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1.1.

INTRODUCTION AND OBJECTIVE

These guidelines aim to provide a basic smart classroom audiovisual(AV) system
operation thus help users start teaching as soon as possible.

E.g. The Live Broadcast Guidelines outline standards and best practices to ensure
professional, ethical, and high-quality live broadcasts. They emphasize content
integrity, technical reliability, and audience engagement while maintaining
compliance with legal and the University standards.

These guidelines aim to help users enter classroom and start teaching as quickly as
smoothly as possible.

Objective

e Minimize technical disruptions and ensure smooth delivery.
e |ncrease collaboration
e Enhance communication

e E.g. [Describe the purpose of the guidelines and what they aim to
achieve.]

APPLICABILITITY

E.g. [Explain who the guidelines are intended for and in what situations they apply.]
The Live Broadcasting Guidelines are applicable to all live streaming and
broadcasting activities conducted under the auspices of Hong Kong Baptist University
(HKBU). These include, but are not limited to:

a)  Official University Events

b)  Academic and Educational Content

c)  Student Activities

d) Community Outreach and Engagement
e) Social Media and Marketing



3. BEST PRACTICES
Standard AV Setup

Main Extend Mic
Monitor Monitor ~ System

o

PC AV Control HDMI/USB-C Visualizer
Panel Plug in



3.1 Getting Started with Touch Panel

Step1: Press the System On button and wait 20 seconds for AV system to be ready
** Touch Panel systems are motion sensors and will light up to display this screen.
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Step 2: Select and control; Projector Source, volume and lighting
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Source - Tap on specific icon to activate the source
[+ SOURCE |
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PC- Built in PC with dual monitor

PC(Left) PC (Right)
Main Monitor Extend Monitor
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USB-C/HDMI- Connect your own device with the USB-C/HDMI Cable

|

=

USB-C/f
HDMI




Wireless Present for Windows, iOS and mac

ScreenBeam 2034

Wireless Display Ready to Connect

» Connect to Wi-Fi: AP-102034 for Intermst
« Project to ScroenBeam 2034

QY Windows: Connect with Miacast by
swiping from right or pressing both = K

[.] 108 or macOS: Connect with AirPisy

I
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For Windows

Select Connect from the Action Center by swiping from right or simultaneously
pressing the Windows key %& and K.

CONNECT

Searching for wireless display and audio devices

Where is my device?
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For iOS or mac

Connect with AirPlay B from the menu bar or control center.
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Screen Mirroring
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. Open Displays Preferances

PIN on Screen
Enter the PIN that show on screen

CONNECT

[: ScreenBeam 2034

ScreenBeam

Cancel
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ArPlay Device Code

- Enter the AlrPlay code for "ScreenBeam 2034",

macOS



More
“: Choose the Source below for project, control screen direction and projector
: states
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Mixed-Model Teaching - Select Video source for Zoom Meeting

Click “Video & effects”, then Select “Live Streamer CAP 4K”

Mixed-Mode

Teaching

O Audio

6D Meetings & webinars
@ Recording

(3 Share screen

T Accessibility

3 Keyboard shortcuts

o0 Statistics

smera  Virtual backgrounds ~ Avatars  Video filters  Studio effects

Camera

Live Streamer CAP 4K v
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Not seeing any
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Zoom Source for Mixed Mode Teaching
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= Teacher Camera
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Disable Mirror my video

Camera

«©
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@) Portrait lighting (@ »
% Adjust for low light »
Other’s video source from
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Visualizer HOMI Disc Player
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Step 3: Shutdown System and wait 20 seconds for AV system back to stand by.

Confirm Shutdown System ?
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Confirm System Shut Cancel System Shut
Down Down

4. EXCEPTIONS (If any)

E.g. [Specify any cases where the guidelines may not apply or where alternative
actions might be needed.]

e External Collaborations

e Specialized Equipment Restrictions

e Privacy Concerns

e Platform-Specific Limitations



SUPPORTS

IT Service Call Centre

Tel: 3411 7899

Email: hotline@hkbu.edu.hk

Office: RRS303, Sir Run Run Shaw Building, Ho Sin Hang Campus, HKBU
Service Hours: 08:30-18:00 (Mon-Fri), 08:30-12:30 (Sat)

APPENDIX (If any)
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