OWL Instructions

1. Download Owl App: Install the Meeting OWL app on your phone. (Available on the Owl Labs
website https://resources.owllabs.com/app-download, the Apple Store, and Google Play.)

2. Bring Owl to classroom: Pick up the Owl from the storage room in classroom #3.

3. Position the Owl in best location: Place the LLC card table at the center of the table-and-chair
setup for the class, and at least 3ft from the TV. Try to position it within a radius of gft for in-room
participants on all sides.

4. Plugthe Owl into an electrical outlet and the Mac Mini:

a. Turnthe Owl over to plug in the USB-C cable and power adapter. Make sure that both the
power supply and computer cable are fully inserted in the corresponding Owl ports.

b. NOTE: Make sure NOT to accidentally hit the mute button along the lower edge of the Owl
when connecting the cables.

c. Next, plug the power adapter into the extension cable or the power strip on the back of the
TV monitor. Connect the computer cable to the back of the Mac Mini.

d. Wait until the Owl's eyes stop pulsing and you hear a hoot. This indicates that the Owl
camera is fully powered on.

5. Check Owl’s connection to the Owl App on your cell phone: The Owl App controls volume,
panoramic view, and other advanced features. The Owl uses Bluetooth to connect to the app on
your cell phone.

6. Set up flash drives and slideshows: Have all slideshow presentations open and ready for
display. If there is time, check links in slideshows.

7. Dial into the Zoom room and connect Zoom to the Owl: When the meeting opens, go to
Zoom's microphone and video icons (along the bottom of the Zoom window) to connect audio
and video to the Owl.

a. Audio - Click on the caret symbol next to the microphone, and then click
the Owl from the list of options.
b. Video - Click on the caret symbol next to the camera, then click on the Owl
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from the list of options. Stop Video

8. Check that Zoomers and in-room participants can hear and see each other.

Important Tips:
1. Software updates: If you open the Owl and you see an update message, allow the update,
especially if you are going to use outside links or online media.

2. Before the start of class:


https://resources.owllabs.com/app-download

e Encourage chatter within groups: As people arrive and settle, turn Zoom'’s audio icon to
‘mute,’ and use the Owl app to lower Owl’s speaker volume in the classroom. This will
allow Zoomers to speak to each other, and in-class people to speak with each other.

e Enable, then disable, panoramic view. The meeting can start with panoramic view on so
that the Zoomers can get a view of the entire class. Once class is underway, use the phone
app to turn off panoramic view.

¢ Remind all participants to display names properly. Ask Zoomers to check their name
displays. Ask in-class participants to have their name tents in front them and visible to the
Owl camera.

3. Atthe start of class:
e Unmute Zoom'’s mic icon. Raise Owl’s speaker volume to a normal level for audio in the
classroom.
e Track Zoom functions throughout the meeting. All Zoom functions work exactly the
same as in a meeting that does not use the Owl.

4. Atthe end of class:
e Endthe Zoom meeting.
e Shut down the Mac Miniand TV
e Disconnect the Owl and return it to its case and then the storage room.
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