERA that you want to use (if you are using the Parker Vision get the transmitter from the drawer, turn it on, put on the transmitter, select the Parker Vision from the INSTRUCTOR CAMERA button, select the top gray AUTOTRACK button on the Cameraman remote, and make sure that it focuses in on you using your preview video area on the AMX screen)

6. Once your material is ready to display and you are ready to begin the lecture, press TOTAL POWER ON to drop the screens, dim lights, and turn all monitors in the room on.

7. If you do not see the Tulsa site on the left monitor in front of the podium, press the CALL TULSA button to connect.

8. Once Tulsa is online, send your graphics to them by pressing the SEND GRAPHICS button. 

9. You should check to make sure that you see Tulsa on the left monitor and your graphics on the right monitor in front of the podium, you have the right camera settings for the display of your video in the video preview area of the AMX screen, and that they can hear you clearly in Tulsa (if they can’t, make sure the microphone on the podium is not muted or adjust the volume of the room).

10. After all has been checked, YOU ARE READY!

NOTE:  When you finish your lecture, logout of any computers, gather materials, and press the STANDBY POWER button to go back to STANDBY MODE for the next person.
Starting the System

To turn on the AMX touchscreen (shown below) simply touch the screen with your finger.  When it is touched, the screensaver will disappear and the buttons will display.
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This screen is also available for practice in an html format online at:

http://oupharmacy.com/finance/pharmtech/resources/amx/Default.htm

The AMX system has three levels of power:

1. SYSTEM POWER OFF – this means that all of the lights in the room, all of the equipment in the room and all of the monitors or projectors are off.

2. STANDBY POWER – this means that the instructors console and equipment, the monitors facing the console, and the lights in the room are all turned on.  This level can be used so an instructor can get their course materials and presentation ready before actually powering all of the projectors and monitors in the room.

3. TOTAL POWER ON – this means that some of the lights in the room will be turned off to get ready for your presentation, the screens will drop, and all of the monitors or projectors are turned on.  This is the mode that you should be in when you are ready to begin the class presentation.

Turning the system on to STANDBY POWER
1. The system should automatically go to STANDBY POWER mode when you touch the screen to remove the screensaver.  If for some reason the power is off, you can follow these directions to put it in STANDBY POWER mode.

2. Touch the screen to display the AMX system buttons.

3. Press the Standby Power button (shown here) [image: image2.jpg]szanpBY
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4. All of the console equipment, lights in the room and monitors in front of the podium should come on.  If they don’t, try selecting TOTAL POWER ON.  If that doesn’t work, call technical support.

IMPORTANT NOTE:  If the projectors on the ceiling have just been powered down, they cannot be powered back up until a green light shows on the project.  (there will be a green and red light instead of just a red light) 

Turning the system to TOTAL POWER ON
1. Press the TOTAL POWER ON button (shown here)  [image: image3.jpg]ToTaL
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2. Select lights in the room should shut off, all monitors and projectors should light up, and all screens should drop.  If they don’t, please call technical support.

IMPORTANT NOTE:  If the projectors on the ceiling have just been powered down, they cannot be powered back up until a green light shows on the project.  (there will be a green and red light instead of just a red light) 

Turning the system off

1. Only turn the system off if you are the last class of the day, otherwise you can just go back to STANDBY POWER.  This will save equipment by not turning it off and on after each class throughout the day.

2. To turn the system off, press the SYSTEM POWER OFF button (shown below)  [image: image4.jpg]sysTEM
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All lights, equipment, monitors, and projectors should go off.  If they don’t, please call technical support.

Calling Tulsa

Only the first person of the day should have to CALL TULSA.  If you are the first person of the day or you don’t see the Tulsa classroom on the left monitor in front of the console, then follow these directions.
1. On the AMX console, select the CALL TULSA button (shown below)  [image: image5.jpg]caLr
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2. When the call is successful, you will see the Tulsa classroom on the left monitor in front of the console.

3. If you do not see the Tulsa class, please call technical support.
Using the DOCUMENT CAMERA
You can use the document camera for a variety of purposes:  display transparencies, display charts/graphs on paper, write formulas, show small items such as pills or pill bottles, etc.  Since you cannot write directly on the document camera, supplies (markers, paper, transparencies, etc.) will be provided in the draw directly under the document camera.  If you do not find the supplies you need there, please contact someone in the student services office.

1. To switch to the document camera using the AMX console, press the DOCUMENT CAMERA button (shown below)  
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2. The item you have on the document camera will display on the computer monitor located on the top of the console on the left.  If the graphics have been sent to Tulsa, the item will also display on the monitor in front of the console on the right.

3. If you do not see the graphics on the right monitor in front of the console, you must press the SEND GRAPHICS button located on the AMX touchpad (shown here)
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4. Graphics should only have to be sent once in a presentation.  If you have already pushed the SEND GRAPHICS button, you shouldn’t have to do it again.
5. To zoom, press the Tele button under Zoom on the document camera to ZOOM IN and press the Wide button under Zoom on the document camera to ZOOM OUT.

6. To focus, you can press the Auto Focus button on the document camera once.

NOTE:  You may want to turn the lights off over the console when using the document camera to avoid lights glaring over the item on screen.  To do this:

1. Press the Lights button on the AMX touchscreen (shown below) [image: image8.jpg]&,
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2. Press the Can Lights Off button (shown here)  [image: image9.jpg]cAN LIGHTS
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3. To turn the lights back on when you are finished, press the Lights button on the console and select the Can Lights On button (shown below)
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Using a Laptop
If you have lecture items on your laptop that you would like to use in a presentation, it is best to setup an appointment with technical support to make sure the computer is configured properly for the AMX system.  For example, the resolution on the laptop has to be set at 1024 x 768 and 75 hertz.

1. The laptop must be hooked up using the cables located in the MICS and CABLES drawer on the podium.  For assistance, please contact technical support.

2. Once the laptop is setup, press the Laptop button on the AMX screen (shown below)  
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3. The monitor on your laptop should display on the right monitor in front of the podium.  If it does not display there, the students in Tulsa are not seeing it.  You will have to press the SEND GRAPHICS button on the AMX touchscreen (shown below) to send the image to Tulsa.
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Using the NETWORK PC Computer

The NETWORK PC computer is a computer setup to display material that you bring on floppy, CDROM, or zip.  You can also pull items from your network drive.  The computer sets up individual profiles for each users based on their login information.  You can create shortcuts to frequently used programs or files on the desktop and the settings will be saved for you to use each time you login.  You can also use the GUEST account on the computer by entering “pharmacy” –no quotes- for the password.  If you use the GUEST account, no presets or shortcuts can be setup for you to have each time you come to class.
1. To use the NETWORK PC Computer, press the NETWORK PC button on the AMX touchscreen (shown below)
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2. The PC desktop will display on the left monitor on top of the console and on the right monitor in front of the console (if the graphics have been sent to students).

3. If graphics have not been sent to the Tulsa site, press the SEND GRAPHICS button on the AMX touchscreen (shown below)

[image: image14.jpg]SEND
cRAPHICS




NOTE:  If you are using PowerPoint, the next page gives some shortcuts that you can use to go through your presentation in PowerPoint and use the arrow or pen tools for illustration.
	PowerPoint Keyboard Shortcuts


	Action




PC



Mac

	Advance Slides
	Left mouse click, space, ‘N’, right or down arrow, enter, or page down
	Same as PC

	Move to Previous Slides
	Backspace, ‘P’, left or up arrow, or page up
	Same as PC

	Go to a Specific Slide
	Number followed by Enter
	Same as PC

	Blacks/Unblacks the screen (cannot use pen option)
	‘B’
	Same as PC

	Whites/Unwhites the screen

(cannot use pen option)
	‘W’
	Same as PC

	Change Pointer to Pen
	CTRL-P
	Popup Menu – Pointer Options- Pen (can only write with mouse)

	Erase Pen Annotations
	E
	Same as PC

	Change Pen Color
	Popup Menu- Pointer Options – Pen Color
	Same as PC

	Change from Pen to Arrow
	ESC
	Same as PC

	Change Pointer to Arrow
	CTRL-A
	Popup Menu – Pointer Options- Arrow

	Begin Slide Show
	F5
	

	Quit the Slide Show
	ESC
	Same as PC

	Displaying the Popup Menu
	Move the mouse or click the right mouse button (an icon will appear in the lower left corner of the presentation)
	Move the mouse (an icon will appear in the lower left corner of the presentation)


· For PC Only:  You can use the pen that is physically attached to the left monitor on the console to draw directly on the monitor and make illustrations which will be displayed to the remote site.

· Both PC and Mac:  You can use the mouse to draw or make annotations which will be displayed to the remote site.

Using the NETWORK MAC Computer
The Mac Computer can be used to display material from the internet, a floppy disk, your network drive, or a CDROM.  If you would like to have access to your network drive using the Mac, you will have to speak to someone in technical support to get a user ID setup on the computer.  Otherwise you can use the GUEST account to login to the computer.  The password for the GUEST account is “pharmacy” – no quotes.   You cannot use any pen or pointer features with the Mac computer.
1. To use the Mac computer, press the NETWORK MAC button on the AMX screen (shown here)  
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2. The Mac desktop will display on the left monitor on top of the console and on the right monitor in front of the console.  If it does not display on the right monitor in front of the console, you are not sending the display to the remote (Tulsa) site.  Press the SEND GRAPHICS button (shown below) on the AMX screen to send the information to Tulsa.
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Using the Slide Projector

1. Insert your slides into the projector located in the second draw below the document camera.

2. Press the Slide Projector button on the AMX screen (shown below)
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3. The information should display on the left monitor on top of the console and on the right monitor in front of the console.  If you do not see the information in the right monitor in front of the console, you will have to press the SEND GRAPHICS button on the AMX screen (shown below) to send the graphics to the remote site (Tulsa).
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Using the VCR to play a videotape


1. Insert the videotape into the top vcr next to the DVD player.  
2. Press the Playback VCR button on AMX screen (shown below)
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3. Use the following buttons as you would on a regular VCR:
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  Plays the videotape

b. [image: image21.jpg]stop



  Stops the videotape

c. [image: image22.jpg]PAUSE



  Pauses the videotape

d. [image: image23.jpg]4«
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  Rewinds the videotape
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  Fast Forwards the videotape

4. When you have finished playing the video, you must hit the Exit Home button (shown below) to return to the AMX screen.
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5. After returning to the main AMX screen, you have to select another source such as NETWORK PC computer or DOCUMENT CAMERA so that the monitors in the room will return to the instructor.  Playing a VCR or DVD eliminates the instructor video.  You have to return to another source so that the video output switches back to the instructor camera.
6. The video should display on the AMX screen and on the left monitor in front of the console.  If it doesn’t seem to work, please contact technical support.

Using the Record VCR feature


Record VCR allows you to put a blank tape into the second vcr and record the instructor video/audio as well as any video/audio from the far or near site when someone pushes their microphone.

1. To make a tape, insert a blank tape into the second vcr on the console.  It is right below the VCR/DVD player.

2. Make sure that the channel is set to L1.

3. Press the Record VCR button on the AMX screen (shown below)
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4. Select the Record button on the AMX screen (shown below) to start recording
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5. Please refer to the Playback VCR sections for more button options.

6. When you are finished recording, hit the stop button (shown below)
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7. Press the Exit Home button (shown below) to return to the AMX screen
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Using the DVD feature

The DVD feature is very similar to the VCR Playback.
1. Insert a DVD into the DVD player.
2. Press the DVD button (shown below) on the AMX screen
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3. Use the following buttons to play, stop, navigate through chapters, etc. like a regular DVD player.
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4. When you are finished showing the DVD, press the STOP button and press the Exit Home button (shown below) to return to the AMX screen
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5. You will have to select another source to return the video output to the instructor.  To do this, select a button on the AMX screen such as the DOCUMENT CAMERA or NETWORK PC buttons.

6. If you have problems using the DVD player, please contact technical support.

Turning the Volume in the Room Up or Down


You can turn the sound in the room up or down by using the volume button on the AMX screen (shown below)
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1. To increase the volume, simply touch the Program Volume Up area of the button to move the red slide up more.

2. To decrease the volume, touch the Program Volume Down area of the button to move the red slide down more.

Muting the Microphone at the Console

In some cases (i.e. talking with a student by the console privately, group discussions in class, etc.), you may want to mute the microphone located on the instructor console.  To do this, simply hit the top button on the microphone.  When it is red, the microphone is muted.
Using the Instructor Camera Presets or Fixed Modes
1. There are two instructor’s cameras.  The Sony Camera is used for all fixed shots of the podium.  The Parker Vision Camera follows the instructor about the room using a wireless mic and transmitter (see Parker Vision Camera instructions, page ? )

2. To switch to a fixed podium shot, press the instructor camera button (shown below) on the AMX screen.
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3. You will see a screen like the one below:
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4. Press the SONY button (shown here) [image: image36.jpg]SONY




5. Press your desired Preset button. The SONY camera has six preset shots that you can select from:

a. Preset 1 – tight shot of the console

b. Preset 2 -  shot of the console including a couple of feet surrounding the console

c. Preset 3 – shot of the console plus a five to six foot area around the console (can be used for instruction from the front of the console)

d. Preset 4, 5, 6 – all of different areas of the blackboard behind the instructor’s console

6. After you have selected both the SONY camera button and one of the Preset buttons, the screen will automatically close and take you back to the default AMX screen buttons.

Using Parker Vision

We have a microphone that you can put around your neck that includes a transmitter for the camera.  It will allow you to walk around the room and the camera will follow you.  This can be useful if you do not wish to remain behind the podium for the entire lecture.

1. To use the Parker Vision, get the device from the MICS and CABLES drawer.  Turn both the Power button and Audio button to the on position on the battery pack.  Attach the mic and transmitter around your neck and attach the battery pack to your waist or pocket.

2. Press the Instructor Camera button (shown below) on the AMX screen
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3. Press the Parker Vision button (shown below) on the AMX screen
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4. Using the Cameraman remote located in the MICS and CABLES drawer, press the Autotrack button on the remote (top gray button).  It may take a few minutes to focus in on you but after that you are free to walk about the room.  

NOTE:  Sometimes if you stay in one place too long the camera will revert back to a distant view of you.  If this happens, simply go back to the Cameraman remote and select the Autotrack button again.

5. To go back to the regular instructor camera, select Instructor Camera again and select the Sony button (shown below).  Then select the Preset button that you prefer.
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Turning Lights On or Off in the Room

1. Press the LIGHTS button on the AMX screen (shown below)
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2. You will see the following screen:
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3. CAN LIGHTS ON or OFF turns the round lights in the room on and off.  The CAN LIGHTS DIM button does not work from the AMX screen.  There are switches on the left wall of the room by the door to dim or adjust the lights in the room.
4. HOUSE LIGHTS ON or OFF turns the large square lights over the audience on and off.

5. STAGE LIGHTS ON or OFF turns the large square lights over the instructor’s podium on and off.

6. SPOT LIGHTS ON or OFF turns the spot lights in front of the instructor’s podium on and off.

7. Once you have made your selection on this screen, it will automatically disappear and take you back to the regular AMX buttons.   There is no EXIT HOME button for this screen.
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