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Section 1: Introduction
The purpose of this document is to introduce and familiarize instructors and IT personnel with the
Audio-Visual (AV) equipment installed in SFU lecture theaters SCB9200 and SCB9201 and explain
how to use equipment for classroom teaching. This guide will discuss the equipment and its function,
with a focus on showing the reader how to activate and switch between different settings and
functions.
Key Objectives:
•
•
•
•
•

Discuss AV equipment available in the lecture theaters.
Explain equipment usage.
Explain Crestron control panel settings for AV equipment.
Address common questions in the discussions.
Provide contact information for further help.

This user guide first familiarizes the reader with the AV and AV control equipment installed in the
lecture theaters in Section 2, showing you where to find the devices you need for your class at the
lectern desk and how to use them. It is followed by Section 3, which provides an in-depth explanation
of the settings controlled by the Crestron control panel, addressing procedures that are commonly
asked about. One particular frequent question, how to use Presenter View with Powerpoint in the
lecture theaters, is discussed in Section 4. Section 5 provides contact information with regard to
finding further help with regard to lecture theater AV, whereas Section 6 lists the keywords and
Section 7 the glossary.
You can navigate the user guide through the Table of Contents at the beginning of the user guide or
use the keyword entries in the Index, which will list the page number where the topic is discussed.
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Section 2: Lecture Theater AV Equipment
Burnaby campus lecture theaters SCB 9200 and 9201 feature the following equipment:
•
•
•
•
•
•
•
•
•

A digital projector, which is mounted under the ceiling, and a large projector screen at the
front of the room, see 2.1: Projector & Projector Screen.
TV screens in the back of the room for the instructor to monitor what is displayed on the
projector screen, see 2.2: TV Screens.
A radio microphone, see 2.3: Radio Microphone.
A built-in Windows computer, accessible through a touch-screen monitor embedded in the
instructor lectern desk, see 2.4: Built-In Windows Computer.
A Blu-ray player, see 2.5: Blu-ray Player.
Two document cameras, mounted on the instructor lectern desk, see 2.6: Document Camera.
Lectern desk ports to plug in external devices, such as a laptop, see 2.7: Ports for External
Devices.
The Crestron control panel, mounted on top of the lectern desk, see 2.8: Crestron Control
Panel.
A video camera at the back of the room for lecture recordings, see 2.9: Video Camera.
Projector

Video camera

TV screen

Dimmer
switch

Crestron
control panel

Document
camera
Computer
monitor

Keyboard & mouse

Lectern desk

Blu-ray player

Built-in Windows computer

Figure 2 -1 : Overview of lecture theater AV equipment
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2.1:
.1: Projector and Projector Screen
The digital projector, which is mounted under the ceiling, can be used to display the content of the
built-in Windows computer, the document cameras, the Blu-ray player or a different external device,
which can be connected through the ports embedded in the front left of the lectern desk and the cables
supplied.

Figure 2 -2 : CeilingCeiling- mounted projector and projector screen.
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The projector input is controlled via the Crestron control panel, mounted on top of the lectern desk
behind the larger computer monitor. Through the Crestron control panel you can change input settings
to switch between devices, see 3.1: Control Panel Input Settings. The Crestron also enables you to
lower and raise the projector screen, see 3.7: Projector Screen.

Figure 2 -3 : Crestron panel on lectern desk.

2.2:
.2: TV Screens
There are two TV screens mounted in the back of the lecture theater, one on each side, facing the
lectern desk. They display the same content that is displayed on the main projector screen at the front
of the classroom and can be used to check what the students can see without the need to turn around
and face the large screen behind you.
The TV screens turn on automatically when the projector is turned on, but you can also switch on the
screens without turning on the projector (see Section 3: Navigating the Crestron Panel).
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2.3: Radio Microphone
Each lecture theater is supplied with a Sennheiser lapel radio microphone. The lapel radio mic
features a belt clip on the back and a mic clip at the end of the cord where the mic input sits, which
can be attached to your jacket, etc. Volume settings are controlled through the Crestron panel, see 3.5:
Volume Settings.
Power indicator

Battery
meter
On/off

Figure 2 -4 : ClipClip- on, lapel microphone
microphone.
ophone.
Turn on the radio mic with the on/off button near the top left corner on the front side of the device.
Keep the button pressed until the display lights up. There is a red LED on the right side next to the
display, which indicated that the mic is operational. Keep an eye on the bars at the bottom right of the
display, which show battery levels.
Note: The solid, red LED on the right side doesn't mean battery levels are low, it merely
indicates the mic is on.
Pressing the on/off button for a short moment mutes the microphone. This is indicated via the phrase
Mute On written on the display. Press it again to unmute. Pressing the on/off button for a longer time
will turn off the microphone.
Note: If you are having your lecture recorded and you don't want to have private conversations
recorded by accident, mute the mic with the on/off button on the mic.
The microphone is very sensitive and shouldn't be held too close to the mouth. Familiarize yourself
with the microphone and make certain you understand what sound levels are acceptable before your
class.
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2.4
2.4: BuiltBuilt-in Windows Computer
Computer
The built-in computer consists of four components: computer, monitor, keyboard and mouse. The
computer is located at the bottom left of the lectern desk and the touch screen monitor is embedded at
the center of the lectern desk and features a stylus pen.
Monitor
On/off
Monitor
power

Stylus pen

Windows computer
Figure 2 -5 : BuiltBuilt-in Windows computer, monitor, stylus, keyboard and mouse.
Log in before using the computer and log out again at the end of your class. Once logged in, you can
access software, such as Powerpoint, through the touch screen monitor. The keyboard and mouse can
be found in a roll-out tray underneath the mid-section of the desk.
While showing a presentation, such as Powerpoint, you can use the stylus pen attached to the touch
screen monitor to write notes on the slides. The setup provides the option to save the annotated
presentation afterwards along with any other changes.
If the monitor shows a black screen:
•

•

Check if monitor and the computer are powered on (see Figure 2-5: Built-in Windows
computer, monitor, stylus, keyboard and mouse.). If the power button doesn't show a white
light, it is not turned on.
Move the mouse or press a button on the keyboard to bring computer out of power-saving
mode.
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Accessing files
Files can be accessed by plugging a USB stick
in one of the USB ports at the front of the
computer, see image above. Furthermore,
your personal file space on the SFU UDrive—the remotely accessible server—is
automatically mounted when you log in to the
computer. Files you have saved to U-Drive
will be accessible during your lecture by
clicking on the Windows Explorer button and
then selecting Computer on the left pane.
If it isn't available, you can mount the folder
by hand through:
U-Drive
1. Double-click on the Windows Explorer
button
2. In the address bar type
ftp://<username>@fraser.sfu.ca and press
enter.
3. Type in your SFU Computing ID and
password.
Windows Explorer will open a window
showing your file space as a connected
device.

Windows Explorer button

Figure 2 -6 : Locating UU-Drive on PC
For the steps to show the content of the built-in computer
on the projector screen, see 3.1: Control Panel Input Settings.
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2.5
2.5: BluBlu-ray Player
The equipment installed in the lectern desk includes a Blu-ray player that can play Blu-ray disks,
DVDs or CDs. The Blu-ray player can be found above the Windows computer at the lower left side of
the lectern desk.

Open tray

Figure 2 -7 : BluBlu- ray player.
player.
Handling the Blu-ray player:
•
•

Press the disk tray button to open the tray and close it again after you place the disk in the drive.
Use the Crestron control panel to display the Blu-ray drive content on the projector screen,
see 3.3: Blu-ray Player.
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2.6
2.6: Document Camera
The lecture theaters feature two document cameras. Use a document camera instead of an overhead
projector to display transparencies or printed sheets. You can also use an empty sheet and write or
draw live as the image is projected on the main screen.
The document cameras are mounted on the right side of the lectern desk. The on/off button is located
in the top right corner of the document plane (see Figure 2-8: Document cameras on lectern desk.).
You can zoom in and out via the black knob on the document camera arm. The device is equipped
with its own lamp, which you can use if the room lights are too dark to display documents clearly.
The lamp can be turned on by pressing the button with the light-bulb symbol at the front of the
document camera. It is mounted on its own arm that you can move and direct as needed.

Zoom

On/off

Light
switch
Figure 2 -8 : Document cameras on lectern desk.
See 3.1: Control Panel Input Settings to change the projector input to the document camera.
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2.7
2.7: Ports for
for External Devices
The lectern desk features ports to connect external devices, such as a laptop or tablet.
There are four different cables:
•
•
•

•

The Ethernet cable provides network access to the Internet for an external laptop or tablet.
Note: the lecture theaters also provide wireless network access.
The VGA cable can be used to connect an external device to the projector. This cable
provides the video signal, not audio.
If you are using the VGA cable and want to play a sound file/video clip from your external
device, plug the gray Audio cable into the Audio Out port (the port where you connect a
headphone) of your device.
If your external device has an HDMI port, you can use the HDMI cable to send both video
and sound from your device to the projector and speaker system of the lecture theater.

Audio cable–plug into
Audio Out/Headphone
on your device when
using VGA.

HDMI
Ethernet

VGA
Figure 2 -9 : Cables for external devices on lectern desk.

Cables to connect external devices are put on the lectern desk by IT staff before the first booked class
of the day and removed after the last class that has AV equipment booked.
See 3.1: Control Panel Input Settings to change the projector input to the HDMI or VGA input for
the plugged in external device.
The Ethernet cable is on the left side of the lectern desk. It can be used to connect a laptop to the
Internet directly instead of using SFU's wireless SFUNet Secure or Eduroam.
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2.8: Crestron Control Panel
The Crestron Panel is mounted on the top section of the lectern desk and is connected to the audiovisual equipment installed in the lecture theater. The digital control panel provides a graphic user
interface with a touch screen that allows access to projector and audio settings as well as further
device control.

Figure 2 -10:
10 : Crestron panel mounted on top of the lectern desk.
See Section 3: Navigating the Crestron Panel for a detailed discussion for using the Crestron control
panel.
If the screen is black, please tap it to reactivate the control panel.

2.9:
2.9: Video Camera
There is a video camera installed at the back of the room, which is used for Mediasite video lecture
recordings. Please contact AV Services to book Mediasite recordings.
The camera is pre-set for optimal video recordings. Consult AV Services if you have any needs
beyond the default and require a change in setup, such as a closer zoom.
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Section 3: Navigating the
the Crestron Panel
The Crestron Panel is mounted on the top section of the lectern desk above the monitor of the built-in
Windows computer. The digital control panel provides a Graphic User Interface with a touch screen
that allows access to the projector, Blu-ray player and most of the lighting and audio settings.

Figure 3 -1 : Crestron start screen
Crestron start up:
1. If the screen is black, please touch it to activate the control panel.
2. Press "Turn on all displays, including projector" to turn on the projector and lower the projector
screen at the front of the room.
• If you only want to activate the TV screens at the back of the room, press "Turn on LCD
monitors only."
3. Select the desired input settings (3.1: Control Panel Input Settings and 3.2: Switching between
Inputs), operate the Blu-ray player (3.3: Blu-Ray Player) or change volume (3.5: Volume
Settings) or lighting (3.6: Light Settings) levels.
Note: If idle for a prolonged time, the Crestron will automatically go to sleep mode and the
screen turns black. It can be reactivated by tapping the touch screen Crestron control panel.
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3.1: Control Panel
Panel Input Settings
The control panel is connected to the audio-visual equipment installed in the lecture theater. The left
column provides an overview of the various devices and room settings that can be controlled from the
panel.

Figure 3 -2 : BuiltBuilt-in computer "Lectern PC" set to show on projector screen.
To choose one device, such as the built-in Windows computer, to display on the projector screen,
simply first click on Lectern PC on the left and then click on the blue projector button "Full Screen."
The words "Lectern PC" are now visible underneath "Full Screen." If you choose one of the
document cameras, the words “Document Camera” are visible underneath “Full Screen.”
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3.2: Switching Between Devices
Devices
To switch from one device, such as the built-in Windows computer, to display another, such as the
Blu-ray player, first click the desired equipment on the left and then click the blue projector screen
icon "Full Screen." The words "Blu-ray" are now visible underneath "Full Screen" and the Blu-ray
controls have appeared at the center section of the Crestron panel.

Figure 3 -3 : BluBlu- ray player set to show on projector screen.

3.3: BluBlu-ray Player
Use the Crestron panel to access the Blu-ray player controls. After putting the Blu-ray, DVD or CD in
the tray and closing it, switch the Crestron controls to Blu-ray (see 3.2: Switching between Inputs)
and use the control Blu-ray controls to navigate the disk menu.
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3.4: Split Screen
The theater setup allows you to show two devices at the same time on the screen. Choose the first
device on the left column and then either send it to the left or right side of the screen through the
bottom screen icon. Then go to the next device you want to display on the left column and send it to
the other screen by clicking on the opposite screen icon.

Figure 3 -4 : BuiltBuilt-in computer "Lectern PC" set to show on left side of projector screen
and Document
Document Camera set to display on the right side.

Figure 3 -5 : Lectern PC on the left and Document Camera image on the right side.
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3.5: Volume Settings
The main screen of the Crestron panel provides immediate access to set the volume for the lapel radio
mic (Mic Volume) and the computer (Media Volume). Check that Media Volume is not muted when
you are planning to use the computer to play sound and the Mic Volume is not muted when you are
using the lapel mic.

Figure 3 -6 : Basic Volume controls on right side of Crestron panel.
Set the volume of the computer through the volume settings provided by the Windows operating
system on the computer when you are playing a video. Computer system sound can be found in the
Windows system tray at the bottom left of the computer screen. Most video players have their own
sound settings as well. Only if this isn't suitable, regulate the volume through the Crestron panel.

Windows system sound

Figure 3 -7 : Windows sound in system tray.
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For a typical class, you should only need to adjust the volume of the radio mic and the system sound
of the computer, which are both accessible from the Crestron main screen (see Figure 3-6: Basic
Volume controls on right side of Crestron panel. above).
If you want to set volume levels or mute individual devices besides the radio mic or computer, tap
Mic Control at the second column from the right on the Crestron panel. This will show a new screen.
Here you can access all the equipment with audio installed in the theater. Keep devices muted that
you aren't using.

Figure 3 -8 : Crestron
Crestron controls for all theater mics.
Note: If you are having your lecture recorded and you don't want to have private
conversations recorded by accident, mute the mic with the on/off button on the mic—make
sure the mic display says Mute On.
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3.6: Light Settings
Many of the lights installed in the lecture theater are controlled through the Crestron panel. Click on
the tab marked Lights on the second column from the right on the Crestron control panel. This will
open up the Lighting Condition Control panel. Choose the light setting that best fits your needs.

Figure 3 -9 : Crestron light controls for the lecture theater.
The lecture theaters are also equipped with dimmer lights,
which can be accessed on the left side of the lectern desk.
Adjust the dimmer levers to your needs, such as when you
are showing a movie in class. The right lever controls the
lights at the front of the room, which might wash out the
image projected on the screen.

Figure 3 -10:
10 : Dimmer light switches.
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3.7: Projector Screen
The projector screen at the front of the room is lowered automatically when the projector is turned on
and raised again when the projector is turned off. If at any time you need to lower or raise the screen
independently of the projector being on or off, you can access controls through the Projector Screen
tab on the second column from the right on the Crestron control.

Figure 3 -11:
11 : Projector screen controls.
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3.8: Projector
The projector can be turned on, off or switched to black screen—that is, not showing the desktop of
the Windows computer, or other device, to the audience without actually turning the projector off.
Just press Projector Control in the second column from the right and choose from the menu. For
undoing black screen, press the Black button again to reactive the image.

Figure 3 -12:
12 : Projector on/off and black screen controls
If the projector goes into sleep mode—and you have made sure it isn't the built-in lectern PC or other
device that has gone into sleep mode—you can turn the projector back on through this control menu.
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Section 4: Presenter View
SFU lecture theaters SCB 9201 and 9200 provide the option to use Presenter View in presentation
software, such as Powerpoint. This allows you to see your annotations with the slides on the monitor
of the built-in computer—or your laptop—whereas students see the slides without notes on the main
screen.
By default, the built-in Windows computer is set to Duplicate the desktop, which means the projector
shows the same image you see on the computer screen. To prepare the computer for Presenter View,
change display settings to extended and use the projector screen as a second monitor.
To do this, press the Windows key together with "p" to open the sidebar. Keep tapping the
"p" key—or use the arrow keys—to cycle through the settings until it highlights Extend.
If you have videos or documents linked in your presentation and you want to show these as well, drag
the browser window to the right of the monitor until it appears on the extended screen, which is the
projector screen behind you.
Note: If you are using a Mac computer, click on the Apple symbol in the top-left corner and go to
System Preferences. Here choose Display and make sure Mirror Display is ticked.
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Section 5: Further Help

Where to get help:
- Call: AV hotline from telephone on lectern desk.
(If you don’t have access to the classroom telephone, call 778-782-4828.)
- Email: its-help@sfu.ca
- Online: http://www.sfu.ca/itservices.html
Please use the resources above to book a run-through tutorial prior to your class if necessary.
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Section 6: Index
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Document camera, 2-8, 3-2
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Section 7: GLOSSARY
Black screen: The black screen button changes the projector output to a blank, black image. This
enable you to not show the desktop of the Windows computer, or other device, to the audience
without actually turning the projector off.
Crestron control panel: This is the touch screen panel above the larger computer monitor at the
center of the lectern desk. The digital control panel provides a Graphic User Interface with a touch
screen that allows access to the projector, Blu-ray player, most of the lighting and audio settings.
Document camera: The document cameras can display transparencies, printed sheets, or you can use
an empty sheet and write or draw live as the image is projected on the main screen.
Eduroam: Wireless Internet network services that can be used at research and educational institutions
worldwide.
External devices/ports: The lectern desk features various ports to plug in electronic devices, such as
a laptop, in addition to the equipment installed in the lecture theater.
Lectern desk: The teaching desk at the front of the lecture theater. Here you can find the built-in
computer, Blu-ray player, document cameras, external device ports, microphone, and the Crestron
control panel.
Mediasite recording: Video lecture recording through the video camera mounted at the back of the
lecture theater.
Presenter view: Presentation software, such as Powerpoint, provide you with the option to see your
annotations with the slides on the monitor of the built-in computer—or your laptop—whereas
students see the slide without notes on the main screen. This setting is available from within the
presentation software.
Sennheiser lapel radio mic: The Sennheiser lapel radio mic is the standard clip-on microphone for
lecture us in SFU lecture theaters SCB 9200 and 9201.
SFUNet Secure: Secure wireless Internet network services provided by SFU. Access is restricted to
users who have an active SFU computing account.
Split screen: Projector setting available through the Crestron panel that allows you to show the visual
signal from two devices at the same time on the screen.
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