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HyFlex Classroom Setup Instructions

HyFlex Classroom Equipment

e Instructor Station Podium Equipment (Windows desktop computer and peripherals)
e Epson BrightLink Interactive Projector and Display

o High Definition Ceiling Mounted Camera

e Ceiling Microphones

e Speakers

e High Definition Confidence Monitor

Step 1: Turning the Confidence Monitor On and Off

The High Definition Confidence Monitor, which will display the remote learners during a Zoom session when
an instructor shares the screen, is mounted on the wall in the back or side of the classroom (Note: If the
instructor is not planning to share any content from the computer, the remote learners will be displayed on the
whiteboard in the front of the classroom.) To power the monitor ON, press the power button on the bottom
center of the monitor (see the image below for reference).

P— e

Confidence Monitor

Located and mounted
on the wall either in
the back or on the
side of the classroom.

The power button for
the confidence
monitor is located at
the bottom as shown.

1. To turn on, press the power button once.
2. To turn off, press and hold the power button
for approximately 3 seconds.
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Step 2: Using the Control Panel to Turn on the Interactive BrightLink Projector

Locate the Control Panel (either to the left or right side of the whiteboard in the front of the classroom). Use this
panel to power ON the BrightLink Interactive Projector and adjust the volume of the speakers in the room (see
image below for reference).

Speakers
BrightLink Interactive Projector
\ /
; I The BrightLink Interactive Projector displays the
output from the computer on the whiteboard

center panel.
I
\ !

The control panel,
for the BrightLink
Interactive Projector
and speakers, is
located on either the
far left or right of the
whiteboard.

Use to turn the
BrightLink Projector
on or off and control
the volume of the
speakers.
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Step 3: Turning on the Instructor Station Podium Equipment

The Instructor Station podium is located at the front of the classroom. The podium offers a desktop computer, a
computer monitor, a keyboard, and mouse.

Please check that both the computer monitor and the computer are both powered ON.
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Step 4: Logginginto the Instructor Station Podium Computer

Log into the computer and campus network using your NJCU GothicNet ID and Password (see image below for

reference).

Enter root\NJCU Username

(First Letter of your First
name and then Last Name)

\ Other user
e ]

Enter your NJCU / . R C''ck here to Log In
Gothic password

How do | sign in to another domain?
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Step S: Logginginto Zoom — Using your NJCU Email Address and Zoom Password

Part I — Initial Setup of Zoom on the Classroom Computer

(Note: If the initial setup of Zoom has already been completed, continue to Part II below to log into Zoom
and start the class session.)

The first time that each instructor logs into a computer in any classroom, the following additional steps (a to f)
must be completed to setup Zoom on the computer. This is required to allow Zoom to connect to the two
monitors in the classroom. One monitor is on the desktop podium and the other monitor is the confidence
monitor, which will display the remote learners, located in the back or on the side of the classroom.

a. Double click on the Zoom icon located on the computer's desktop. Be sure to click on the Zoom desktop
application, to log into Zoom, when using the computer in the HyFlex classrooms, to connect to your Zoom
class sessions.

b. Log into the Zoom desktop application using your NJCU email address and Zoom password.

= 7oom Cloud Meetings

Log into Zoom with the users NJCU Email
Sign In Address and their Zoom Password.
|. 'Enter your email | & Sign In with 550 |
| Enter your password Forgot? | OF | G Sign In with Google |
Keep me signed in Sign In | f Sign In with Facebook |
< Back Sign Up Free
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¢. Click on the icon in the upper right corner to access settings.

(0 o= 0

Home Chat Meetings Contacts

Show Meeting Invitation

fa Copy Invitation

L]
) Search e

/

Click the icon in the
upper right corner of
the Zoom window.

Join from a Room

d. Click on the Settings item.

(0 = LU

Home Chat Meetings Contacts

f@ Copy Invitation

Show Meeting Invitation

— d >

.
) Search &

LICENSED

@ Add a Personal Mote

© Settings f==  Click the
Settings item.
Join fre
® Available

© Away
@ Do not disturb >

My Profile

201-200-3350
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e. Turn on the Dual Monitors in Zoom.

n closed, minimize window to the notification area instead of the task bar
(] Use dual manitors (%) I>s

(] Enter full screen automatically when starting or joining a meeting

[ ] Automatically copy invite link once the meeting starts

Always show meeting controls (%)

Ask me to confirm when | leave a meeting

f (part 1). Change Audio setting to improve sound quality in the classroom.

) Settings *

Gen To improve the audio sound in the classroom, make this change. Select "Audio” on the left and then
click the "Advanced” button shown below.

Vided

Qutput Level:
Volume: L] [ ] o)

G Share Screen (] Use separate audio device to play ringtone simultaneously
o Chat Microphone
) | Test Mic ] >
@ Background & Filters [ —
Input Level:
Recording Volume: L] o
9 Profile () Automatically adjust microphone volume
Suppress background noise Learn more
@ Statistics O auto
G Feedback _, Low (faint background noises)
() Medium (computer fan, pen taps)
@ Keyboard Shortcuts () High (typing, dog barks)
Accessibility Music and Professional Audio

|| Show in-meeting option to enable "Qriginal Sound” (@)

| Advanced .'I

201-200-3350
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f (part 2). Make the change from Auto to Off.

) Settings
After clicking on the "Advanced” button,
change this setting from "Auto” to "OFF"

X
Then, close i
this window. [
General
Video : ; , ; ] . ( 1
signal processing by Windows audio device drivers | Auto i @
m Echo cancellation | Auto v

On (Willdows - Default
G Share Screen o :

Q chat

Background & Filters

Off (Windows - Raw)

After closing the above window, you will return to the following window in the Zoom desktop app. Then click
on the MEETINGS item at the top of the next window, to the left of Contacts. This will then display a list of all
Zoom meetings that are currently in your Zoom account. (See the following image.)

g. This is an example of how to start a Zoom class session.

@ - 0 ) Search a’

Home Chat Meetings Contacts

c Upcoming Recorded Select the meeting.

Click Start to begin the meeting
and Zoom will launch.

Today
fa Copy Invitation # Edit X Delete Join from a Room

Meeting with

Show Meeting Invitation
Meeting ID:

The instructor will initiate the scheduled Zoom class session and students in the classroom will be able to see
and hear students joining remotely. Remote students will be displayed on the confidence monitor on the side or

back of the room.
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) 0
@ L o O Search &
Home Chat Meetings Contacts
c Upcoming (R ® Select the meeting.
Click Start to begin the meeting
and Zoom will launch.
Today

f@ Copy Invitation # Edit X Delete Join from a Room

Meeting with

Show Meeting Invitation
Meeting ID:

The instructor will initiate the scheduled Zoom class session and students in the classroom will be able to see
and hear students joining remotely. Remote students will be displayed on the confidence monitor on the side or
back of the room.

h. Select to Join with Computer Audio

This step needs to be done each time you start Zoom. By joining with the computer audio, the sound in the
classroom will work with the microphones (that are installed in the ceiling as well as the speakers that are
located to the left and right of the projector.)
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= Choose OME of the audio conference options

Phone Call Computer Audio

Select this option.

Join with Computer Audio

Test Speaker and Microphone

[ ] automatically join audio by computer when joining a meeting

i. Select the appropriate speakers in Zoom.

This step only needs to be done once, per computer (classroom), per semester, that the Instructor will be using
to teach from when using Zoom. This ensures that the sound from Zoom will be sent through the appropriate
speakers in the classroom.

Note: See the graphic on the following page for additional instructions.

10
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j- Select the appropriate speakers in Zoom (continued).

Select a Microphone

Step 2. Select the Speaker that
says "Realtek” or "Crestron” from
the choices listed under the "Select
a Speaker” options.

Select a Speaker

+ Speaker/Headphone (Realtek(R) Audio)

Step 3. Test the speaker and microphone selections.

Test Speaker & Microphone..

Switch to Phone Audio...

E-VEg®elyls  Step 1. click this arrow to
open the Microphone and
IR - peaker options shown here.

Part Il — Logginginto Zoom and Starting Class Sessions

Each subsequent time that an instructor logs into a classroom computer, only the following steps will be
required to log in and start a Zoom class session.

11
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a. Double click on the Zoom icon located on the computer's desktop. Be sure to click on the Zoom desktop
application, to log into Zoom, when using the computer in the HyFlex classrooms, to connect to your Zoom

class sessions.

-‘ Couble click on the Zoom icon.

t

e[l

b. Log into the Zoom desktop application using your NJCU email address and Zoom password.

& 7oom Cloud Meetings

Sign In

Log into Zoom with the users NJCU Email
Address and their Zoom Password.

[ifnter your email ]

-
LEnter}fuur password Fnrgnt?w er
keep me signed in Sign In

¢ Back

[

(G

¢t

Sign In with 550

)

Sign In with Google

)

Sign In with Facebook ]

Sign Up Free

12
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c. This is an example of how to start a Zoom class session.

= 7oom

) J
Gj A 0 1 Search &
Home Chat Meetings Contacts
c Upcoming [EEEEEE @ Select the meeting

Click Start to begin the meeting
and Zoom will launch.

Today

f@ Copy Invitation # Edit X Delete Join from a Room

Meeting with

Show Meeting Invitation
Meeting ID:

d. Select to Join with Computer Audio (when the prompt appears).

This step needs to be done each time you start Zoom. By joining with the computer audio, the sound in the
classroom will work with the microphones (that are installed in the ceiling as well as the speakers that are
located to the left and right of the projector.)

® Choose OMNE of the audio conference options

Phone Call Computer Audio

Select this option.

Join with Computer Audio

Test Speaker and Microphone

(] Automatically join audio by computer when joining a meeting

13
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Step 6: Sharing the Instructor’s Zoom Screen to all Students (in classroom and remote).

If a presentation or other content is to be displayed to the students, the instructor will need to access the content
using the desktop computer in the classroom and share the computer screen via Zoom. This will push the
content simultaneously to the whiteboard display in the front of the classroom and to all remote learner screens
in the Zoom class session.

Once the instructor shares the screen using Zoom, the remote learners will be displayed on the confidence

monitor in the classroom. If the screen is not shared in Zoom, the remote learners will appear on the whiteboard
display in the front of the classroom.
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