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Starting up the AV System
Turning on the Room Display and 
AV system.

When the system is off you will see the Virgin-
ia Tech logo on the small control panel on the 
right of the podium as shown in (See Fig 1) 

Tap on the screen and the projector screen 
will move down and the panel will come active 
showing the primary input screen (See Fig 2)

Set up to Share Computer Screen: Make 
sure your Laptop is connected to the HDMI 
cable provided.

The HDMI cable is the cable with black end 
connecter as that should be extended from 
the podium. Please make sure that it is con-
nected to the HDMI port on your computer. 
If your computer does not have a HDMI port 
you will need to use an appropriate adapter 
that should have been provided when you 
received your laptop. Select Laptop HDMI to 
display your laptop screen through the pro-
jector.  To use the document camera simply 
select the Doc Cam button as seen in Fig 2.

The Zoom controller is a seprate iPad on the 
podium which will displays the Zoom app as 
shown in Fig 3.

FIG 1

FIG 2

FIG 2

FIG 3
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 Presenting Locally

Now what would you like to do?

PRESENT CONTENT LOCALLY
	 Page 2 - Laptop / Document Camera

CONNECT TO A ZOOM MEETING
	 Page 3 - Connect to a Zoom Meeting

PRESENT FROM INSIDE A ZOOM MEETING
	 Page 4 - Windows / Mac Laptop
	
ZOOM CAMERA CONTROLS
	 Page 5

OTHER CONTROLS
	 Page 6 

Present Content Locally 

SELECT SOURCE
Hit the AV Routing Button at the bottom of 
the control panel and you will be presented 
with the two option to present locally (See Fig 
1). Doc Cam and Laptop HDMI. Choose which 
source you want to use.

Document Camera - 

Select the Doc Cam Button as shown in Fig 2, 
this will show whatever is placed on the docu-
ment scanner on the left side of the podium.

Laptop HDMI - 

Select the Laptop HDMI Button as shown in 
Fig 3, you may need to bring an adapter with 
you since there is not one provided.  Simply 
connect the laptop to the HDMI Cable and the 
content of your screen will be projected onto 
the projector screen.

FIG 1
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FIG 2

FIG 3
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Connect to a Zoom Meeting
SCHEDULED ZOOM MEETING

To schedule a zoom meeting please contact the 
Administrative Assistant in 201 Cowgill to get 
your zoom session on the calendar and to set 
invites for the zoom event. You can also invite 
participants from within the Zoom Meeting as 
you would a regular Zoom Meeting.

If the zoom meeting is already scheduled you 
should see it in the meeting list to the left of the 
zoome panel. To start the zoom just click the 
meeting in the list and choose “Start Now”.

UNSCHEDULED ZOOM MEETING
To start an unscheduled Zoom Meeting just click 
the orange “New Meeting” button and a new 
zoom session will start and you can invite par-
ticipants inside the zoom like a normal meeting 
or email the participants with the room meeting 
number provided in the panel.

JOIN EXTERNAL ZOOM MEETING
To join the room to an external Zoom Meeting 
(i.e. one hosted by someone else) just click the 
“Join” button and enter the zoom address provid-
ed by the external host.

Connec to a Zoom Meeting

Cowgill 300

FIG 1
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Present from a Zoom Meeting
Present from a  Zoom Meeting

DESKTOP CLIENT / MOBILE APP
To share your screen from a Windows or ma-
cOS laptop when proximity detection is not 
available:

•	 Start or join a meeting using the Zoom 
Rooms controller

•	 Click the Share Content or Camera button 
on the iPad controller in the Zoom Room.

•	 Tap the Desktop tab.

•	 The controller and the TV in the Zoom Room 
will display the Share Laptop Screen panel 
with instructions to laptop users for sharing 
their screen. Participants can share using ei-
ther the Zoom desktop client or a browser.

•	 In the Zoom desktop client or mobile app, 
click or tap Share screen.

•	 Enter the sharing key or meeting ID, then 
click Share (desktop) or tap OK (mobile).

•	 Note: If you share using one of these meth-
ods, Zoom will automatically share your 
entire screen. Use direct sharing with prox-
imity or share.zoom.us if you want to select 
what you want to share.

•	 Mobile app: Entering your sharing key or 
meeting ID.

•	 Desktop client: Entering the sharing key.

•	 Select the screen or application you want to 
share, then click or tap Share.

•	 Your shared screen will show on the Zoom 
Rooms display. You can also access screen 
share controls.

Cowgill 300

WEB CLIENT
If you do not have access to the Zoom desktop 
client or mobile, follow the steps to share your 
screen using a browser.

•	 Visit share.zoom.us.

•	 Enter the meeting ID and click Share Screen.

•	 Click join from your web browser.

•	 Enter your name and click Join.

•	 Follow the instruction to share your screen 
using the Zoom web client.
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Zoom Camera Controls

Cowgill 300

Zoom Camera Controls
While you are using the zoom room for the space 
you can choose between the Instructor Camera, 
the Camera 2 which is a fixed camera with four 
presets facing towards the three back walls, or 
you can use both.

INSTRUCTOR CAMERA
On the iPad controller for the zoom room you 
will see an option to Switch Cameras as shown in 
Figure 1. The room settings should default to the 
Instructor Camera but in the event that it isn’t, 
after hitting the Switch Camera button a dialog 
windows will open with both cameras listed as 
shown in Figure 2. If the Instructor Camera isn’t 
chosen the Camera 2 will have a blue dot with a 
check mark next to it. Just press on the Instructor 
Camera option and it will switch.

ROOM CAMERA (CAMERA 2)
The process to switch to the Room Camera (La-
beled Camera 2) is the same as for the Instructor 
Camera except you will be selecting Camera 2 
instead.

BOTH CAMERAS
To use both cameras at the same time you go to 
the Switch Cameras Option as showin in Figure 1 
and then toggle the switch under Multi-Camera 
Mode as shown in Figure 3.

FIG 1

FIG 2

FIG 3
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Other Controls
Crestron Panel Controls

CAMERA CONTROLS
Cowgill 300 has two separate cameras, an In-
structor Camera and the Room Camera (Camera 
2). There are several shared features to both 
cameras:

•	 Mute Ceiling Microphones - As seen in Fig 1 
& 2 there is a button on both the Instructor 
Camera and Camera 2 screens that will allow 
you to mute the ceiling microphones. This will 
allow only sound from presentations or the 
lapel microphone to be heard.

•	 Lapel Mic Controls - As in Fig 3, you can see 
that there are controls for the lapel micro-
phone that allow you to increase/decrease 
volume and also to mute the lapel micro-
phone.

•	 Room Volume - As in Fig 4, boths screens also 
have a room speaker volume control on the 
right side of the panel to adjust the volume of 
the speakers as well as muting them entirely.

•	 Position Camera - As in Fig 5, both screens 
also include a dial to aim the camera to refine 
where you want it positioned. You can move 
both camera side to side as well as up and 
down.

•	 Zoom Camera - As in Fig 6, both screens also 
have a zoom in and zoom out button that will 
allow you to zoom the cameras as needed.

•	 Camera Presets - As in Fig 7, both screens 
also include four (4) camera presets that are 
set to various positions in the room.  

Cowgill 300

FIG 1

FIG 2

FIG 3
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Other Controls

Cowgill 300

FIG 4

FIG 5

FIG 6

FIG 7
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Other Controls
Crestron Panel Controls

INSTRUCTOR CAMERA
There are three buttons that are on the Instruc-
tor Camera Panel that do not exist on the Cam-
era 2 Panel:

•	 Tracking On - This is on by default and allows 
the Instructor Camera to track the present-
er at the front of the room. This camera can 
track in about a 340 degree radius around the 
room, only the very back behind the camera 
is excluded (See Fig 1).

•	 Tracking Off - If you only want to use the 
presets or home view from the Instructor 
Camera you can disable the tracking feature 
by hitting this button (See Fig 2).

•	 Home Position - This button (See Fig 3) will 
move the Instructor Camera back to the podi-
um at the presenter area of the room.

Cowgill 300

FIG 1

FIG 2

FIG 3
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Other Controls

Cowgill 300

Crestron Panel Controls

ADVANCED CONTROLS
There is an Advanced Button on the bottom left 
of the control panel that will give you various 
additional features (See Fig 4)

•	 Volume Controls - This is the master volume 
control panel, we suggest that you don’t use 
the audio controls here and instead use the 
ones on the Instructor Camera and Camera 2 
Panels instead (See Fig 5).

•	 Display Power - In case the projector or the 
screen are not working as expected you can 
turn the projector on or off as well as raise or 
lower the projector screen here.  (See Fig 6).

FIG 4

FIG 2

FIG 3


