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Where are the DE Rooms

1. Room 1811(Compressed Video/ATM): Seats 12, Voice/Fax # 920.832.2871

2. Room 1830 (Compressed Video/ATM): Seats 32 Voice/Fax #: 920.832.2872

3. Room 1838 (Compressed Video/IP): Seats 26, Voice # 920.993.3118, no fax

4. Room 1708 (Audio Graphics/Wisline Web): Seats 6, Voice # 920.832.2679, no fax
HD Assistant Responsibilities

It is your responsibility to read through the DE Handbook for all the necessary information. A copy of the handbook is kept in the IIT Department by the Help Desk area and in the DE room.
1. Turn on the system at least 5 minutes prior to class hour and stay in the classroom for the first 5 minutes. Make sure all the classes are connected. If not, contact ICS Help Desk at 1.800.442.4614 immediately.
2. Visit the class every 30 minutes. 
3. Prior the class, all the IT assistants should check the class folders, located in the classroom. Inside the folder you will find the class materials that need to be distributed to the students. 
4. Collect all the class materials from the students and leave them in the box outside my office. Make sure to leave a note for mailing instructions.

5. Fill out the DE Report (http://www.fox.uwc.edu/iit/helpdesk/reports/dereport.html) to report any situations for the class. 
6. Leave the contact info on the board to let the students know where to contact you when needed. 

7. If there is a quiz/exam coming up, inform Evelyn right away so she can be available for proctoring. Student workers are not allowed to proctor any exams.
8. If students have any questions regarding the class, please have them contact Evelyn directly.
9. Return to the DE room 3 minutes before the end of the class to see if there are any new announcements from the instructor. 
10. Disconnect the system at the end of class hour to ensure the next class be connected properly.

11. If it is the last class of the day, hang up the system. Do not power off the system at any time.
About the DE Report
1. Fill out the report at the end of your shift. 
2. Make sure to check all the items on the report. Write down what are unusual about the class. For example, let me know if the students are talking too much in the class. Or if the mics are missing or damaged.

3. Make sure to add more papers in the Fax machine. And pick up any incoming faxes and leave them outside of my office.

Taping the Courses
1. We don’t tape the course by student’s request. We only tape courses that are originated (taught) from our campus. Course such as FRE 101 (Fonkem), PED 124 (Seegers) and ANT 320 (Pleger). Some of the UW-Oshkosh night class will required to be recorded if the instructor is scheduled to teach from Fox.

2. The tapes are kept in the cabinet in each room and they are labeled with class names. 

3. Follow the DE Handbook – How to Use the VCRs in the DE Room page for more information.
Using the Built-in 2nd PC in the Room

1. All the CV rooms have a 2nd PC installed for the instructor or students to use for class presentations. 

2. The 2nd PC has its own keyboard and mouse. Make sure to use the mouse and key marked with 2nd PC on it.

3. The users can use their own username and password to log on to the machine. 

4. If the users do not have a login name and password, please log in as a DE user. The username is foxde, so is the password.

5. You do not give your username and password to any student/instructor to log onto the machine. Contact Evelyn or Dale if you have any questions.

6. Press the AUX PC button from the Crestron panel > press SEND button.

Troubleshooting:

1. If the projector is not showing the 2nd PC image, you may have to reset the resolution of the 2nd PC to a lower one.

a. START menu > SETTINGS > CONTROL PANEL > DISPLAY
b. Click on the SETTING tab > choose 640x480 from the SCREEN AREA box.

2. You may also need to re-select the project input by pressing the INPUT button a couple times from the project’s remote controller.

Information for the Instructors

1. Faxing classes materials to the students are discouraged. All the class correspondences should be sent via email or regular mail.

2. If you want the students to fax their homework to you, check the fax number located on the fax machine in the DE room.
3. All the Exam materials should be faxed to 920.832.2674, located in the mailroom. Student workers are not allowed to retrieve the exam materials.
Important Contact Info:

1. UW-Fox Help Desk: 920.832.2719 or #2719. Room 1719. Tell them which campus you are calling from and for what class.
2. ICS-Video Bridge: 1.800.442.4614

3. Video Images Help Desk: 1.800.374.1103

4. Ameritech Help Desk: 1.800.248.8484

5. Evelyn's cell phone: 920.428.4246

6. Evelyn's office: Room 1837

7. Evelyn's phone #: 920.832.2884 or #2884

8. UW-Oshkosh DE room: 920.424.0922

