SOUTHLAKES COMMUNITY SERVICES

POLICY AND PROCEDURE MANUAL


PROCEDURE:



ELECTRONIC WHITEBOARD - OPERATION
The centre has a Panasonic 4 screen whiteboard available for the use of hirers at an additional fee.
The following procedure must be read and understood before the whiteboard is allowed to be used by hirers.

The whiteboard is a very delicate piece of equipment and this procedure MUST BE STRICTLY followed.

Obtain the electric power cable from the Centre Manager

Obtain and read the Electronic Whiteboard procedure

USE WHITEBOARD MARKERS ONLY
UNDER NO CIRCUMSTANCES USE PERMANENT MARKERS

DO NOT ATTEMPT TO CLEAN OR WRITE ON THE SCREEN WHILE IT IS MOVING

WAIT UNTIL THE SCREEN IS COMPLETELY STOPPED.
Move the Whiteboard to its desired location

Set the 4 feet to the down position

Plug the power cord into the wall socket

Plug the power cord into the whiteboard – console right hand side

Switch on the power point

Switch ON the whiteboard (switch down)  -  left hand side console

Load Paper (if necessary)
Pull down the front console cover

Place A4 plain white paper on the console cover (do not over fill, 20 sheets max)

Close the console cover
Whiteboard Controls:

The touch buttons along the front of the whiteboard are the controls


1.   Controls contrast


2.   Print button


3.   Counter display


4.   Set number of Copies


5.   Move to next screen Left


6.   Move to next screen Right

Test Whiteboard


Write on the surface


Set Number of copies to 1


Press print

USE WHITEBOARD MARKERS ONLY
UNDER NO CIRCUMSTANCES USE PERMANENT MARKERS

DO NOT ATTEMPT TO CLEAN OR WRITE ON THE SCREEN WHILE IT IS MOVING

WAIT UNTIL THE SCREEN IS COMPLETELY STOPPED.
