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Equipment Setup Guide 
for a Split Classroom Environment
Split classroom equipment provided
Here are the items that you will fi nd in your classroom:

10m USB 
extension cable

Jabra Speaker/Microphone

Tripod

Optional 4-Way USB Hub
If needed please contact IT Services

ViewSonic
HD Webcam

Connecting the Equipment
1

Unpack the tripod and camera 

Unscrew the handle on the tripod, which 
makes it tilt up and down. When the top of 
the tripod is level, screw the handle tight.

Let out the tripod legs
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Release the quick release plate. You do 
this by pulling the lever on the tripod to
release the plate.

Screw the quick release plate onto the 
bottom of the webcam.

When the plate is secured to the camera, 
you are ready to re-attach the plate to the 
tripod.

Pull the lever on the tripod and attach the 
quick release plate and camera, by sliding 
the plate back into its housing. When it is 
in place, push the lever to shut it over the 
lip of the plate.

Connecting the Equipment

2 Let out the tripod legs
Now extend the legs of the tripod by 
clipping and unclipping the legs. 
Unclip a leg then extend it. Then clip it 
shut.

Repeat for the three legs.

The camera is now safely on top of the 
tripod.
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Attach the USB of the camera to the 
extension cable. Push the USB plug from 
the camera into the port on the larger end 
of the extension cable.

Plug the other end of the USB extensionm 
cable into an available USB port on your 
computer.

N.B. If you have no available USB ports, 
use the supplied USB 4-way hub shown on 
page 1
Connect the microphone/speaker to the 
laptop using an available USB port.

3 Connect devices to the computer
Connecting the Equipment

Connect your interactive screen to the 
HDMI socket on the side of your laptop.

Position the camera safely in the 
classroom. You want to capture yourself,
teaching the class and it should be a good 
view for those students participating at 
home. Please make sure the trailing
wire is well out of the way of people 
walking, to avoid accidents.

4 Move the tripod and camera to the appropriate position
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Selecting the new equipment for use in Teams

Connect all devices to your computer and 
then open the Teams application

Click to join your meeting - this could be 
in your Teams Calendar or the Posts tab in 
your Team space

On the meeting preview screen, click 
on the cog icon to access the Device 
Settings menu

Click to expand the drop down menu under  
Audio Devices and select Jabra SPEAK 
410 USB

This should automatically update this as 
the selected device under the Speaker and 
Microphone menus

The ViewSonic HD Webcam should 
automatically appear as the default 
camera. 

If you do not see the devices selected 
under the Speaker, Microphone or 
Camera menu. Click on the relevant down 
arrow to see the options and selct the 
correct device from the list

Within a meeting you can also select which 
devices to use by clicking on the 
icon and selecting Device Settings

When ready, click on Join now

For in-depth instructions on setting up a tripod and connecting the 
equipment watch the video guide at https://tinyurl.com/y4gtacva

Contact Russell Moss on RMoss@ltegroup.co.uk for further support


