= ERION MEETING ROOM TECHNOLOGY GUIDE

City of Loveland

WHAT’S AVAILABLE IN THE ERION ROOM

e 75"LGTV
e Computer for public and city staff use (with USB/Flash drive port)
o Logitech conferencing camera and microphone set
e HDMI cable (mounted to wall) for personal laptop connection to TV
e Erion Room Meeting Room Accessory Kit (must request)
TV Remote
Presentation slides clicker
Wireless keyboard and mouse
Type-C to HDMI adapter
Remote for Logitech conferencing camera and microphone set
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The computer mounted on the wall can be used by both public users and City staff.

Retrieve Erion Room Technology and Accessories kit from facilities staff in order to use the
computer.

e From the kit, you will need:
o TVremote
o Wireless keyboard and mouse
o Pointer clicker (optional)

' PUBLIC
~ COMPUTER
|

(A) Steps to use as a Public User:
1. TURNONTHETV.
a. Pointthe TV remote at the TV and press the POWER ON button.
i
2. TURN ON WIRELESS KEYBOARD AND MOUSE

a. USBreceiveris already plugged in to the computer. Do not remove this.
3. CHANGE HDMI INPUTTO “HDMI 1” ON THE TV USING THE REMOTE.

a. Press “input” button on the remote. Select “HDMI 1” from the TV using the arrows and press
the center OK button.

I.E
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4. ENSURE PC IS POWERED ON

a. Shake mouse and/or press space bar on keyboard to wake the computer from sleep mode.
5. IFPROMPTED, CHOOSE “WINDOWS 11” OPERATING SYSTEM

a. This will allow all public users to access the computer without any need for login information.

b.
6. USE COMPUTER AS NORMAL

a. Insert aflash drive into the computer to launch any content you want to display.

b. Use the internet browser of your choice to navigate to websites or cloud storage content you
may want to present.
7. POINTER CLICKER: USB receiver needs to be inserted into the PC to use it.

a. Ensurereceiveris re-inserted into pointer clicker when finished.
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8. WHEN FINISHED, RESTART THE COMPUTER BUT DO NOT POWER DOWN
a. Click the Windows icon on the bottom of the screen

_a
i, HE

b. Click the powericon.
|
. O
c. Click “restart” to restart the computer. DO NOT shut down.
i ) Restart
d. Turn off keyboard, mouse, and projector.
i. Press power button onthe TV remote to turn off th TV.

)

1.

(B) Steps to use as City Staff on City Domain

1. TURN ON THE TV.
a. Point the TV remote at the TV and press the POWER ON button.

o)
i.
2. TURN ON WIRELESS KEYBOARD AND MOUSE
a. USB receiver is already plugged in to the computer. Do not unplug this receiver.
3. CHANGE HDMI INPUT TO “HDMI 1” ON THE TV USING THE REMOTE.
a. Press “input” button on the remote. Select “PC - HDMI 1” from the TV using the arrows and press
the center OK button.

PC
HDMI 1

ii. >
4. ENSURE PC IS POWERED ON
a. Shake mouse and/or press space bar on keyboard to wake the computer from sleep mode.
5. COMPUTER DEFAULTS TO PUBLIC USAGE.
a. Restart computer to prompt domain login
b. Afterrestart, choose “domain” operating system

i. This will allow city staff to access their city accounts.
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ii.
6. ENTER YOUR CITY OF LOVELAND CREDENTIALS.
a. Youwill be prompted to enter your City of Loveland username, password, and two factor
authentication method. There is NO camera for Face ID available, so you will need to use the
authentication app on your phone or the text message code verification option.

7. USE COMPUTER AS NORMAL
a. Insert a flash drive into the computer to launch any content you want to display.

b. Use the internet browser of your choice to navigate websites or cloud storage content you may
want to present.
c. Accessing your SharePoint and OneDrive Files may require one more login.
d. POINTER CLICKER USB receiver needs to be inserted into the PC to use it.
i. Ensurereceiveris re-inserted into pointer clicker when finished.

1.
8. WHEN FINISHED, RESTART THE COMPUTER BUT DO NOT POWER DOWN

a. Click the Windows icon on the bottom of the screen.
i
i |
b. Click the powericon.

page 5



ﬂ ERION MEETING ROOM TECHNOLOGY GUIDE
Gity of Loveiana NN
. O
c. Click “restart” to restart the computer. DO NOT shut down.
i ) Restart

d. Turn off keyboard, mouse, and projector.
i. Press power button on the remote to turn off the TV.

No

Option 1C: Using the Conference Camera and Microphone

Using the Conference Camera and Microphone Set for Public and City Staff

1. LOGITECH CAMERA IS ATTACHED TO THE COMPUTER AND MOUNTED ON THE WALL.
a. Camera can be used for Zoom, Google Meet, Microsoft Teams video, and more.
b. Once you have opened your desired video conferencing software, the “Logitech MeetUp

046d:0866" camera should be the default camera. If not, select this option in your software.
L

— e gmE 1
la” ] )
&N.c‘m&a
v’ Logitech Meetup (0460gs¢,
—

i = -
2. SPEAKERS/AUDIO COME OUT OF THE TV.
a. The default setting is for the speaker and audio to come out of the TV, as it has the best audio

quality. Ensure the “Default-LG TV Intel® Display Audio” is selected. Do not change this.

3. (OPTIONAL) CONNECT LONG RANGE MICROPHONE TO LOGITECH CAMERA.
a. The Logitech camera has an internal microphone that works well for small and medium
settings and you do not need to plug in the additional microphone.
b. For larger groups and whole room microphone capture, use the long range microphone.
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i.
c. Gently tilt the camera up slightly to expose the plug in for the microphone. Plug in the
microphone. Then, set the receiver in the middle of the room.

i. -
d. Once you have opened your desired video conferencing software, the “Echo Cancelling
Speakerphone for Logitech MeetUp” should be the default microphone. If not, select this
option in your software.

4. USING THE LOGITECH REMOTE
a. The remote can be used across the room to mute, increase volume, zoom in/out, and
disconnect the call. Remote is located in the Erion Room Technology Kit.
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. ERION CAMERA REMOTE

Option 2: Personal Laptop with HDMI Cable Connection

e The TV can be used with an HDMI cable by inserting the end of the hanging HDMI cable into your
laptop.

e Retrieve Erion Technology and Accessories kit from facilities staff in order to use any accessories.
e From the kit, you will need:

o TVremote

o Type-C adapter (optional —if your laptop only has Type-C input and no HDMI)

o Pointer clicker (optional)

1. TURNONTHETV.
a. Pointthe remote at the TV and press the POWER ON button.

i
2. CHANGE HDMI INPUT TO “HDMI 2”

e. P Press “input” button on the remote. Select “HDMI 2” from the TV using the arrows and press
the center OK button.

HDMI 2

i. _ >
3. PLUG END OF HANGING HDMI CABLE IN TO YOUR LAPTOP.
a. Carefully unroll HDMI cable. Plug end in to your laptop’s HDMI port.
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1. Use the Type-C HDMI adapter if your laptop does not have an HDMI port and only a
Type-C port. Plug the cable in to the adapter, then plug adapter into your laptop.

a.
4. WAIT 2-10 SECONDS. YOUR LAPTOP SCREEN WILL DISPLAY ON THE PROJECTOR.

5. YOU MAY PLUG IN YOUR LAPTOP TO CHARGE.
a. Only plug your laptop in to the available outlets on the white power strip. DO NOT UNPLUG
ANYTHING FROM THE POWER STRIP. Be careful not to hit the off switch.
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6. TURN OFF PROJECTOR WHEN FINISHED.

a. Press power button twice on projector remote to power off projector.

(l)s

HOW TO USE THE SLIDES CLICKER

1. REMOVE SLIDE CLICKER USB RECEIVER FROM CLICKER BODY.
a. Insertslide clicker’s USB receiver into laptop.
2. IFYOU ARE PROJECTING A POWERPOINT OR PDF, PULL IT UP ON YOUR SCREEN AND USE THE
FOLLOWING BUTTONS:

LASER POINTER

START SLIDESHOW

HIDE SCREEN

logitech

i. Pressthe START SLIDESHOW button to start your presentation/go into full screen mode.

ii. Pressthe HIDE SCREEN button to temporarily hide the screen.
iii. Press START SLIDESHOW to show the screen again.
iv. Use the ARROWS to move between slides.
v. Use the LASER POINTER to point things out with the small red light.
3. IFYOU ARE PROJECTING FROM GOOGLE SLIDES:
a. The START SLIDESHOW and HIDE SCREEN buttons won’t work, so you can either make that
happen manually from your computer or export it as a PDF.
4. RETURN USB RECEIVER TO SLIDE CLICKER BODY WHEN FINISHED.

a. Failure to return USB receiver will result in $25 replacement charge.
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TROUBLESHOOTING

OPTION 1A AND 1B TROUBLESHOOTING

1. LOG-IN SCREEN IS DISPLAYING “DOMAIN” WHAT DO I DO?
a. Ifyou are NOT CITY STAFF:
i. Clickthe POWER button in the bottom right corner of the screen.
ii. Select RESTART.
iii. Once the computer reboots, select WINDOWS 11.
iv. Select SIGN IN.
2. COMPUTER LOGS IN OFF CITY DOMAIN:
a. Ifyou are CITY STAFF:
i. Selectwhere it says “DOMAIN” at the bottom left.
ii. Login with your city credentials.
iii. Ifyou are havingtrouble logging in with your credentials, please call CITY IT.
3. SEEING DOCUMENTS OR EMAILS THAT DO NOT BELONG TO YOU?
a. RESTART the computer to wipe it of the previous user’s history and remember to do this again
before you leave.
b. As mentioned in the instructions, restarting the computer will ensure that the computer is wiped
of your log-ins, documents, and history.

ALL OPTIONS TROUBLESHOOTING

1. CLICKER NOT WORKING?
a. Make sureitis turned on. Check batteries — the batteries may be dead.
b. Ensurereceiveris fully inserted into the device you are attempting to control.
c. Clickerworks best with PDF slideshows and MS PowerPoint and has limited functions with
Google Slides.
2. VOLUME NOT WORKING?
a. Volume is outputto the LG TV’s speakers.
i. When using the Public/City computer, view pages 5-6 for instructions how to check LG TV
is set to speaker output.
ii. When using your personal laptop connected by HDMI, change the speaker output to be
the LG TV.
1. Click the sound icon on your taskbar. Then click “select a sound output” button.

) O g

a.
2. Select “LG TV” from the sound output device options.
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<& Sound output 2/ /CTRL||V

Spatial sound

| Off
Windows Sonic for Headphones

Dolby Atmos for Headphones

More volume settings

a.
b. Usethe LG TV remote to adjust volume.

)

i.
c. Ifvolume issues continue, make sure your volume is not muted.
i. Check the volume on the Public/City computer or your laptop.

D) o o

NEED FURTHER ASSISTANCE?

e For Room or Setup Assistance, contact Facilities.
o See Building Attendance business card.

e ForWi-Fiissues, call City of Loveland IT
o 970-962-2335 Mon-Fri, 9am-5pm
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