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I.
Overhead Projector – Bulb Replacement
Manufacturer: 3M

Model Number: 82V-ENX-360W

Bulb Model Number: 78-8011-1186-1

1.
First, locate the Overhead Projector that needs the bulb to be replaced. Aha! There it is!
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2.
Make sure machine is turned off and is disconnected from the electrical outlet.

3. 
Next, press the black button along the top side of the projector.  It is the “release” button, and will open the top of the project.  The “release” button looks like this: 
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4.
When open, it will look like this.
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5.
Locate the bulb.  It is easy to locate because it is the only bulb that you can see.   Here it is:
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6.
Next, locate a small, thin, metal lever.  If you are standing directly behind the bulb, the lever is very close to, and on the RIGHT side of the bulb.  My finger is pointing to it.
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7.
Pull the lever towards you.  Do not do this gingerly, or the bulb won’t come out.  Also, try to pull the lever straight back towards you.  When it pops out, it will make a scraping, noise.  This is actually good. Here is a picture of it popping out:[image: image6.jpg]



8.
When it pops out, put it aside, possibly for re-cycling.  Pick up the new bulb, place it in the same direction as the one that just popped out.  

9.
Line up the two metal prongs on the bulb with the indentations where the bulb came from.  Push down.

II.
LCD Projector – Bulb Replacement ( Sanyo PLC-XW250)
It is important that before beginning to replace the bulb, make sure the projector is cool.  If it has been used recently and is not cool, time will be needed to let it stand and cool.

· Turn projector with the bottom facing upward.  
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· Unscrew the screw that holds the cover to the bulb.

[image: image8.jpg]ONINHVM I

e WOmILY
it ) NS
i g

n
T

—





· Unscrew the screws that hold the bulb into place.

[image: image9.jpg]


        [image: image10.jpg]



· Pull handle that is located on top of the bulb and take the bulb out of the projector.  Put the new bulb in the projector in the same way that you took the old bulb out.  Replace the screws into the intended wholes.
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· Screw the new bulb into the projector.
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· Replace and screw the cover back over the bulb.
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III.
LCD/LED Projector - Setting Up (Sanyo PLC-XW250)
A.
Hooking Up an LCD Projector

To a computer:

· Plug the power cord into the projector (on the side) and then into a wall outlet for power.
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· Plug in the RBG cable into the back of the back of the projector.  It should go in the port named Computer In 1/S-Video/Component 1.  
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· Next, connect the other en d of the RBG cable to the video card of the computer.  If using a laptop, there should only be one video card.  If using a desktop, and there are two video card connections, use the one labeled number 1.
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· Power on the projector and make sure the input is one Computer 1.  The desktop should be seen on the projector screen.
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· Other controls on top of the projector.
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Menu
· When turning the projector off, press the power button twice.  The fan will run for some time in order to cool down the projector.  DO NOT UNPLUG THE PROJECTOR UNTIL THE FAN HAS STOPPED!  Doing so can severely shorten the lamps lifespan.

B.
To a VCR/DVD player:

·       Equipment needed:

· Video cable 

· Audio Cables (mini plug:  stereo)

· Connect the yellow video plug into Video In.
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· Connect the other end of the video cord into Video
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· Connect the black end of the audio cable into Audio Out.
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· Connect the red and white end of the audio cord into the corresponding colors of Audio Out.
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· You will need to change the input on the projector to Video.

IV.
Student Response System - Setting Up

Manufacturer:  SmartBoard            Model Number: SB680-R27260

Please note that this system is to be used in conjunction with SmartBoard 680
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1.
First, make sure that the LCD projector and the laptop are on. 

2.
All SmartBoard software must be downloaded on the laptop.  An icon will appear on the Desktop that says, “SmartBoard Notebook”.  Double Click on this icon.  It will open up the software.

3.
You will see a screen that says, “Welcome to Notebook Software”.  Press the New Notebook File option.

4.
Look up at the whiteboard screen.  Across the top, you will see, “Response”.  Click this.  When the drop down menu opens, click, “Start Assessment”.  

5.
To create your assessment/test/pre-test, click on the “Insert Question” tab.  There are many types (true/false, yes/no, multiple choice, etc.).  Click whichever one you want.  Press “Next”.

[image: image25.jpg]



6.
The next screen opens up a box where you can type your question, just like you were creating a test.  Type the question, then press, “Next”.  Then, if you chose to create a multiple choice test, you can choose how many answer options you want to give (3/4/5).  When complete, press, “Next”.

7.
Now, you may populate the different answer choices.  As you finish, scroll down to the blank field to input your answer.  You may also want to designate how many points each question is worth.

8.
Lastly, you select the correct answer.  Click Finish.

9.
Look up at the whiteboard screen.  Across the top, you will see the word, “Response”.  Click this.  When the drop down menu opens, click on “Start Class”.  
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10.
 Pick up your “clicker” and press the “on” button at the top left.  Wait until you get the word “Enter”, if asked to join a class.  Then scroll to the name or subject of the class, pressing, “Enter”.

11.
A “Welcome” message will appear.  Once all the students’ “clickers” have joined in, you can start the test.

12.
Make sure when you are finished you click on “Clear”, otherwise you will not be able to move on to anther assessment, using another class.
V.
Interactive Whiteboard System
Interactive whiteboard systems are technology tools that enhance presentations through various options.  They are used in conjunction with a computer and projector and combine the uses of traditional presentations.  While there are different options for this type of technology, this guide will focus on the SMART Board, Model SB660I.

A.
Set Up

It is strongly suggested before setup to confer with instructional technologists within the school building and system.  Improper handling and installation may cause unnecessary damages, null any service contracts and possibly void the equipment warranty. 

Considerations

· Wall mount or moveable stand?

· Location, location, location!

· Accessibility to computer, projector and power source.

· Student visibility.

Wall Mount

The board may be mounted securely to a wall.  This is probably the best option for the operation and longevity of the equipment.  It also allows cords to be run through the ceiling so they are out of the way.

      Floor Stand

The board may be used from a floor stand.  Always secure the stand against a flat surface, lock the wheels, and secure any braces or stabilizers on the stand.

      Projector
The position or mount of the projector must also be taken into consideration.  Projectors may be mounted from the ceiling or used on a table or cart.

                       [image: image27.jpg]


                



A wall mounted board with a ceiling projector.

Computer / Projector / SMART Board 

· Connect the computer to the projector. How this is done will entirely depend upon the equipment in use, whether a PC or Mac, and make and model of projector.

· The computer attaches to the SMART Board with a USB cable.

· The board comes with software and installation is quick and relatively easy.

· Don’t forget to plug them all in!
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Think of it as a technology food chain!

B.
Orientation

A frequent action performed when using the SMART Board is orienting the board.  This procedure aligns the projected image to the touch and cursor.  This action will need to be repeated frequently; anytime the board is turned on, idle or jostled.  If the board is oriented correctly, the cursor will be under your fingertip or tool and will track closely any movements on the surface.  

Steps to Orient

· Simply click both buttons on the Pen Tray at the same time or choose the “Orient” command from the SMART Board icon for PC or “Orient SMART Board” for Mac.

· A series of red crosses will appear.  Press firmly with finger or tool in the small yellow square in the center of the cross.

· Follow a series of commands to Press Center of Target.  

· The window will automatically close upon finishing.

· There are various levels of orientation to choose from, ranging from 9 crosses to 80 crosses depending on the needs of the user.

· A default orientation is available if the user is not too picky.
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Get familiar with it!

SMART Pen Tray

The Pen Tray provides the user with eraser and four stylus pens for use with the board.  The stylus pens vary in color and perform various tasks such as changing into highlighters.  There is also a set of Pen Tray Buttons that provide various functions as well, such as sending the current page to the printer, creating a new page, clearing any written annotations from the current page, and creating a floating mouse.  There is an abundance of uses with this component.  However, only use the SMART Board tray pens, as others may damage the surface of the board.
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Where, o where, is that red stylus?

C.
SMART Devices

The SMART Board offers a wide variety of features and tool to enhance presentations.  Listed below is a brief overview of the some of the various options available to the instructor.  It is highly recommended that professional training on the use of this tool be obtained!  If this is not an option, plan on investing some time familiarizing yourself with all the features.  Read the user’s manual (Zzzzzzz, 95 pages of mostly technical jargon!) and keep it handy as well. PUSH FOR PROPER TRAINING!!

· SMART Keyboard   Allows you to type text without returning to the computer while positioned at the board, i.e. to rename a file or make a correction.  A projection of the keyboard will appear on the board and you simply touch to use.  Windows has the option of converting handwriting and allowing you to insert  “what you wrote” where you need to.

· SMART Recorder  Lets you record everything you do on the board and save it as an AVI file, which can be played with the SMART Video Player or Windows Media Player.  This allows you to record and play back an entire lesson.  (Only for Windows users with this model.)

· SMART Video Player  This feature is for viewing and commenting on video and graphics.  It also lets you write over graphics, pause or freeze particular frames and even copy a frame to save to a file.
· Notebook Software and Files   Allows you to create, edit, save, distribute and present information in a notebook format.  Notebook files can be published on a Web server.  Templates can be created and saved, and images and text from other applications can be added as well.  
D.
TIPS

· Use glass cleaner and paper towels to clean the board.

· Keep the board and pen tray as dust free as possible.

· NEVER use any writing utensils other than the ones provided with the board – you WILL incur damage to the board if you do.

There is an enormous amount of information on the web  to help you on your quest to master the SMART Board (documents, websites, podcasts, videos, Wiki’s, etc. Just Google it and see!).  However, always try at the original source first, the manufacturer:  http://smarttech.com/us/Suport/Browse+Support
Light to show that bulb needs to be replaced





Volume controls and also used to navigate the menu





Auto setup button





Select button for menu settings





Zoom and focus wheels
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