
How to use the Polycom Remote Control

The remote control has several important sections:
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NOTE:
The “SNAPSHOT” button is used to send a single frozen image to the far end at higher resolution. To exit Snapshot mode, press the NEAR button.

Making a Call From the Address Book

Pick up the remote. A screen similar to this will appear:
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Use the directional keys to place the yellow highlight box around the Address Book and press Enter.

A screen similar to this will appear:
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Once again, use the directional keys to place the yellow highlight box around the Address Book and press Enter.

A screen similar to this will appear:
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Some explanation of using the “Tabs” is in order here. Since the Address Book contains almost exclusively entries for Sandia conference rooms, the alphabetic tabs would ordinarily be of little use. Sandia Building/Room designators are typically numeric, which defeats the purpose of the tabs. Our solution has been to number the entries, and preface the number with a letter using groups of 20 entries. Thus, the numbers go A00-A19, E20-E39, etc. You can use the alphabetic tabs therefore to jump up or down the list 20 entries at a time. Once you are in the right group, move the yellow highlight box to the entry you are looking for and press Enter. The unit will immediately begin dialing your call.

Answering A Call

The majority of systems at Sandia are in Limited Areas, and due to Security regulations MUST NOT automatically answer calls. Those systems that meet the requirements for allowing automatic answer have a label on the monitor stating that they are in automatic answer. On such systems it is important that you not try to manually answer, since this will hang up the incoming call.

For all other systems you will have to manually answer the incoming call. Here’s how:

In addition to the ringing sound, a dialog box similar to this will appear:
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The highlight box will already be around the “Yes”. Press the Enter button if you want to accept the call. Move the highlight box to “No” and press the Enter button if you DO NOT want to accept the call.

Hanging up a Call 

Press the green "CALL _ HANGUP" button twice.

Redialing a Call 

Pick up the remote. Use the directional keys to place the yellow highlight box around the Address Book and press Enter. A screen similar to this will appear:
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Use the directional keys to place the yellow highlight box around the "1" square and press Enter.

You can also just press "1" on the remote keypad to make the call from this screen.

Camera Controls

You can adjust the pan, tilt and zoom of local and far end cameras. On cameras with automatic voice tracking, you can control voice tracking as well.

To select the camera to control, use the remote control and do the following:

· To move your main local camera, press NEAR. A camera icon facing toward local viewers ([image: image9.jpg]


) will appear in the top right corner of the main monitor.

· To move the main far end camera while in a call, press FAR. The camera icon in the top right corner will face away from local viewers. ([image: image10.jpg]


) 
NOTE: All far end controls require you to be in a call.

· To select another local camera, press NEAR twice to bring up icons for all the connected local cameras; then use the arrow buttons to highlight the appropriate icon. Note that some icons appear regardless of the connection or availability of cameras; verify the connection of auxiliary devices before attempting to use them. 

Pan and Tilt

To adjust the pan or tilt of a camera use the arrow keys on the remote controller. The camera will pan, tilt, or zoom only when the camera icon appears on-screen.

· To pan left, press the LEFT arrow button. 

· To pan right, press the RIGHT arrow button. 

· To tilt up, press the UP arrow button.

· To tilt down, press the DOWN arrow button.
Zoom

To zoom in, press the top of the ZOOM button.

To zoom out, press the bottom of the ZOOM button.
To set a preset,

1. Use the NEAR or FAR buttons on the remote control to select the local or far end camera to set.

2. Position the camera by using the arrow buttons and the ZOOM control on the remote control.

3. Press SELECT.

4. A message “Press 1-9 to store a preset” will appear on the main monitor.
5. Press one of the number buttons on the remote control to assign that button to the preset.

To go to a particular preset,
1. Use the NEAR or FAR buttons on the remote control to determine which camera to activate a preset. 

2. Enter the appropriate number button on the remote control.

Audio Controls
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Video Input 
To chose between the three available input video sources, press the “NEAR” button (you may have to do it twice) until a series of icons appear at the lower left side of the screen:
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Use the arrow buttons to position the yellow highlight box around the source you want. main camera, the middle one is the document camera, and the right one is the VCR.

NOTE:
This menu remains visible for only a few seconds if you don’t make a selection!  You have to move the selection quickly!

If (and only if) you also want your local monitor to show the newly selected source, press the Enter button WHILE THE MENU IS STILL VISIBLE. Pressing the “FAR” button once will cancel the preview mode.

Selecting Far End Sources

NOTE:
Selecting sources for the FAR end works only when you are in a call.

Pressing the “FAR” button twice will bring up a series of 5 icons representing POTENTIAL video sources at the remote site:
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The leftmost one typically will represent the far end’s main camera. If you choose one and receive no video, or a blank screen, try another selection. There won’t necessarily be active sources on all 5 selections.

Other Adjustments

Picture in Picture (PIP)

Picture in Picture is an automatic feature that becomes active in both single or dual-monitor configurations.
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Single Monitor

When a video call is first completed, the picture from the main camera at the far end is displayed as the large image in the main monitor and the picture from the local main camera is displayed on the main monitor as a small picture (a PIP) in the lower right corner of the main picture.

To remove the PIP, put the remote down.
For those who prefer to leave the PIP turned on, you can do so by setting the remote down on either side instead of on its back.




You can control the Far End volume by pushing the up and down arrow buttons. 





To toggle the mute on your end, press the orange MUTE button.
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