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Classroom Technology
Many teachers don’t use the classroom technology
they have at hand because:
*They don’t know how to use it
*They see it more as a hindrance rather than as
an aid to their teaching
*It doesn’t work
*There is no time to fix it or they don’t know how
to fix it
We hope that this workbook will help alleviate some of
these problems!
*Note: We have included a glossary in this handbook.
All of the words that are underlined are explained
more fully in the glossary.
What You Should Have in Your Classroom
Each classroom should have a teacher computer
and at least 2 student computers. Depending on your
grade level, you may have many more computers or a
few newer computers. The blue Emac’s are the oldest
computers we have on campus. They only work with a
few of the programs we are using now and are very
slow on the internet. The White Emac’s are the second
to oldest computers, but work with most programs and
have fairly fast internet. The newest computers are
the PC black consol computers that come with 5
screens to one main computer. All of these computers
should be able to get on-line.
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Each classroom should also have a Laser Brother
printer that has network capabilities. These printers
can print over 1000 pages per printer cartridge, yet the
cartridges are very expensive and often we don’t have
them in stock. They can be bought at office depot.
Printers or toner cartridges are a great thing to ask a
parent to get for the classroom. However, we should
have enough for each printer to change cartridges once
a year. Check with the front office for supplies. You
will only need to change the cartridge if the light says
no toner and it refuses to print. Often, you can still
print with the light flashing. When the printer stops
printing, it usually means that the toner needs
replacing. Sometimes the printer will stop printing
because of a paper jam. In this handbook, you can
refer to the printer pages for diagrams on how to clear
a paper jam from your laser printer.
Your classroom should have a variety of Ethernet
plugs that are hot or live. The best thing to do before
packing up your classroom for the year is to mark
those plugs in the wall with a star or dot so the next
person in the room knows which plugs are hot. Often
the plugs go into the socket, but are easily pulled back
out to give access to the Ethernet cord and plug. If
you do not have enough plugs that are hot, there
usually can be more added if you contact the district
technology person and they go into the closets to the
board or switch to add them. In this handbook you
can refer to the section that explains how to access the
help desk.
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What Technology is at the School Site

Our school has a total of 4 projectors and 4
Elmo’s on site. The projector can be used with a
computer to project the images on to your screen in
your classroom. You can project images already on
your computer or from the web. The projector also
hooks up to the Elmo or document reader. This allows
you to teach directly to the students in real time. The
Elmo is similar to an overhead projector, but you don’t
need transparencies. You can also demonstrate with
three-dimensional objects. You can pull anything in
front of the Elmo, such as white boards, paper
examples, workbooks and teach directly from there.
You can refer to more ideas about the use of the Elmo
in this handbook.
We also have a laptop cart that has 15 laptops.
This cart was specifically funded through a grant
written for the science program. Therefore, the science
teacher has priority. However, you can check out the
laptops for projects on other days that the science
program is not using them. The upper grades use
them often for writing assignments, research projects
and computer programming. On the lap-tops there
are a variety of applications available.
We have, as of now, a few flip cameras. We have
ordered more. Flip cameras can take video up to 60
minutes of a class or project. The video needs to be
downloaded onto a computer as soon as you have
used it so that others can use the flip camera in the
future.
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HelpDesk
Quick Steps to Help Desk:
1. go to helpdesk.berkeley.net
2. Click on create ticket
3. Put in problem, location, room #, urgency
4. Send ticket

We are extremely lucky at BUSD to have a
technology person. The person changes, but the
support is continually available. The best way to get
in touch with a technology person to let them know
you have a problem is to contact him/her through the
helpdesk. It is very easy to use.
http://helpdesk.berkeley.net/
When you go to this site you will see:

Click on create ticket, then you will see:
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Simply fill out the information asked for and click
create ticket. Our technology person will get this
routed to him or her via the administrator (Jay). The
more we use this, the more the technology person will
visit our school to take care of our needs.
It is important to put in your b-mail or e-mail so
that the technology person can report back when the
problem is fixed. They will simply say that the ticket is
closed.
If you do not hear back from the technology
person, resubmit your problem until it is fixed. If it is
urgent make sure to put that in ticket priority. You
should find that the technology person is there that
day or the next to fix your problem. Power school is a
priority, so always put urgent if this is an issue.
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The FlipFlip-Camera
Quick Steps to the Flip-Camera
1. Turn on by pressing the button on the side
2. Press red button to record
3. Press button again when done
4. Plug into computer
5. Download video
Our old video cameras have died out in the last few
years, none of them work properly so we have begun to
replace them with flip cameras. We have a few flip
cameras that are older and need batteries. Our new
flips probably can be charged on the computer
through a USB port.
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Basically, you just turn it on and press the red button.
This allows you to video up to 60 minutes. Then you
pull out the USB connector:

Put the USB connector into the computer. Flipshare
will immediately pop up and you can download your
video onto the computer and off of the flip. If you are
putting it onto a PC you may have to download
Flipshare to the computer. You can edit inside of
flipshare, but you can also import it into other
applications such as IMovie or WindowsMediaPlayer.
To import to IMovie follow the directions below:
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How To Fix Brother Laser Printer
Usually there are relatively few reasons the printer is not
working.
1. It’s not plugged in
2. It is not connected to the network system through the
Ethernet cord
3. It is not closed properly
4. There is no or very little paper in the paper drawer
5. There is a jam somewhere
6. It is out of toner
You can find out why your printer is not working by going to
its special page. To do this you go onto the internet and type
in the address line: http://10.120.(room#).50
All of the Thousand Oaks printers can be seen from this place.
Yours will tell you what is wrong. If it is not on line then it will
not be able to find it, so check #1 and #2. If there is a jam you
need to open up the printer by doing the following:
Open the back of the printer to see if you can find the jam-

Much of the time the paper will be crunched up in that
location, as with the Xerox machine carefully pull it out. If
there is nothing there you can open the front panel to see if it
is in that area.
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There are 2 items that need replacing occasionally; this could
be the reason behind your printer not working.

Often, when the toner is almost out, the light will go on,
however the printer will continue to work. This is a message
to go get a new toner because at some point the toner will run
out and the printer will no longer work. When the toner is
completely out and the printer has stopped printing, then
change out the toner.
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Be careful not to get toner on yourself. Pull out the toner
cartridge from the drum and put in new toner into the drum.
Take off all necessary protective coverings before putting into
the drum. Then replace the drum with the toner into the
printer, close the cover and you have finished.

Now if you go to the web page it should recognize your printer.
If for some reason none of these things are the reason behind
your printer not working, go to the help desk and ask for
support.
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Projectors
Our carts have projectors that are on them. You can use the
Elmo with the projector or hook the projector to a laptop. The
head technology person, Jay Nitschke, created a power point
presentation on LCD projectors.

The following should help you use the projector with little or
no problems:

Once you have plugged these items in, you must connect
to your computer. If you have a newer PC laptop, then you
don’t need the following but Macs do need this extra
connector:
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At our school the adapter is not with the cart.
Unfortunately we only have one at this time and it is housed
with the science cart. We are hoping to get more soon to
house with all carts. Also, the newer laptops have a different
connector, so if you are using one of your own laptops you will
need to bring your own connector.
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Sometimes the image will not be displayed or the screen says
“no signal.” In order to fix that, you can troubleshoot by doing
these 2 steps:
Troubleshooting step 1:
Make sure that both computer & projector are on, and that all
cables are connected.
Press the F7 key
If that is not working then follow step 2:
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You can also connect the projector to the Elmo (document
reader) and the computer. That way you can flip between the
2 sources at ease.
Do you want the computer or the document camera to be
projecting onto the screen?
To change the source of the image:
Use the remote or the controls on the projector to select
“Source Search”
Scroll up or down and select Computer 1 (the laptop) or
Computer 2 (the projector)
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When you are done using the projector, turn off by
pressing the button. Please wait until it stops flashing to give
it sometime to cool down. The lamps are very expensive to
replace and needs to cool down in order to preserve them.
Therefore, do not unplug until it is completely off.
Also, it would be useful to try this before you have
students in front of you, especially if you are not used to this
technology. Our technology person would be happy to come
and support your learning, just put in a ticket on HelpDesk.
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What Is An ELMO?
“An Elmo™ projector is a document camera and projection system that
is commonly used as a descriptive name for all such systems, regardless
of who manufactures them. This is not a correct use of the term and
many companies fear when a situation like this develops that they could
actually lose the value of their name. In most cases, if the brand is
unknown, using the term document camera or document projector
instead of Elmo™ projector is advisable.”
*Wisegeek http://www.wisegeek.com/what-is-an-elmo-projector.htm

How To Use The Elmo
Quick Steps to using the Elmo:
1. Plug in the power outlet of both the Elmo and the
projector
2. Plug in the VGA Cord into the Elmo and into the
Projector
3. Press the little red button till it turns blue
4. Turn on projector
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In order to see an image on the projector you need to
plug in the VGA cord. Ours are a black cord with blue
plugs. Plug into the VGA out on the Elmo and into the
computer out on the projector. It will not work if you
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plug into the monitor out. You also must plug in the
Elmo power cord and the projector power cord. Once
the Elmo has power you will see a red light, to see
images you must press the above button and it will
turn blue, then the images will be projected through
the projector onto your screen. The source is digital
visualizer for this mode. You can demonstrate
anything in real time using the Elmo in this way.

You can also freeze any image by pressing capture on
the keypad, in this way you can freeze and save a
number of images to share with the class at a later
time if you don’t want it to be in real time. The remote
has other functions such as flip, where you can adjust
the image by 90degrees etc….

You can also record an image from real time so that
24

you can repeat an example for the students.
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Why Use The Elmo
We have used the Elmo with great success across the
curriculum. We have used it for spelling lessons, test
prep, shared reading, writing mini lessons, the editing
process, book reading, and math class-work, to name
a few examples! We are inspired by the possibilities
and know that it will enhance our teaching in the
future. We are convinced that it is a very valuable
teaching tool to have in our proverbial “tool kit.”
The following list is from the Lumens Integration list
of how and why to use the Elmo in the classroom. We
didn’t share all of their ideas, but we wanted to give you a
taste of the possibilities they suggest. We also altered a
few of their suggestions.

Offer Meaningful Assessment and Guidance
Assessment and guidance are important activities that often
get streamlined due to time constraints. Strategic use of a
document camera provides for more comprehensive and useful
guidance of student efforts.
1. Readily present classroom quizzes for more frequent
evaluation of student understanding of materials.
2. Regularly share lesson rubrics with students as part of
the lesson.
3. Bring open house demonstrations alive for parents and
other interested parties.
Leverage Audio/Video Recording Capabilities
*Use as a video camera to record interviews
*Allow students to create documentary footage of
discussions and thoughts on the presented material.
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*Do readers’ theatre exercises – from playbooks,
magazines, or student-written plays.
* Record students’ performances (such as plays and
recitals) to allow performers to see themselves and
improve their performances.
*Record students reading a book while pointing at the
words
* Record your own narrated digital stories.
Use Image Capture
Image capture capabilities, which include image capture, timelapse photography, and the slide show function, offer myriad
new ways for presenting and experiencing information.
* Capture classroom/student photos for projects,
identification, records and special days.
* Teach students to create stop-motion animation using
time-lapse photography.
* Save time by taking snapshots to post online rather
than using a separate scanner.
* Use time-lapse photography to document plant growth
from seed to green plant or flower blooming and then
create a fast-forward sequence to share with students.
Illustration/Diagramming/Charting
• Provide visuals of time frames and historical
happenings (such as the evolution of dinosaurs).
• Display a variety of charts/graphs, including bar, pie
and fever charts.*
Elementary Education Basics
Even the youngest students can benefit from the use of a
document camera in their classroom. These early learners
depend heavily on visual cues for learning, so that the use of a
document camera meshes naturally with their preferred
learning style.

Make Math Mesmerizing
Math class creates many opportunities for sharing visual
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information, over and above basic math operations such as
addition, subtraction, multiplication, and division.
* Start a pattern and ask students to predict the next
element in it.
* Let students see geometric shapes, so they can readily
identify polygons, quadrilaterals, polyhedrons and more.
* Share advanced math processes.
* Illustrate fractions with numbers and pictures.
* Help students work through word problems.
* Illustrate place values (i.e. units, tens, hundreds, etc.)
* Count money/coins together as a class.
* Show students how to use common math tools, such as
rulers, compasses and calculators.
Make Science Scintillating
* Use the microscope lens to show students the smallest
items close up (such as pond water).
* Visualize reflection of lines through a prism.
* Investigate fossils.
* Demonstrate a litmus test (acid/base).
*Freeze action in an experiment at a critical moment for
better observation.
* Introduce and share foundational physics concepts,
such as the periodic table,
atoms, molecules, elements, bonding, etc.
• Illuminate geology concepts such as rock types or plate
tectonics.
•
More Literacy Ideas
* Shared writing
* Let the entire class take turns reading aloud from the
pages of a single book projected on the screen. Expand
your book choices to anything on your bookshelf!
* Demonstrate proper letter formation for improved
penmanship.
* Help students get the hang of looking up words in the
dictionary by doing it together.
* When reading aloud, project the correct page on the
screen to ensure that everyone is on the correct page.
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* Share a writing prompt or edit it with the help of the
class.
* Open each class with daily sentence work or common
grammar and spelling mistakes.
* Compare literary styles and genres.
* Demonstrate the requirements for a standard fiveparagraph essay.
* Do interactive character sketches.
* Demonstrate poetry styles and construction, and then
write as a class, by putting the emerging class
composition side by side with a classic form.
* Show students’ writing example to provide positive
feedback, reinforce effort, or provide recognition.
Make Music and Art Beautiful
* Introduce new music, songs, composers, artists, etc.
* Teach students to read music.
* Demonstrate an art color wheel.
* Demonstrate art techniques and record for repeated
viewing.
Leverage the Internet
• Take pictures of student work, classroom examples and
other materials and post online as student study aids.
• Search the world wide web in class with students
• Do research together as a class
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Observations
We observed each other teaching with the Elmo, or
document camera throughout the year. With more
experience the teacher became more comfortable with
the technology as did the students.
All of the children in our classes expressed only
positive comments about the Elmo. We also noticed
that children who tended to be “mid-level”
academically seemed particularly attentive to the Elmo
during the lesson. Some comments from those
students:
Gabrielle: “It’s up higher and easier to see.”
Michael: “It made it easier to focus.”
Jesse: “I could see better.”
Jonathan: “Your fingers were big so I could see where
you were pointing.”
In all of the grade levels that we observed (1st, 2nd, and
5th) the children pointed to the Elmo when there were
questions about the content. Some children worked
out a disagreement about the content by referring to
the Elmo. The children worked independently and
demonstrated understanding by pointing at the screen
or modeling under the camera. Many students used
the screen as a guide for problem solving. The focus
and concentration in the room was at a high level.
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Lessons that we observed each other doing:
*Bear spelling lesson
*Test preparation
*Demonstrating directions for how to write a
bibliography
*Flipping between the web and lesson, how to take
notes from a web page
*Shared reading
*Author sharing
*Grammar lesson
*Measurement
*Division with decimals

Our Findings
The Elmo supports our teaching tremendously. It
helps children focus visually in a way that supports
both their understanding and their ability to work
independently. We observed engagement with the
content for all groups of students- students of all
genders, races, English language levels, and academic
skill levels. It is an incredibly useful tool for us to use
that helps us differentiate our instruction in a way
that supports everyone.
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Glossary Terms
Applications: Applications refer to the various programs on a
computer, such as Word, photoshop, itunes etc…. if there is
an application that you would like to have access to make sure
to tell the technology committee. Often they have to be
compatible with the computers in your classroom. For
example, we have mathfacts that can only be loaded onto PC
computers in order to use the application.
Client Based: Client based means that a computer can only
be accessed by the user that is sitting there at the time.
Therefore, the students can’t access documents when created
on one computer on a different computer.
Closets: A closet refers to where the switches are housed at
our site. There is one located behind the garden area and
another on the opposite side of the school, along with one
more in the room adjacent to the library.

Document Reader: Often referred to as an ELMO, is a digital
visualizer and can show real live items that are 3D in a 2D
image.

Driver: A driver sends the appropriate signal to a device so
that it is compatible with the sending system. The most
common type of drivers are the printer drivers. Often you
have a CD to load onto the computer or you can download
drivers to your computer for the printer.

Elmo: An Elmo is a document reader. Similar to the
overhead, but does not use transparencies.
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Ethernet Cord: An Ethernet cord is the cord that allows your
computer to access the web. It is connected to a special outlet
in your room and to the computer that needs access.
Flip Camera: A small portable video camera that can be
downloaded easily onto any computer.
Hot or Live Outlet: A hot or live outlet is when an Ethernet
plug is connected to the network allowing the user to access
the internet. They tend to be located on one side of your room.
They are not usually available in the cubby area of the room.
All of the plugs in the rooms are capable of being hot. If you
would like a different plug to be hot, you can contact our
district person and have them change out an outlet for a
different one.

Laptop: A laptop refers to a portable computer.
MAC computer: Underlining operating system is Unix. Some
applications such as Office crossover but many applications
are either PC or Mac specific.
Network: A network is the connection between 2 or more
computers for the sharing of files and documents. We do not
have network computers, which would be run off of a server,
but we are able to connect to other printers via the BUSD
network.
Network printer: A Network printer is one that is accessible
through the local network at school. All of the computers
when plugged into an Ethernet outlet, can be accessed from a
different classroom. If you are having a hard time with your
network printer you can go on line to
http://100.120.(room#).50 and check if it is a jam or another
issue. See more info on Brother Printers.
On-line: The ability to get to the internet via the computer
consul.
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PC computer: Anything that runs on a window based
computer- uses DOS as its operating system. Some
applications such as Office crossover but many applications
are either PC or Mac specific.
Printer cables: There are specific cables for printer to
computer access called printer cables. We however, have
network computers and therefore use an Ethernet cord to
connect to the internet and allow for our computers to access
the printers in that way.
Projector: A projector projects images. Our projectors are
used with both a laptop computer and an Elmo.
Server: A server refers to one computer that holds all of the
information for the local network. Therefore, students and
faculty can log in to any computer and access their personal
files. Unfortunately, servers only last on the average of 5 years
because they are consistently being used. Thousand Oaks
had a server, but it recently died and has not been replaced.
Switch: A switch is something that allows you to have one
input and multiple outputs. This is a network switch where
different outlets can be made to be “hot” in your rooms. To
access the switch you need to go into the closets, but the best
thing to do is contact your district technology person.
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