Setup Notes & Tips
College Transition—Materials for UI Libraries–-2009
Revised 8/17/09
All College Transition library materials are available at:

http://guides.lib.uiowa.edu/collegetransition
Presenter: Please communicate with the other people in your presentation group.  If you are sick and in need of a back up, please try to find a replacement and let Ericka or Carolyn (5-6428) know about the substitution.  If you are unable to find a replacement, please contact Ericka Raber (5-5945) or Kathy Magarrell (5-5093).  There are no scheduled backup presenters.  A list of presenters and helpers for this fall’s session can be found at the end of this section.  
Helper:  You’ll be in the room to help keep people on track and otherwise provide assistance.  If you are sick and in need of a back up, please try to find a replacement and let Ericka or Carolyn know about the substitution.  If you are unable to find a replacement, please contact Ericka Raber (5-5945) or Kathy Magarrell (5-5093).  
The Presenter and Helper should decide ahead of time who will pick up the handouts and list of events, who will start prepping the equipment, etc.  
Printed Materials for Your Sessions
· Worksheets (clipped into groups of 20, one packet per session, one worksheet per student).  The worksheet will be completed by the students during class.  

· Handouts (clipped into groups of 20, one packet per session, one handout per student)  The front side of the handout shows the slides. The back side could be referenced during the session, and it may help the students with completion of the worksheet.
They will be in a box labeled “College Transition” near the work table by the photocopier in the Reference & Library Instruction office area behind the information desk on the first floor of the Main Library.
PowerPoint Presentation
The PowerPoint presentation is the same for both Room 4037 and the Arcade 1 classrooms.  The slide show presentation is available at the above URL.  For best results, download the presentation onto the instructor’s desktop.

Outline
An outline for the session is available at the above URL.  A hard copy of the outline is also available in the box in the RLI office.
CT Calendar

You will be invited to CT sessions through Outlook.  The most up-to-date copy of the CT calendar can be accessed through Outlook:  Navigate to:  Public Folders > All Public Folders > Iowa > Library > College Transition.  You can add an Outlook shortcut to the calendar by using the Shortcut icon, [image: image1.png]


.  A copy of the College Transition calendar will be posted outside Ericka’s office.  Carolyn Simon (formerly DeClue) is maintaining the calendar.
Questions

Please contact Ericka with any questions:  335-5945 or 
Fall" 
ericka-raber@uiowa.edu.
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Special Tips for Presenters
1. Please practice your presentation to time yourself and make adjustments as necessary.  The outline serves as a guide for the PowerPoint slides.  PPT on the outline indicates that the section corresponds with a PowerPoint slide.  Feel free to modify the CT materials as necessary.  You are encouraged to reserve room 4037 and/or the Information Arcade classrooms for practice sessions.  Kathy or Ericka would be happy to offer any advice or feedback for practice sessions.
Arcade Classroom 1(1015A): 

· Check room availability on Outlook (Open the Shared Calendar RES-LIB1015-Arcade).  Otherwise, contact Ann Khan (5-5447, 5-6465 or annadora-khan@uiowa.edu). 

· To reserve Arcade Classroom 1, complete the online request form at:  http://www.lib.uiowa.edu/dls/classroom.html
Room 4037:
· There are 15 Windows student workstations. The instructor's station has one PC and a projector. Guidelines for using 4037 
· RLI staff are able to access and reserve room 4037 on Outlook (Open the Shared Calendar RES-LIB4037-Training) 
· Non-RLI staff are asked to contact Carolyn Simon (5-6428 or carolyn-simon@uiowa.edu), RLI, to request a reservation 

Arcade Classroom 2 is currently not available for reservation and it is not being used for CT sessions this fall.

2. Please send a reminder to the course instructor for your CT session(s) reminding them of the date, time, and place for their library session.  By opening (double-clicking on) an appointment on the CT calendar, you can view the CT section number and the course instructor.  (If the instructor is not available on Outlook, please check ISIS.  We do not know the names of the instructors for athletes’ sessions.)  Noting the place of the library session is very important.  Sometimes there are two CT sessions during the same 50-minute period.  It is also possible that the instructors are used to attending the session in only one of the classrooms. 
The Libraries’ floor plan includes Arcade classroom 1(1015-A) and room 4037.  You might also want to include a link to the plan in your email.  Please remind instructors that students will be completing a worksheet during the session, and it would be helpful for students to bring a topic to the session.
3. Students can use their own topics for the worksheets, but you may want to have some preselected topics for your class, in case students come unprepared.  Here are some sample topics:  portrayal of terrorism in the media; body image and advertising; Asperger’s syndrome; cosmetic surgery for teenagers; reality television.   Each library presenter is asked to collect the worksheets, mark them with comments, and return them to the instructors.  The College Transition is a pass-fail course, and this worksheet may be considered as part of their grade.  You need not put a grade on the worksheet; only comments are necessary. If students need more time to complete the worksheet, you can ask the CT instructor to return them to you via campus mail.  Be sure to ask the instructor where you should send the worksheets once they have been reviewed.  
4. Please complete one copy of The College Transition Library Worksheet—Notes.  This is also available on the CT website at the above URL.  When you have finished all of your CT sessions, please send this notes sheet to Ericka Raber, LIB.  Your comments will help us to reflect on the assignment, student progress, and the CT library program.

5. Please record your session on the Instructional Services Report Form on the Reference and Library Instruction web site (See For Librarians) after your session:  https://inpress.lib.uiowa.edu/LibrarySquirrel/InstructionalReporting/report-main.aspx.  If you are not able to log in to the database, please contact Carolyn Simon (5-6428 or carolyn-simon@uiowa.edu) with details about the session.  The classes should be entered as Course Related Instruction.  The course number for The College Transition is 407:001.  Transfer Transition’s course number is 407:011.  Section numbers are included on the CT calendar, but they are not required for the database.  You do not need to enter the instructor’s name.  The name and number for athletes’ sections are:  Intercollegiate Athletic Participation, 408:021.  Section numbers for the Intercollegiate Athletic Participation are not available because sections will be mixed.  Please put a check by your name (as presenter) and enter the helper’s name.  If you team teach a session, put a check by names of both presenters.
Special Tips for Helpers
Please arrive at the classroom at least 10-15 minutes before class.  You can check the classroom calendar to see how much time is available before your class.
    Before class:  
· Assist students with logging in using their HawkID
· See instructions for individual classrooms, below.

   During class:
· Help students get re-oriented to correct web page as needed.  During practice sessions, additional help might be needed.
· Pass out worksheet/handout, if helpful for presenter.

· Assist students with the completion of their worksheet.
End of presentation:

· If there’s a College Transition class later that day in room 4037, the computers may be left on.

· If this is the last College Transition session that day, shut down all computers in 4037 (use “shut down” from the start menu or Ctrl, Alt, Delete).  Please also turn of the computer monitors in 4037.  

· Computers in the Arcade classroom should be left on, and students should log out. 
· Collect all extra or left-over handouts and return them to the College Transition box in the Reference & Library Instruction office area near Carolyn’s desk.
Reporting Equipment Problems for Classrooms
Arcade-- Please report any equipment problems to Ann Khan (annadora-khan@uiowa.edu)., and please cc ericka-raber@uiowa.edu.

4037-- Equipment problems should be reported to LIT (384-4778) or 384-ISST.  Email lib-isst@uiowa.edu and cc Ericka Raber at ericka-raber@uiowa.edu.
ROOM 4037
Pick up the key from the south admin. office in the Main Library Admin. Return the key to south admin. office afterwards.  If there are back-to-back College Transition classes using the room, the presenter for the first session should give the key to the next presenter.  The last back-to-back presenter (or helper) should return the key.

If you bring in extra chairs, move the chairs back out of the room after class.  The workstations should be left with the keyboards sitting in front of monitor and the mouse sitting along the side of the keyboard.  When you finish, make sure that a chair is positioned at each workstation and all workstations, projection system, and lights are turned off and door is locked.
Please lock the room any time you are not in it.  There are two doors side-by-side. The key locks and unlocks the door on the right. Most people don’t bother to unlock the door on the left unless they want to move something large into or out of the room. But if you do want to unlock it, there is a lever near the top on the inside edge of the left door. If you do unlock the left door be sure to re-lock it using that lever.
Instructor’s Workstation / Projector Setup

To log into the instructor’s station, use your Hawk ID and password.  Turn on the projector.  When using the ceiling projector, ONLY USE the on/off button on the top of the remote; NEVER USE the on/off button on the side of the remote control.

To download the PowerPoint slides:  Open Internet Explorer from the Start menu.  Go to:  http://guides.lib.uiowa.edu/collegetransition.  A backup copy will also be available on a thumb drive in the CT box in RLI.
Alternating between PowerPoint and Internet Explorer (IE)  Use the Alt + Tab to move between applications and files.
Student Computers

Students will need to log in to their workstations as they do at any ITC.  They will also need to open a browser.
At the end of your class, there will be two possible scenarios:

Scenario 1--If there’s another section of College Transition directly following yours: 
1. Please have the students log off  (Ctrl, Alt, Delete)
2. Please put the slide show back to the first slide and have the IE at Libraries’ home page and minimized.

3. Give the 4037 key to the next library presenter or helper, and ask that the last helper/presenter return the key to the south admin. office.
Scenario 2--If there are no other College Transition classes following yours:

1. Shut down the computers.  Please also shut off the monitors.
2. Turn off the ceiling projector (ONLY USE the on/off button on the top of the remote). A message will appear on the projection screen asking if you really want to turn it off.  To indicate "yes," just press the off button a second time.  This will help extend the life of the bulb.

Information Arcade Classroom 1
Student Computers

Students will need to log in to their workstations as they do at any ITC.  They will also need to open a browser.
Instructor’s Workstation / Projection Screen Setup

Use your HawkID and password to login to the instructor’s station.
(In the past, we’ve been able to show two different displays on the screens (the PC with the demo would be displayed on the near screen, and the Mac with the PowerPoint slides would be on the far screen), but now the PC is the only CPU at the instructor’s station.  If you would like to display the PowerPoint slides on one screen, you can hook up a laptop to the projector cable.  Please ask Ann Khan for assistance.)
Alternating between PowerPoint and Internet Explorer (IE)  Assuming that there is only one CPU and you aren’t using another laptop, use the Alt + Tab to move between applications during the presentation.

Classroom Windows

There is a button that makes the classroom windows opaque (labeled “Privacy Glass”) on the control box between the two instructor computers.  Please do not touch other buttons on the box.  Please ask Ann Khan for help with any other instructor’s station features.

Cordless Microphone

If needed, the cordless microphone is in the drawer under the PC workstation. It can be clipped onto your waist and the volume can be adjusted as necessary using the Master volume control below the instructor’s station.

At the end of class there are two scenarios:

Scenario 1--If there’s another section of College Transition that will use the Arcade right after you: 

1. Set up the instructor’s station for the library presenter who’ll come into the room after you:  return slide show to the first slide and open the Libraries home page.  DO NOT log off. 

2. Have the students log off (Ctrl, Alt, Delete)

Scenario 2--If another section of College Transition is not coming into the room immediately after your class, 

1. Logoff the instructor’s station (Ctrl, Alt, Delete).  

2. Have students log off (Ctrl, Alt, Delete)
***If you are unfamiliar with the Arcade, please ask Ericka Raber (RLI) or Ann Khan(Arcade) to show you how to use the equipment ahead of time.*** 
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