Guidance for CPGs on use of IT equipment in the meeting rooms

The Code of Conduct states that “MSPs, but not other members of CPGs, may make
reasonable use of the Parliament’s telephone, fax, photocopying, IT facilities and
parliamentary stationery in pursuit of CPG business” (rule 6.4.11). Members are
therefore allowed to use the technology available in meeting rooms during CPG
meetings. Attached is guidance for MSPs on the use of the IT equipment in the
meeting rooms during CPG meetings.

If possible, please ensure that you set up any technology to be used in the meeting
room well in advance of any meeting to allow time for any technical issues to be
resolved. If there are any difficulties using the equipment, members and their staff
can contact the IT helpdesk during its working hours.

Firstly you will need to log onto the screen that is in the room; to do this turn the TV
and the computer on.

Once the log in screen appears hit control-alt-delete.
The log-in details are—

User name — presentation
Password — presentationl

This will not give access to the network but will enable you to access any
documents/presentations you have from a memory stick.

Plug the memory stick into the computer and wait until the system has recognised it.

Click on the start key, then click on computer. On the left hand side of the screen
there will be a list of programmes - select the memory stick (usually called the E
Drive or F Drive). You will now be able to open any documents/presentations you
wish to use.

Whilst video conferencing facilities are not available to CPG meetings, Apple TV and
Skype are available for use in certain meeting rooms. These facilities can be useful
in connecting with people who are unable to attend meetings at the Parliament.
Further guidance is available in the annexes on other IT available—

Annexe A — Connecting to the Plasma Screens;
Annexe B — Apple TV — quick start Guide
Annexe C — Push2TV — quick start guide
Annexe D — Skype user instructions

Annexe E — Wireless presenter with laser pointer




ANNEXE A - CONNECTING TO THE SAMSUNG PLASMA IN P1.02

When connecting to the Plasma in P1.02 you need to connect the Blue VGA cable to
the VGA port and the small silver 3.5 jack (headphone size) cable into the
headphone/speaker socket in the required Laptop/Device.

Push the output to the TV by using the required keys (Usually the Fn+F5 or
equivalent)

To set the TV to the correct output press the Source button at the top of the remote
control and scroll down to the PC option on the list.

» B8 BB BNE

2000-8-0R Bl BEER &

4

G
Ezq
-
) "
=
(-
s

ugan

SAMSUNG

You should now see the Laptop/Device output mirrored on both screens
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ANNEXE B — APPLE TV QUICK START GUIDE

Apple TV is way of displaying what is on the screen of your Apple device
(iPad or iPhone) on the plasma screen at the front of the meeting room.
This allows you to present, show video or share anything on your iOS
device with attendees at your meeting.

1. Display Apple TV on the SMART Board.

Change the input source on the display to HDMI 1
by pressing the Input Selector button until HDMI 1
Is selected, and then waits a few seconds for the
display to switch over.

2. Enable AirPlay on your device.

From your device, access Control Centre by swiping up from the
bottom of the screen, and select AirPlay. Select TG.45 from the list
and tap the ‘Mirroring’ button to push your device’s display to the
SMART Board.
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3. Disconnect your device from Apple TV.

When finished select iPhone or iPad from the AirPlay list to
disconnect your device.

If you do not disconnect your device, it may still display in the
meeting room after you have left until you disconnect it.
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ANNEXE C — Push2TV (Miracast) QUICK START GUIDE |

Push2TV is way of displaying what is on the screen of your Android
device (tablet or phone) on the plasma screen at the front of the meeting
room. This allows you to present, show video or share anything on your
Android device with attendees at your meeting.

On your smartphone, tablet, or laptop, find and start
the wireless display application.

On Android devices this is normally located under
Settings>Display>Wireless Display:

o B ®

= Wireless display

AVAILABLE DEVICES

No nearby wireless displays were found

SEARCH FOR DISPLAYS

-

Please note that the name and location of the application may differ by
device.

You should see the adapter Push2TV 3000 . Tap on the adapter from
the list. If the TV displays a security code, enter the security code shown
on the screen.

When complete either return to this screen and press disconnect or if
your device supports this function natively you will see a shortcut in the
Notification bar:
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Wireless display is connected

This screen is showing on another device

k]

>< Disconnect

On Windows 8 devices select Devices from the Charms bar on the right
hand side and select Project.

Devices © Project

To project, connect a display.

PC settings

[a Play

Adc

Beijing, China é.

L]
‘ || Project
_——

pow V¥ 16,130.40 -239
FTSE 100 A 679643 +604
NIKKEI 225 A 1484324 +45(

You should have a list of devices you can cast to, select Push2TV 3000.

To disconnect please return to the above location and press disconnect.



ANNEXE D - SKYPE USER INSTRUCTIONS
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How to create a Skype Account

Go to www.Skype.com and select Join Skype from the top right hand corner

e

@ English (British) v Special offers Buy Credit = Sign In Join Skype

y =,
W | Features GetSkype Prices Accessories Business Support

Explore
It time for Skype | features

Talk more with our

new subscriptions = Z [—ﬂ
" p Talk more
Make unlimited* calls to e With our new
mobiles and landlines in - [ subscriptions
Russia and Mexico, and to '
landlines in Brazil.

See our new subscriptions

Skype
\ Premium
unlimited
calling

See how little it costs to call phones with Skype

Where is the person you want to call? jeo) \ View rates

Popular calling destinations
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':I:‘! from: 0.7p/min’ = from 0.7p/min’ from: 0.7p/min’

(0.8p/min incl VAT) (0.8p/min incl VAT) (0.8p/min incl VAT)

Or https://login.skype.com/account/signup-
form?application=download&return url=http://www.skype.com/qo/buy-
credit%3Fflow=join&intcmp=join

Fill in the registration form, ensuring that you choose a Skype name and password
that you will remember
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The next screen allows you to add credit to your account which gives you the option
to send text messages or to phone normal phones.

By adding a little credit, you can start doing even
more with Skype, like calling phones around the
world for less and sending text messages (SMS).

’ Add £10 Skype credit to your account

ot now, thanks

Continue

*£11,50 inc. VAT,

No emergency calls with Skype

Skype is not a replacement for your telephone and can't be used for emergency calling

/5

Click Continue.
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Your account is now set up.



Using Skype

Locate Skype on the Start Menu,

w Assyst

-
Microsoft Office Project 2003

H Debut Video Capture Software
I"

@ Google Chrome

G‘ Windows Live Movie Maker

a SPP Adhoc Databs
a SPP Biographies Detabase - Live

> AllProgams

Live

|Search programs and files

el =0 o] €

or simply type Skype into the search all programs and files box on the Start Menu.

The login screen will appear

Skype Tools Help

Welcome to Skype.

Skype Name
emma.j.phelan

Don't have a Skype Name?

Password
[sesss0ss]

Forgot your password?

! Sign in

Sign me in when Skype starts
Start Skype when computer starts

Type in your Skype name and your password and click on Sign in
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Ensure that your webcam and headset have been plugged in to the USB ports at the
front or back of your PC.

Note that if you are using Skype in the meeting room, the webcam will already be
plugged in. You will need to locate the Polycom microphone /
speakers from the cabinet in the meeting room and open the back /
where the USB cable is located. This cable is not long enough to =
reach onto the meeting room table and so will need to be plugged into
the grey USB extension cable found in the Polycom case, which will
then plug into the USB port on the front of the PC in the cabinet.

To check that your accessories are all working correctly, select Tools, options...

') Skype™ - Options =l = =
P General General settings: Set up all the basics you need to use Skype

Q General settings

[T w¢hen I double-dick on & contact start a call
@\ Audio settings

[T Show me as Away when I've been inactive for 0 minutes
N Sounds

| start Skype when I start Windows
@ Video settings

Set program language to [Enghsh (English) hd
@ Skype Access

Show online user count in contact list
o \ Privacy
W Visual style of the window

@ Skype
P Rl ~) Classic Windows
G Calls |¥] Show profile pictures in Contact List
) masus
@ Advanced

G Aad contact detals to your profie

B e vours

From the options on the left hand side select Audio settings
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Q Skype™ - Options El = @

ﬂ General Audio settings: Set up sound on your computer
a General settings

'!‘ Microphone [Desktop Microphone (Microsoft® LifeCam Ciner v]

&) Audio settings
Volume |
&% Sounds Automatically adjust microphone settings
@ Video settings &3‘3 Speakers [Speakers {SoundMAX Integrated Digital HD Auc v] G
@ skype Access Volume @
Automatically adjust speaker settings

A-
"%  Privacy
it -

@ Ringing [Ring on all devices ']
P Motifications

Show advanced options

G Calls
@) masus

{}  Make a fres test ca

el
@ Advanced

Save ] ’ Cancel

From the Microphone drop down you can select the microphone that you would like
to use. If you are using the headset then this is the more suitable microphone, but if
you are using the speakers on your PC, then select the Microsoft Lifecam Cinema
option. If you are in the meeting room, then select the Polycom communicator

mircrophone.

When you speak you should see the green volume bar below change to reflect your
voice.

To change the speakers / headset options select from the drop down section beside
Speakers. To check the speakers are working, click the green “play” button to the
right hand side of the drop down list

@ Speakers [Speakﬂrs (Palycom Communicataor) - ] a

Click on Video settings and check that you can see your image.
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|S} Skype™ - Options E‘EI

ﬂ General Video settings: Set up your webcam

6 General settings
@ Webcam: Microsoft® LifeCam Cinema(TM)

@ Audio settings
N Sounds

@ Video settings
@ Skype Access
{1‘\{\’ Privacy

P Notifications
Q c

[Take a video snapshot] [ Webcam settings

@ M fes Automatically receive video and screen  Show that I have video to...
sharing from...
@ Advanced @ anyone @ people in my Contact list only
(7) people in my Contact list only ) no one
() no one

Save ] [ Cancel

You are now ready to start using Skype.
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To make a Skype call

Note that you can only Skype call someone who is on your contact list, which means
that you will only ever receive Skype calls from your contacts.

To add someone to your contacts click into the search box at the left hand side of the

screen and either type in their Skype name or their email address and select “Find
this person”

ty,co Skype™ - emma.j.phelan
Skype Contacts Conversation Call View Tools

~ Emma Phelan #
E Call cheaply to mobile phones and landlines
L Contacts (® Recent

firstname.surname is not in your
Contacts

€2 Find this person

The following screen will appear with people who meet your search criteria. Click
Add contact and this will send a message to the person requesting that they share
their details with you.
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25 matches found o firstname.surname, viewing matches 1-10 of 25 (EESTED
Firstname Surname firstname_surname
United Kingdom ‘ london, United Kingdom
- -

Add contact B Add contact

Add contact Add contact

?
Add contact © ¥ Addcontact

Add contact Add contact

Once they have confirmed that they know you, you are ready to make a call

Select the contact on the left hand side of the screen, and then click on Video call

Skype Contacts Conversation Call View Tools Help

{4~ Emma Phelan A H Peter phelan

&) Call cheaply to mobile phones and landines

[#E 17:18 Edinburgh, United Kingdom

3 Online

L Contacts (® Recent

l Q  search

* ) Echo /Sound Test Service

& 4 LizBeard
Gfx

@ Video call (& Share | Ak Add people | | Check settings il |

1 Alison Yule

@_\, Tain McKinnon
) lizmdean

Q scottish.parliament.it.helpdesk

e

Note that a toolbar appears at the bottom of the screen, which allows you to end the
call or add more people to the call. Please note that the My video toggle option will
either transmit, or stop transmitting your video. If you find that the audio is breaking
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up, it is best to turn off the video to reserve the bandwidth of your internet connection
for the audio.

== Fndcall ’-!-’ *E]' ,-m, Add people - My wideo

To hang up the call, click on End call
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Forgotten your Password

If you forget your password and/or your Skype name, then on the login screen select
Forgot your password?

Skype Tools Help

Welcome to Skype.

o Your Skype Name and password were not
recognized. Please check and try again.

Skype Mame
[ /.-"j

Don't have a Skype Name?

Password

Forgot your password?

Sign in

Sign me in when Skype starts
Start Skype when computer starts

You will be taken to the Skype webpage and prompted to fill in your email address.
Do this and then click Submit.

Special offers Bu

W Features GetSkype Prices Accessories Business Support

Forgotten your password?

Change your password in three easy steps. This helps to keep your new password secure.
@ Fillin your email address below.

& We'll email you a temporary code.
&) Use the code to change your password on our secure website.

Enter your email address

Type in the email address you used when you registered with Skype. Then we’ll email a code to this address.

Forgotten your email address?
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Now open the email account to which your Skype account is registered. There will
be a new email from Skype with a subject Password token.

Inbox Search email @
& All | Unread | Contacts | Social updates | Groups | MNewsletters Arrange v

Everything else «
]| Skype Password token 3:08 PM

When you open the email this will display a link temporary code. Click this link and
this will bring up the page that allows you to reset your password.

Hello, \@m

Password token

Reset your password with this temporary code. Please note that this link is only active
for & hours after receipt. After this time limit has expired the code will not work and you
will need to resubmit the password change request.

If the link doesn't work, you can enter the code manually using this token:
a9955d891dfb0a1aac60e89a05003177

Talk soon,
The people at Skype

Lost Password Account Settings Help - Terms of Service - Privacy

18



Type in your new password, and confirm it in the repeat password box. Click on
Change password and sign me in.

Enter a new password

This is the Skype Name registered to the email address below.

SKype Name B st

Email |-".-".-".-"a’.-’a’a’a’.fa".-".-".-".-"/a’a’.-’a’a’.-’a’a’a’a’.-’.l

Create a new password.

New password

seseee

Passwords should be atleast 6 characters long, including 1 number and 1 letter.
Repeat password

or Gancel

Note that this will sign you in to Skype online. You will need to open up Skype on
your desktop/laptop and use your new password to log in.
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FAQs
1. The other person cannot see your video during a Skype call.

a. The My Video button at the foot of the Skype screen needs to be
selected

™= Frdcal ! *l ,m. Add people - My widea

b. Tools options video settings, ensure that you have
Show that | have video to...

People in my Contact list only (and do not have no one) selected

o] & ]

(S Skype™ - Options

ﬂ General Video settings: Set up your webcam

u General settings %
6-) Webcam: Microsoft® LifeCam Cinema(TM)
vl;ﬁ'i\‘ Audio settings |

N Sounds

=
G--’ Video settings

N Skype Access
\’) % Privac
wh
P Notifications
G Calls
[Take a video snapshot} [ Webcam settings
(o) ™ asms
W i B Automatically receive video and screen  Show that I have video to...
sharing from...
ﬁ Advanced @ anyone @) people in my Contact list only
() people in my Contact list only ) no one
") no one

\

swve | [ cancel |

c. Close down other applications that may be using resources on your PC

d. It may be that there is insufficient bandwidth to both transmit and receive

video.

2. Other person cannot hear my audio
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a. Ensure that you have the correct microphone selected and that the
green bar moves up and down as you speak.

a Skype™ - Options E' = @

ﬂ General Audio settings: Set up sound on your computer

Ej General settings

-‘E‘ Microphone Desktop Microphone (Microsoft® LifeCam Ciner = |
@ Audio settings
Volume |
&:‘\ Sounds V| Automatically adjust microphone settings
@ Video settings &;"3 Speakers |Speakers (SoundMAX Integrated Digital HD Auc » | G
\Sﬂ\ Skype Access Volume @

| Automatically adjust speaker settings

Privacy
iy S
N Ringing Ring on &l devices - |

Show advanced options

ol IM & SMS

@ Advanced

TS

@O

Save | | Cancel

b. Turn off My Video (toggle button), this will ensure that there is less
competition for bandwidth.

== Fnd call ,-!-/ *' ,m, &dd people ‘
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ANNEXE E - WIRELESS PRESENTER WITH LASER POINTER

Some meeting rooms are fitted with a Wireless Presenter with
Laser Pointer that is compatible with PowerPoint presentations.

Kensington

To use the device start the presentation then use the left and right
buttons to move the slides forward and back, the bottom button

pauses the presentation (blank slide) and the top button activates
the laser pointer.
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