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Controls and Equipment Overview
Front of the Room

VGA/HDMI/Mac Adapter
Storage

Input/volume
controls

Projector Screen Control
VGA/HDMI Wall Jacks for
Laptops

1

Wired Mic Wall Jacks

Input/Volume Controls
Found on the front wall to the left of
the projection screen, this controls
the projector, blu-ray/dvd player,
laptops, and volume for the listed
equipment.

VGA/HDMI wall jack
Found below and to the left of the
projection screen, plug in VGA and
HDMI cables for laptops here.

VGA/HDMI/Mac Adapters are stored
in the wall mounted cabinet.
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`
The podium has one wired
microphone. The cord is kept at the
podium and gets plugged into the
wall.

Wired microphones get plugged into
any of these three microphone jacks.

Side of the Room (AV Rack and Storage Closet)

The AV Rack stores the blu-ray player
with remote, receiver, tcoil sound
loop and hand held receivers, and
microphones (lapel and hand-held
wireless).
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System power button. This should
always be on so that the system is lit
up green as displayed here.

Blu-ray player

Storage drawer
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Storage Drawer Contents
Blu-ray remote

Lapel microphone
Wireless Microphone

Tcoil headphone listener

Behind the Locked Door

Microphone volume control. This is
the only thing anyone should ever
touch, nothing else needs to be
adjusted. It is clearly labeled. Do not
move any other knobs or buttons.
The key to this cabinet is kept in the
storage closet.
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In the Storage Closet

The key to the AV rack to access the
microphone control is hanging above
the light switch.
Equipment manuals and spare
microphones, cables, and batteries
are stored on the wall mounted shelf

Operating Instructions
Please refer to the pictures above for orientation and locations. All equipment is clearly labeled in the
room.

Blu-Ray/DVD Player
To Use
1. Turn the system on at the input controls at the front of the room. This will lower the projector
screen and turn on projector.
2. Press the Blu-Ray button (even when screening a DVD) in same control panel as above.
3. Turn on the Blu-Ray player at the AV Rack on the side of the room.
4. Insert the Blu-Ray/DVD.
5. To make menu selections/play, use the remote found in the storage drawer in the AV rack.
6. The volume is controlled at the front of the room from the input panel used to turn on the
system.
After Use
1. Remove disc from player and turn off.
2. Return remote to storage drawer.
3. Turn off system at the input control at the front of the room. This will raise the projector screen
and turn off the projector.

Laptops
To Use
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1. Turn the system on at the input controls at the front of the room. This will lower the projector
screen and turn on projector.
2. Press the PC button (for all laptops, including Macs) in same control panel as above.
3. Turn on your laptop.
4. Open the VGA/HDMI Cable/Mac Adapter wall-mounted storage cabinet.
5. Choose the cable that is compatible with your laptop. For older Macs, there is a Mac adapter
that is used with the HDMI cable.
6. Plug one end of the appropriate cable into your laptop and the other end into the wall jack. If
you’re using the VGA cable you will need to plug in the audio jack to the laptop and the wall if
you need sound. This jack is attached to the VGA cable and is clearly labeled.
7. Your laptop should now be projecting onto the screen.
8. The volume control is on the same panel you used to turn on the system.
After Use
1. Turn off system at the input control at the front of the room. This will raise the projector screen
and turn off the projector.
2. Neatly return cables and adapter to cabinet.

Microphones
Wired Mic at Podium
1. Plug in the cable located on the podium into one of the three wall mic jacks at the front of the
room.
2. The volume should already be set to a useable sound level. If it is not, the control is behind the
locked door on the AV Rack on the side of the room. Ask a staff member for access. The
microphone volume is clearly labeled on this panel.
3. After use unplug mic and recoil cable to podium.
Wireless Mic
1. The wireless mic is located in the AV Rack storage drawer.
2. Hold down the power button on the mic until the green dot lights up.
3. The volume should already be set to a useable sound level. If it is not, the control is behind the
locked door on the AV Rack on the side of the room. Ask a staff member for access. The
microphone volume is clearly labeled on this panel.
4. After use hold down the power button to turn off. Return mic to the storage drawer.
Lapel
1.
2.
3.

Mic
The lapel mic is located in the AV Rack storage drawer.
To turn on, hold down the power button on the top of the battery pack until it lights up green.
The volume should already be set to a useable sound level. If it is not, the control is behind the
locked door on the AV Rack on the side of the room. Ask a staff member for access. The
microphone volume is clearly labeled on this panel.
4. Clip to clothing.
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5. After use hold down the power button to turn off. Return mic to the storage drawer.
There are additional microphones and batteries located in the storage closet. Ask staff for assistance.

Hearing Loop
The Watertown Savings Bank Room is wired with a tcoil hearing loop. Anyone who enters the room with
a tcoil enabled hearing aid will have an amplified listening experience. This system is always turned on
and there are no instructions for use other than to make sure a person’s hearing aid has tcoil turned on.
For those who would like amplified sound but do not have a tcoil enabled device, there is a handheld
“tcoil listener” located in the storage drawer on the AV rack. There is an additional listener located at
the circulation desk that may be checked out with a library card.
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