
UVM Classroom Tech  
Quick Start Guide 
 

0) Pre-class: Set up Teams 
meetings for your class times. If 
you want to block students from 
“taking over” your screen, go to 
the Meeting Options while in the 
meeting setup screen and choose: 
“Who can present? Only me.” 

Once you are in the meeting you 
can go to the Participants list and 
promote someone. This allows 
them to request that you let them  
take over the screen.  

 

2) Turn the projection system on, 
set to PC, then tap any key on the 
keyboard to call up the login 
screen. Log in with your UVM 
NetID and Password. 

See 
http://www.uvm.edu/it/classroom
s 
for information about the 
controllers in other rooms. 

 
3) There are a couple for which 
you should answer “Ok”: One asks 
that you “Allow my organization to 
manage my device.” Yes! This will 
allow ETS to update this classroom 
computer.  
 
The other screen is to sign in to 
Teams. 

 

http://www.uvm.edu/it/classrooms
http://www.uvm.edu/it/classrooms


4) Here are the steps for signing into Teams: 

 

5) Set your camera angle: use the 
Logitech Meetup remote to zoom 
or pan the camera. 
 

 

Full documentation for the MeetUp is at: 
https://www.logitech.com/assets/65250/2/meetup.pdf 
 

https://www.logitech.com/assets/65250/2/meetup.pdf


Press Windows-P and make sure 
“Duplicate” is selected. (See below 
for an example of when you might 
use “Extend” instead.) 

 



Join and record a meeting. When done, Stop Recording. The link to the meeting will appear in 
the meeting chat, will be sent to you by email, and the video itself can be found by going to 
http://stream.micosoft.com  

 

http://stream.micosoft.com/


To share your screen with remote 
students, click the 
“Share Content” icon. 
Instead of choosing a 
specific window, such as 
Powerpoint, choose to share the 
Desktop: Screen #1.  

 
Open the programs you want to 
use (ex: PowerPoint, Chrome, etc.) 

 



To write on the “board” (Wacom), 
use the Wacom pen and open an 
app that is ink enabled. OneNote, 
the Microsoft Whiteboard app, or 
even Word or Powerpoint are 
favorites. 
 
MS Whiteboard: 
https://support.microsoft.com/en-
us/office/microsoft-whiteboard-
help-d236aef8-fcdf-4b5e-b5d7-
7f157461e920 
  
OneNote: 
https://support.microsoft.com/en-
us/office/draw-sketch-10a08ed2-
041e-4192-9b1a-
906004b12d63?ui=en-US&rs=en-
US&ad=US 
Office: 
https://support.microsoft.com/en-
us/office/draw-and-write-with-
ink-in-office-6d76c674-7f4b-414d-
b67f-b3ffef6ccf53 
 
 

 

To use the Document Camera, 
DON’T press a button on the 
controller. Instead, open the app 
named “Camera.” The Document 
Camera can be used to display 
documents, book pages, 3-D 
objects, or can even be used to 
write or draw on paper. 

 

You can display different things on 
the main monitor and the Wacom, 
and even switch back and forth 
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between them. For instance, you 
may want to keep your Teams 
meeting window open fullscreen 
on the main monitor so you can 
see the chat or participants 
window, but show the students 
the Wacom window fullscreen 
while you draw or write on it. 
 
Here’s how: 
a) press Windows-p and choose 
“Extend” instead of “Duplicate” 
b) Open MS Whiteboard in the 
main monitor, then grab the 
header on the Whiteboard and 
drag the whole window down to 
the Wacom 
c) In the Teams meeting, unshare 
then re-share, but this time 
choose to share Desktop: Screen 
#2 so in-room and remote 
students now see the Whiteboard. 
d) You can switch back and forth 
between the main monitor by 
pressing the PC and Wacom 
buttons on the controller. 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 
 



Done? Close your programs, sign 
out, and don’t forget to wipe the 
equipment with a paper towel 
dampened with alcohol. 

      

 
 
For more information on: 
1) The specific setup and instructions for your classroom are at 
http://www.uvm.edu/it/classrooms 
2) Setting up and joining the class meetings in Teams for courses you are teaching: 
https://www.uvm.edu/it/kb/article/setting-up-your-class-team/ 
4) See the “Share your screen or windows” section at https://www.uvm.edu/it/kb/article/teams/ 
5) Learn how to use the Microsoft Whiteboard app for drawing and collaboration on the Wacom 
pen display. https://www.uvm.edu/it/kb/article/microsoft-whiteboard-app/ 
6) Learn how to use OneNote: 
7) Install and use OneDrive to access your files from many places. 
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