
This brochure includes instruction 
on how to use the media 
equipment in Hoover 109 including 
how to connect and use a laptop, 
the Crestron Control Panel, the 
Crestron Podium, the VCR/DVD 
player and the projection screen.  
Please note that there is no remote 

to control the 
functions of the 
podium. 
 
If you experience any 

problems or difficulties, please call the Help 
Desk at ext. 3333 or e-mail us at 
mediaservices@etown.edu. 
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Volume, Frequent  
Situations and Misc.:  

You control the volume at the Crestron Control 
Panel. Use either the buttons on the left hand 
side of the screen labeled volume up or down or 
use the touch screen arrows. 

If you do not hear anything, make sure that the 
volume is not muted on the laptop. 

Use the volume icon at 
the bottom right corner 
of the screen near the 
clock at the taskbar to adjust. 

To turn off the projector, press the yellow 
POWER button located on the Crestron  
Control Panel touch screen. You will be 
ǇǊƻƳǇǘŜŘΣ ά!ǊŜ ȅƻǳ ǎǳǊŜ ȅƻǳ ŀǊŜ ǊŜŀŘȅ ǘƻ 
ǇƻǿŜǊ ƻŦŦ ǘƘŜ ǎȅǎǘŜƳΚέ /ƭƛŎƪ YES. 

Give ample time for the projector to cool down 
before turning on the projector again. 

Please make sure that all of the equipment is 
ready for the next individual before leaving. 
Thank you! 

When mute is selected from the Control Panel, 
the Speaker symbol will be 
highlighted yellow. 

The green bar indicates the volume 
level in the Podium system. This is 
different than the computer sound 
system. 

Most Common Sample 
Presentation Process:  

Open 

Make sure that the 

projector is turned OFF 

because it is very expensive to 

replace the bulb. 

Crestron 
Control Panel 

Push Here 

1. Pull down the projection screen slowly. 
Hesitate when the screen is at its desired 
length to keep it in place. 

2. Place your laptop on top of the desk as close 
to the Crestron control station as possible. 

3. tǳǎƘ Řƻǿƴ ǘƘŜ ŦǊƻƴǘ ƻŦ ǘƘŜ /ǊŜǎǘǊƻƴ ǎǘŀǘƛƻƴΩǎ 
lid to open the Control Panel. 

4. Connect the laptop to the Ethernet, Sound 
and VGA cables found inside the control 
station. The Sound cable connects to the 
laptop headphone jack. 

5. tƭǳƎ ǘƘŜ ƭŀǇǘƻǇΩǎ ǇƻǿŜǊ ŀŘŀǇǘŜǊ ǘƻ ǘƘŜ ƭŀǇǘƻǇ 
and to the outlet located inside of the 
Crestron Control station. 

6. Turn on the laptop. 
7. Open the preferred PowerPoint slide  

presentation, which most likely should be 
located on the desktop. 

8. Hit Enter to move forward in  the slides; hit 
Backspace to move backward in the slides. 

9. You can request a wireless clicker by calling 
the ITS Help Desk at ext. 3333. 

10.Turn off the 
projector via the 
Crestron Control 
Panel when the 
presentation is 
completed. 

Closed 



How to use the  
VCR/DVD Player:  

*  1. Press the POWER button on the silver 
VCR/DVD Player if not already turned on. 

2. tǳǎƘ Řƻǿƴ ǘƘŜ ŦǊƻƴǘ ƻŦ ǘƘŜ /ǊŜǎǘǊƻƴ ǎǘŀǘƛƻƴΩǎ 
lid to open the Crestron Control Panel. 

3. Press anywhere on the control panel to 
activate the touch screen. 

4. Press SOURCE in the middle of the touch 
screen. 

5. Press DVD or VCR on the touch screen or on 
the side buttons, and the projector will 
automatically turn on. Note: Wait a few 
moments for the projector to warm up. 

6. Place either a DVD in the left or a VHS tape in 
the right side of the VCR/DVD Player. 

7. Use the control panel buttons in order to 
control the VCR/DVD Player. 

How to use the Podium:  

The podium is located 
to the right of the 
projection screen in 
the corner of the 
conference room 
The podium includes 
the following  
equipment: a VCR/
DVD player, surge 
protector and a laptop 
power adapter. 
Use the Crestron Control panel located in the  
table in order to use the podium. 

*1: POWER Button 

How to Connect  
a Laptop:  

1. Begin with the laptop turned OFF 
in order to connect. 

2. Push down the front of the 
/ǊŜǎǘǊƻƴ ǎǘŀǘƛƻƴΩǎ ƭƛŘ ǘƻ ƻǇŜƴ ǘƘŜ 
Control Panel. 

3. Connect the laptop to the VGA, Ethernet and 
sound cables found inside the control station. 

4. Press anywhere on the control panel to 
activate the touch screen. 

5. Press SOURCE in the middle of the touch 
screen. 

6. Press LAPTOP on the touch screen or on the 
side buttons, and the projector will 
automatically turn on. Note: Wait a few 
moments for the projector to warm up. 

7. Turn on the laptop. If you need power, plug 
your power adapter into the electrical outlet 
next inside the control station. 

8. Press the appropriate keyboard combination 
to display the laptop image on the projection 
screen.** 

**Note: All laptops have different settings that 
allow the two screens to match. 

Here are 
some 

common 
settings: 

Push Here 

Surge Protector 

VCR/DVD 

Laptop 

To use the laptop in the podium, you must get the key 
from the department secretary, i.e. Eunice Ginder. 


