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Multi-Media SET UP & SERVICES Form – NORTH CAMPUS
ON-CAMPUS SET UP PROCEDURE
ALL ON-CAMPUS SET UPS REQUIRE A HELP DESK TICKET
  Call (x7521) or e-mail (helpdesk@broward.edu) with your request, and provide the following information: 

1. Requester’s name, phone number and department. 

2. Request the equipment that needs to be set up.
Equipment available*:  

· Lecternette

· Cassette tape recorder
· Telephone recorder
· MIniDV camcorder
· Tripod

· MiniDVD-R camcorder
· VHS camcorder

· Laptop

· TV

· Projector screen

· Video projector

· DVD/VCR player

· Flipcharts

· Overhead

· Slide projector
*Requester is responsible for procuring the appropriate tapes/ discs for the above equipment.
3. Date (s), days (Monday – Sunday) and times needed. 

For example:  from 10/23/08 until 11/03/08, Tuesdays and Thursdays from 10:00 am to 11:00 am. 

4. Location for set up:  For example:  Bldg. 62 - Rm. 142
Please note: By creating this helpdesk ticket, requester assumes responsibility for borrowed equipment.

AUDIO VISUAL (AV) SERVICE PROCEDURE  

ALL AV SERVICES REQUIRE A HELPDESK TICKET
These services are subject to IT personnel availability, the approval of the requester’s supervisor, and IT/campus priorities.
Call (x7521) or e-mail (helpdesk@broward.edu) with your request, and provide the following information: 
1. Requester’s name, phone number and department. 

2. Request the services required.


Services available*:
· Video dubbing 

· CD/DVD copying

· Video shoot

· Editing projects.

*Requester is responsible for procuring the appropriate tapes/ discs for the above services.
3. Date (s), days (Monday – Sunday) and times needed. 

For example: 10/23/08 from 10:00 am to 11:00 am. 

4. Location for video shoot:  For example:  Bldg. 62- Rm. 142
