
• If AV equipment was requested when the room was booked then this should have been set up by the University of London AV
   team.

• If you have any problems with the AV equipment during your booking, please contact the IHR Reception team who can call an
   appropriate member of staff.

• Please note that if the fire alarm sounds during your booking the AV equipment will automatically switch off.

• There is limited support for the AV system on Saturdays. The central University of London AV team work until 12pm only (some
   days earlier depending what events are taking place).

AV Instructions
Wolfson Room I and II

1.  Turn on the laptop 

2.  The laptop should automatically connect to the Wi-Fi UoL Conferences (no password is required)

3.  Press VGA (or HDMI depending on what cable is being used) on the panel screen on the lectern- the projector will then warm 
     up and turn on.

4.  The laptop and screen should then automatically connect and the laptop will be displayed on the screen 

5.  If the laptop and screen disconnect, then press B1 and then Floorbox 1 on the display panel screen. This should reconnect the 
     laptop and screen.

6.  If the laptop screen is not duplicated on the main screen then on the laptop press Fn & F8 and select Duplicate using the arrow 
     keys and press the Enter key. This will restore the connection.

Laptop

•   If microphones have been requested then the AV team will set these up.

•   If the microphones have switched off (after a period of inactivity) then the microphone will need to be switched on again, using 
     the switch located at the bottom of the microphone.

•   If you have not booked the microphones/lapel microphone but want to use them, then the microphones (located in the black 
     box in the lectern) will need batteries (located in the bottom of the lectern).

•   You will need to unscrew the battery cover (just above the on/off switch) put in 2 batteries and switch the microphone on. This 
     should automatically connect to the speakers.

•   Stands for the microphones are located in the lectern.

Microphones


