SOUTHLAKES COMMUNITY SERVICES

POLICY AND PROCEDURE MANUAL


PROCEDURE:



DATA PROJECTOR AND SCREEN
The data projector and screen are available for users of the centre for an additional fee.

The Data Projector is kept in the alcove of the Large Activity Room - Utility Cupboard (right hand side)

The Screen is kept in the alcove of the Large Activity Room – on top of the Utility Cupboards

Screen Set Up
Stand the screen vertically in the approximate desired position
With your toe, depress the black tab at the base of the stand to release the 3 legged tripod

Push legs down and raise the stand up to position the legs of stand to standing arrangement

Unhook the top/side of the screen from the stand by releasing the height adjustment arm at the back and letting it slide down (initially lift, unhook and slide down)

Now at front, swing screen into horizontal position

Take the D-hook on top of the screen frame, extend the screen up and hook it to top of height adjustor arm.

From the back, adjust the height of the screen to the desired position and ensure pin engages in adjustor arm
Position the extended screen to the desired site.

Screen Dismantle
Unhook the D-hook from the top of adjustor arm by either extending screen above arm, or lower the height adjustor arm.  Allow the screen to retract into the screen frame.

Swing the rolled up screen vertically

Extend the height adjustor arm at the rear of stand so that it is above the top/side of screen, then lower the adjustor arm so that it hooks into and holds screen firmly in vertical position

Slide the legs of the tripod up the frame of stand until they lock in place vertically.
Return Screen to top of Large Activity Room alcove Utility Cupboards.

DATA PROJECTOR SET UP
Unpack data projector case and obtain:


1.  Projector


2.  Serial to Serial (blue ends) cable


3.  Black Power cable


4.  Extension lead (if necessary)


5.  Power board (if necessary)
DO NOT TURN ON ANY EQUIPMENT UNTIL Computer and Projector are connected together.

Connect the Projector to the Computer using the Serial to Serial Cable (2 blue 9-pin male ends) – connect one end to projector VGA IN socket; and one end to computers serial port (9 pin female port)

Connect Projector to power source using the black power cable

Connect Computer to power source (if necessary) using computer’s power cable

System is now connected.

PROCEDURE:



DATA PROJECTOR AND SCREEN










(continued)
Remove projector’s lens cover and place into projector carry case (so not to loose it)

Turn on the Projector – press the blue Power On/Off switch on top of projector;  wait for globe to warm up

Adjust projector to shine onto screen or wall (height, distance)

Adjust projection size and focus using lens adjustments

Turn on the computer

Allow to boot

Ensure the “dual screen” toggle is selected – this is generally one of the computers function keys (F)

If connected correctly and screen toggle is set correctly, what appears on the computer screen will also appear on projection screen.

Select Presentation and present.

DATA PROJECTOR DISMANTLE
When presentation is finished:

Turn off the Data Projector by pressing the blue Power ON/OFF switch on top of the projector

DO NOT DISCONNECT THE POWER

The power must continue to be connected to run the cooling fan to allow the globe to cool slowly

Allow the fan to run for 10 mins to allow projector and globe to cool.

While waiting, shut down the computer

Disconnect computer from power source

Disconnect the computer from the projector

Put the Serial to Serial cable back in the projector carry case

Put computer away in carry case

Replace the lens cap onto data projector

After 10 mins, disconnect projector from power source
Return Power cable to projector carry case

Return projector to projector carry case

Close the projector carry case

Return Data Projector to Large Activity Room Utility Cupboard.
