
ITS Fixed Equipment 
Multimedia Workstation 
Operating Instructions 

 
Overview 
The multimedia workstations located in recently remodeled rooms include a computer, 
document camera, VCR/DVD player, and stereo amplifier/tuner. The amplifier/tuner also 
serves as a video switcher allowing you to choose whether to show a DVD or videotape 
through the ceiling-mounted LCD projector. The LCD also projects images from the 
document camera, the computer in the workstation, or a laptop computer you bring to the 
classroom.  
 
These workstations also include a Sympodium—a specialized computer monitor located 
on the top of the desk. This monitor has a digitized pen attached by a tether which can be 
used to control the computer’s operating system and programs or to “write” on the 
computer screen. Details of how to operate the Sympodium are presented later. 
 
To begin, let’s explore basic functionality of the workstations. 
 
To Display the Desk Computer: 
Using the Sharp remote control, light the lamp on the ceiling-
mounted projector by aiming the remote at the front of the 
projector and pressing the Power On button. The lamp will 
take a moment to warm up, but you can confirm that the 
projector has responded to the remote control by watching for a 
green indicator light on the control surface of the projector just 
behind the lens.  
 
Power up the computer by pressing the power button on the front of the computer tower 
inside the workstation. You may also need to power on the Sympodium monitor on the 
top of the desk. Once the computer is booted, log in as normal. 
 
Again, using the Sharp remote control pointed at the LCD 
projector, press the Input 1 button and the computer display 
will be projected. 
 
To get audio from the fixed computer to the classroom sound 
system, open the cabinet on the right side of the workstation and locate the Sony 
amplifier/tuner in the equipment rack. The Sony unit is at the bottom of the equipment 
stack and controls the audio volume in the room as well as the video device (DVD or 
VCR) that will be projected through the ceiling-mounted LCD. Identify the Power button 
on the amplifier/tuner and press it turn the unit on.  
 
On the Sony amplifier, you’ll see a large knob that serves as a volume control. You may 
use it to adjust the volume of the playback in the room. As a start, turn the volume control 
until the display on the Sony unit reads 40. 

Volume Control 



 
Just to the left of the volume control knob, you’ll find a similarly shaped knob which is 
considerably smaller. This control (Input Selector) allows you to select a source from the 
equipment stack (VCR/DVD player) or from the computer. Turn this small control knob 
until the Sony display indicates that MD/TAPE is selected. This is the proper setting for 
hearing computer audio. You may now adjust the volume to a comfortable listening level 
 
 
To Display a Laptop Computer: 
You may connect a laptop computer to the fixed projection system in the room by 
connecting the laptop’s external monitor port to the 15-pin cable available on the 
workstation desktop. For best results, connect the laptop to the 15-pin cable before 
powering up the laptop computer. In this way, the laptop will usually automatically detect 
the projector connection and default to the appropriate settings. 
 
Using the Sharp remote control, light the LCD projector lamp by aiming the remote 
control toward the front of the ceiling-mounted projector and pressing the Power On 
button.  The lamp will take a moment to warm up, but you can confirm that the projector 
has responded to the remote control by watching for a green indicator light on the control 
surface of the projector just behind the lens. Again, using the Sharp remote control 
pointed at the LCD projector, press the Input 1 button and the computer display will be 
projected. 
 
The workstation will automatically detect a connected laptop and override the signal from 
the computer fixed inside the desk. To display the computer in the desk, the laptop must 
be disconnected from the workstation. 
 
 
 
To Play a Videotape: 
Using the Sharp remote control, light the lamp on the ceiling-mounted projector by 
aiming the remote at the front of the projector and pressing the Power On button. The 
lamp will take a moment to warm up, but you can confirm that the projector has 
responded to the remote control by watching for a green indicator light on the control 
surface of the projector just behind the lens.  
 
Open the cabinet on the right side of the workstation and locate the Sony amplifier/tuner 
in the equipment rack. The Sony unit is at the bottom of the equipment stack and controls 
the audio volume in the room as well as the video device (DVD/VCR) that will be 
projected through the ceiling-mounted LCD. Identify the Power button on the 
amplifier/tuner and press it turn the unit on. Note: you cannot turn on the DVD/VCR 
before the amplifier/tuner is powered up. 
 
On the Sony amplifier, you’ll see a large knob that serves as a volume control. You may 
use it to adjust the volume of the playback in the room. As a start, turn the volume control 
until the display on the Sony unit reads 40. 



 
Just to the left of the volume control knob, you’ll find a similarly shaped knob which is 
considerably smaller. This control allows you to select a source from the equipment stack 
(VCR/DVD player). Turn this small control knob 
until the Sony display indicates that Video 1 is 
selected. This is the proper setting for displaying a 
videotape. 
 
The VCR/DVD is located just above the Sony amplifier and can now be powered on. 
Again, the DVD/VCR draws power from the Sony amplifier and will not operate if the 
Sony unit is not activated first. You may insert a tape in the VCR. 
 
Using the Sharp remote control pointed at the LCD projector, press the Input 4 button and 
the image from the VCR will be projected. No sound comes from the projector and the 
volume control on the Sharp remote control has no effect on the loudness in the room. 
Adjust volume by using the large control knob on the Sony amplifier. 
 
You may control playback of the videotape by using the controls located on the front of 
the DVD/VCR. 
 
To Play a DVD: 
Using the Sharp remote control, light the lamp on the ceiling-mounted projector by 
aiming the remote at the front of the projector and pressing the Power On button. The 
lamp will take a moment to warm up, but you can confirm that the projector has 
responded to the remote control by watching for a green indicator light on the control 
surface of the projector just behind the lens.  
 
Open the cabinet on the right side of the workstation and locate the Sony amplifier/tuner 
in the equipment rack. The Sony unit is at the bottom of the equipment stack and controls 
the audio volume in the room as well as the video device (DVD/VCR) that will be 
projected through the ceiling-mounted LCD. Identify the Power button on the 
amplifier/tuner and press it turn the unit on.  
 
On the Sony amplifier, you’ll see a large knob that serves as a volume control. You may 
use it to adjust the volume of the playback in the room. As a start, turn the volume control 
until the display on the Sony unit reads 40. 
 
Just to the left of the volume control knob, you’ll find a similarly shaped knob which is 
considerably smaller. This control allows you to select a source from the equipment stack 
(VCR/DVD player). Turn this small control knob until the Sony display indicates that 
Video 1 is selected. This is the proper setting for displaying a DVD. 
 
The DVD/VCR player is located at the top of the equipment stack and can now be 
powered on. The DVD player draws power from the Sony amplifier and will not operate 
if the Sony unit is not activated first. You may insert a disc in the DVD player. The DVD 



player supports playback of DVD media as well as Video CDs, Audio CDs, and CD 
media which contain MP3 audio files. 
 
Again, using the Sharp remote control pointed at the LCD projector, press the Input 4 
button and the image from the DVD will be projected. No sound comes from the 
projector and the volume control on the Sharp remote control has no effect on the 
loudness in the room. Adjust volume by using the large control knob on the Sony 
amplifier. 
 
You may control playback of the DVD by using the controls located on the front of the 
DVD player 
 
To Display the Document Camera: 
. Using the Sharp remote control, light the lamp on the ceiling-mounted projector by 
aiming the remote at the front of the projector and pressing the Power On button. The 
lamp will take a moment to warm up, but you can confirm that the projector has 
responded to the remote control by watching for a green indicator light on the control 
surface of the projector just behind the lens.  
 
Power on the document camera by locating the Power button on the left-hand side of the 
front control surface of the document camera. Once the Power button is pressed, the 
document camera confirms it is operating by illuminating a green indicator lamp just to 
the right of the Power button. You may place items (documents, objects, books, photos, 
or transparencies) on 
the document camera 
base. The base can be 
illuminated from lamps 
positioned above the 
document surface or 
from lamps built into 
the document base itself. You may toggle through the lighting options by pressing the 
Lamp button on the front control surface of the document camera. The document camera 
may also have a lens cap covering the camera lens. Simply remove the cap at this time. 
 
Again, using the Sharp remote control pointed at the LCD projector, press the Input 2 
button and the image from the document camera will be projected. You may adjust the 
zoom of the document camera lens by pressing the zoom control on the front of the 
document camera control surface. Focus should be automatic for the document camera, 
but may need to be activated manually from time to time. Simply press the AutoFocus 
(AF) button and wait for the camera to sharpen the image.  
 
The AWC button may be used to normalize the color of the document camera image. 
Simply place a white sheet of paper on the document camera surface and press the AWC 
button. 
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To Use the Sympodium: 
Follow the steps outlined above for projecting an image from the computer fixed inside 
the desk. There is currently no 
provision for allowing laptop 
computers to interface with the 
Sympodium device. Once the 
computer has been properly 
booted, locate the special digitized 
pen (stylus) that is tethered to the 
Sympodium monitor. Holding the 
stylus like a pen, bring it to light 
but direct contact with the surface 
of the Sympodium monitor.  
 
The mouse cursor should follow the stylus around the page. You may tap the pen on the 
screen to activate features of the computer operating system or other programs. Double-
tapping with the stylus has the same effect as a double-click with a computer mouse. 
 
Find the row of buttons along the top of the Sympodium device. Icons next to each button 
indicate how the stylus will interact with the computer and computer image. To draw or 
write on the surface of the operating system or within programs such as PowerPoint, 
press the button on the Sympodium which has a pen icon associated with it (you may 
quickly select one of four pen colors: blue, black, green, and red). Now, simply press 
down on the Sympodium screen with the stylus. Use the stylus as you would a regular 
pen. An eraser, as well as a right and left mouse click function may also be assigned to 
the stylus behavior as easily as pressing the appropriate button on the Sympodium control 
surface. 
 
You will also note a button on the unit which may be used to bring up an on-screen 
keyboard. Short sections of text may be entered by calling up this keyboard and using the 
stylus to press down the virtual keys.  
 
For more information about the Smart Sympodium, check out the documents at the 
following Internet links: 
 
http://instructech.usi.edu/sympodium.pdf 
http://instructech.usi.edu/smartboardguide.pdf 
 
Proper Shutdown: 
 
The multimedia workstation should be properly shut down after every use to ensure that 
it is in good working order for the future. Begin by turning off the ceiling-mounted 
projector. This can be easily done by locating the Sharp remote control and by pressing 
the Standby (or Off) button twice while pointing the remote control at the front of the 
projector near the projection lens. The Standby (or Off) button is located at the upper left 
side of the remote control and is highlighted in red. Pressing this button only once will 



NOT properly shut down the projector. Please watch the projected image on the screen 
for any important prompts during the shutdown process. 
 
The computer may remain powered on, but the Sony amplifier, document camera, and the 
DVD/VCR should be shut down using their power buttons. Remember to remove any 
tapes or discs before turning off the DVD/VCR. 


