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Anyone Can
Your videoconferencing system looks simple, as you can see here. But it holds the
power to change the way you do business.

With just this booklet in hand and a few button presses, you — or anyone — can walk
into a conference room and enjoy meeting face-to-face with people who are miles or
continents away.
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About the Remote Control
The remote control you use with your system is divided into sections to help you quickly
find the buttons you need.

This button lets you
access the online
information system.
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HANG UP

CANCEL
VIEW
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ENTER

These two buttons
let you administer
your system and get
system status.
These buttons let
you answer, dial, and
hangup.

These buttons let you
control what you view
on the screen.

VIEW

FAR END

NEAR END

SNAPSHOT

PIP

DOC

VCR

SNAPSHOT

PRESET

SET

SEND

These buttons let you
control the video you
send to the other site.

MAIN

AUTOMATIC SHOW ROOM
ADJUST

These buttons let you
adjust the camera at
your site or at the
other site.

FAR END

NEAR END

ZOOM

POINT

These buttons let
you control the sound.
MUTE
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VOLUME

What to Expect
For details about
answering and
calling, look under
the Making a Call tab
in this booklet.

You’ll see that most of the things that happen in a videoconference are the same as in
other meetings. People talk, make decisions, crack jokes, and act the way they always
do. As usual, you have to wait for everyone to arrive. But, with a videoconference, people
arrive by video as well as through the door.
To start the videoconference, you dial a couple of numbers, just as you do with a phone.
Or you can let the other person dial, and you answer.
• If you’re dialing, you can either dial from the Directory, manually dial, or speed dial.
• If someone is dialing you, you’ll hear a ring and see messages on the screen letting
you know a call is coming in. To answer, press the green button,
.
CALL
ANSWER
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For details about
what you can do
during a meeting,
look under the Using
the System tab in
this booklet.

Now you can continue the videoconference just as you would any other meeting. You
can talk in a natural voice and look at the person you’re talking to. (After a lifetime of not
being able to chat with your TV, you might feel a bit reluctant the first time you try this.
The second time, there’s nothing to it.)
Once your meeting gets underway, you might adjust the volume, mute your
microphones, switch to a tabletop camera to show a document, or perform other simple
tasks using your remote.
Then, when your meeting is over, you simply press

to hang up.
HANG UP
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Beyond the Basics
For details about
how to use these
and other features,
press
on your
remote to access
the online help.

Your videoconferencing system has more features than those described in this booklet
— features that make videoconferences even more natural and productive.
As you get more comfortable using your videoconferencing system, you’ll probably want
to learn to use these advanced features.
• Camera presets let you change the main camera’s view instantly to any of several
views you’ve set up beforehand.
• Snapshots let you show a high-resolution still image of a document, or anything
else, for close study.
• Using a VCR with your system lets you record videoconferences and play videotapes during videoconferences.
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• Maintaining the Directory lets you add new entries to the Directory, modify entries
that are already in the Directory, and delete entries that you no longer need.
The Directory is like a phone book that lists the names, phone numbers, and other
information about the sites you call. (Depending on how your system administrator
set up your system, you may not be able to make changes to the Directory.)
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Answering a Call
When you receive a video
call, you’ll hear a ring and see
a message telling you that
there is an incoming call.

Press

CALL
ANSWER

.
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If your system is set up to answer calls automatically, you don’t have to do
anything to answer a call.
However, be aware that setting up your system like this means that anyone can
call your site at any time and possibly see or hear anything in the room.
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Dialing from the Directory
The Directory is a phone
book that lists names and
numbers of the sites you call.
Because video numbers are
often long and difficult to
remember, the Directory
makes it easier for you to dial
a site.

1.

Press

.
CALL
ANSWER

2.

Using the arrow buttons on the remote to
move around the screen, highlight the site
that you want by either:
• Scrolling through the list.
• Moving to the tabs and highlighting the
tab that you want, then moving
back and scrolling through the list.

3.

Press

If the site you want isn’t in the
Directory, you can manually
dial instead.

to place the call.
ENTER
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Manually Dialing a Call
You can manually dial two
types of calls: ISDN or Local
Area Network (LAN).
Your system administrator
can set up your system so
you can make only ISDN
calls, only LAN calls, or both.

1.

Press

.
CALL
HANG
UP
ANSWER

2.

Using the arrow buttons on the remote to move around the screen,
highlight the Manual button and press
.
ENTER

If you don’t want to manually
dial, you can use the
Directory or speed dial
instead.
(Continued on next page…)
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For ISDN calls, the ISDN
Manual Dial screen appears
for you to enter the video
phone number(s).
You must also select the rate
at which to dial your call. If
you don’t know which rate to
select, contact your system
administrator.

For ISDN calls:
3.

The ISDN Manual Dial screen appears:
• Type the first video phone number.
• If your call needs two numbers, use
to copy the first number to the
second line, and change the number
as needed (use
to backspace).
• Highlight the rate at which to dial
your call.
• Press

to dial the call.
ENTER
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For LAN calls, the way your
number looks can help you
figure out which field to enter
it in:
Number: Two similar
numbers, such as
1115551111 and
1115551112.
Alias: Letters and/or
numbers, such as TOM1.
Extension: Numbers only,
such as 4321.
IP address: Four segments,
each from 0 to 255, such as
110.112.113.114.

For LAN calls:
3.

The LAN Manual Dial screen appears:
• Use
and
to access the
field(s) that you want.
• To enter an alias, press
to access the letter grid, type the
alias, and select DONE when you
are finished.
ENTER

• To enter video phone numbers,
an extension, or an IP address,
use the number buttons on the
remote. (Don’t worry about
entering the punctuation — you
don’t need hyphens in the Number
field and the system already has
dots in the IP Address field.)
• Press

ENTER

to place the call.
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Speed Dialing
Speed dialing is a way to
quickly call any site listed in
the Directory.

1.

.

If you’re viewing the Directory
screen, the Speed Dial field
appears at the bottom of the
screen. Otherwise, the Speed
Dial dialog box appears.

Speed-dial numbers are
listed in the Directory beside
the site name.
If you don’t have a site’s
speed-dial number, you can
use the Directory or manually
dial instead.

Press

2.

Type the one- to four-digit speed
dial number.
(Use
if you make a mistake.)

3.

Press

ENTER

to place the call.
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Redialing
The redial feature on your
system lets you automatically
call the last number that you
dialed.

1.

Press

.
CALL
ANSWER

2.

Using the arrow buttons on the remote to move around the screen,
highlight the Redial button. (If a redial number is not available, you won’t
be able to access this button.)

3.

Press

The redial number is saved
for ten minutes.
Redial is especially useful
when the system you’re
calling is busy or if you get
disconnected during a call.

ENTER

to redial the call.
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Hanging Up
When you’re ready to end
your video call, you can
simply hang up.
If you hang up when you’re in
a multipoint video call, your
site is disconnected from the
call, but the rest of the
multipoint videoconference
continues.

1.

Press

.
HANG UP
CALL
ANSWER
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2.

Press

again.
CANCEL

HANG UP
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ENTER

Learning More about Making a Call
If you want to learn about
more advanced calling
features, see the online help.
To access the help, press
.

Press

to learn what you can do with these buttons.

Here are some topics you’ll
find in the help:
• Adding new Directory
entries
• Modifing Directory
entries
• Deleting Directory entries
Note that you won’t be able
to use these advanced
features if your system
administrator makes them
unavailable.
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Muting Your Microphones
If you want to speak privately to someone at your site during your
videoconference, you can mute your microphones. When you do this, a
mute icon appears on your screen and at the other sites.
When you finish your private conversation, press
return to sending sound to the other site.

again to

MUTE

Press

.
MUTE

ADJUST

FAR END

NEAR END

ZOOM

MUTE
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POINT

VOLUME

Adjusting the Volume
If the sound you hear from the other site is either too faint or too loud,
you can adjust it. (If you can’t hear the other site at all or if they can’t
hear you, make sure that neither of you muted your system.)

Press

.
VOLUME

Don’t use the volume buttons on your monitor to adjust the sound, as
this may interfere with your ability to adjust the volume with the remote.
In general, leave the volume level on the monitor set to about the middle
position.
The
button doesn’t control the volume for your system’s
sound effects, such as the ring and error tone. To adjust these, press
, select Preferences, and then select the Sound Effects Volume.

FAR END

NEAR END

ZOOM

POINT

VOLUME

SETUP
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MUTE

VOLUME

Using Automatic Camera Positioning
With automatic camera positioning, your system senses voices in a
room and automatically points the camera at the speaker.
The system is delivered with automatic camera positioning enabled, but
you turn it on or off by pressing
in a call.
AUTOMATIC

Press

.
AUTOMATIC

FAR END

It also turns off automatically when you press other buttons, such as
these:

MAIN

• Any preset button or
• Any SEND button.

SHOW ROOM

.

NEAR END

SNAPSHOT

PIP

DOC

VCR

SNAPSHOT

PRESET

SET

SEND

AUTOMATIC SHOW ROOM
ADJUST

FAR END

NEAR END

•

or
POINT

Automatic camera positioning then
either turns on or off.

.
ZOOM

• The blue button or
Look-At-Me-Button.

SHOW ROOM

, which are both on the optional
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Choosing Cameras and Adjusting the View
During a videoconference, you may want to adjust the view of your
main camera or the view of the main camera at the other site to show a
different speaker or to zoom in or out on the people in the meeting.
You may also need to switch between your main camera and your
document camera.

1.

To choose the main camera,
press
.

2.

Press
to adjust the main
camera at your site or press
to adjust the main camera
at the other site.

MAIN
NEAR END

FAR END

Before adjusting the main camera, remember this:
• If you have automatic camera positioning turned on, your main
camera automatically adjusts for you. Any manual adjustments you
make will automatically turn off automatic camera positioning.
• You may not be able adjust the camera at the other site — it
depends on what type of system they have and whether they allow
you to do so.

AUTOMATIC SHOW ROOM

SET

FAR END

NEAR END

ZOOM
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PRESET

ADJUST

POINT

To choose a document camera, press
. You can then adjust the
camera by using the controls on the camera itself to zoom in, zoom out,
or focus. Or, you can pivot or move the document camera as needed to
show another object.
DOC

3.

Press
to move the main
camera or press
to zoom.
POINT

ZOOM

MAIN

DOC

AUTOMATIC SHOW ROOM

VCR

SNAPSHOT

PRESET

SET

ADJUST

FAR END

NEAR END

ZOOM

MUTE
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POINT

VOLUME

Displaying and Removing the PIP
The little window on your screen is called the picture-in-picture (PIP)
window. Most of the time the PIP shows what you’re sending to the
other site (which is usually a view of your site).

Press

.
PIP

The PIP comes on automatically anytime you adjust your cameras so
that you can see what you’re changing.
0

If the PIP is in the way of something on the screen, you can move it.
To do this, press
, select Preferences, select PIP Position, and then
select the position you want.

#

HANG UP

CANCEL

ENTER

SETUP

VIEW

FAR END

NEAR END

SNAPSHOT

PIP

DOC

VCR

SNAPSHOT

SEND

MAIN

The PIP then either appears on your
screen or disappears.
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Learning More about Using the System
If you want to learn about how to use more advanced system features,
see the online help. To access the help, press
.
Here are some of the advanced topics you’ll find in the help:
• Setting and using camera presets
• Sending and redisplaying snapshots
• Using a VCR to record videoconferences or play videotapes

Press
to learn what you can do
with these buttons.

CANCEL

ENTER

VIEW

FAR END

NEAR END

SNAPSHOT

PIP

DOC

VCR

SNAPSHOT

PRESET

SET

SEND

MAIN

AUTOMATIC SHOW ROOM
ADJUST

FAR END
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Solving Problems
If you run into a
problem with your
videoconferencing
system, here’s what
you should do…

You’ll find solutions to most of your videoconferencing system problems in this
booklet or in the online help. If you can’t solve the problem yourself, make sure you
have this information handy when you contact your system administrator:
• The system serial number (located on the bottom of your system)
• Any error messages that appeared
• Symptoms you’re experiencing
You may also need to answer questions about your system and network
configuration. To find this information, press
to access the Setup menus.
SETUP

If you want to access the help or administer your system from your desktop using a
web browser, you can use the Remote Management System. Press
for more
information about this feature.
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No Power
If your system has
no power, here’s
what you should
do…

1.

Make sure that the power switch on the side of your system is turned on.
When the system is on, the LED on the left side of the front of the system is lighted.

2.

Make sure that the power adapter cable is plugged securely into the back panel
and the wall.

3.

Make sure that power is available at the wall outlet.

If you still don’t have power to your system, call your system administrator.
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System Fails Power-On Tests
Your system automatically performs
several tests when
you power it on.
These tests check
the hardware
components and
system software.
If your system fails
the power-on
tests, here’s what
you should do…

1.

Determine if your system has, in fact, failed the tests. If it has:
• An LED near the power connector on the back of the system blinks momentarily
and then remains lighted. (If your system is connected to a LAN, you may see
another lighted LED. This does not indicate a problem — it simply indicates that
there is LAN traffic.)
• An error message tells you that the tests failed or, more specifically, what might
be wrong with the system.
• The videoconferencing system won’t run.

2.

Make sure that all cable connections to your system and to the monitor are correct
and secure.

3.

Turn the system off and on to run the power-on tests again.

If the system fails the power-on tests again, contact your system administrator. If the
tests show that there’s a problem with the network, contact your network provider
instead.
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No Sound
If your system has
no sound, here’s
what you should
do…

1.

Press

on your hand-held remote to increase the volume.
VOLUME

2.

Make sure that neither your site nor the far-end site has muted the call (a mute icon
appears on the screen when the call is muted).

3.

Make sure that all cable connections to your system and to the monitor are correct
and secure.

4.

Check the volume level on your monitor. To do this, hang up the call, press
,
select the Diagnostics menu, and then select Generate Audio Test Tone. (Note that
your system administrator may have password-protected the menus.)
If the audio tone you hear is not loud enough, increase the volume level on your
monitor. A mid-range level is recommended.
SETUP
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5.

If the far-end site can’t hear you and you detached an optional microphone during
the call, reattach that microphone and then restart the system.

6.

Call another site. If you can hear each other, the problem may be with the other site
from the first call. If you cannot hear each other, hang up the call and continue with
the next step.

7.

Press
, select the Diagnostics menu, select Run Loopback Tests, and then
select the Local Channel test. Speak into the microphone. If you cannot hear
yourself back, the problem is with your system.
SETUP

If your system still has no sound, contact your system administrator.
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Blank Screen
If your system has a
blank screen, here’s
what you should
do…

1.

Press a button on your hand-held remote to see whether your system responds.
(Your system may be in stand-by mode, and pressing a button will remove it from
stand-by mode.)

2.

Make sure that the power switch on the side of your system and the power switch
on your monitor are turned on.

3.

Make sure that all cable connections to your system and to the monitor are correct
and secure.
In particular, make sure that the monitor is plugged into the correct video source on
the back of the system. For example, your system will have a blank screen if the
monitor is connected to VIDEO 2 and your system is connected to VIDEO 1.

If your screen is still blank, contact your system administrator.
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“Call Disconnected” Message Appears
If you have an ISDN
network interface
and the message
“Call Disconnected”
appears on your
screen, here’s what
you should do…

1.

Make sure all network connections to the system are securely attached.

2.

Press
, select the Status menu, and then select System State. The Network
State field shows whether the network is connected or disconnected. If it’s
disconnected, contact your system administrator.

3.

If you suspect the problem is with your system, press
(if you’re not already in
the Setup menus), select the Diagnostics menu, select Run Loopback Tests, and
then select the Local Channel test. This test verifies the operation of some
components and cables.

4.

Press
(if you’re not already in the Setup menus) and then check the Network
menus to see if your network interface is set up correctly. (Your network service
provider can help you determine this.)

SETUP

SETUP

SETUP

If you still can’t place the call, contact your system administrator.
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Can’t Call a Site (ISDN to ISDN or LAN)
If you have an
ISDN network
interface and you
can’t place a call to
an ISDN or a LAN
site, here’s what
you should do…

1.

Confirm with the far-end site that the number you’re calling is correct and that the
extension for dialing out of your site is correct (for example, many sites require that
you enter a “9” to place an outside call).
To check what your dialing prefix is currently set to, press
, select the Network
menu, select ISDN, select Options, and then select Dialing Prefix.
SETUP

2.

Make sure all network connections to the system are securely attached.

3.

Press
(if you’re not already in the Setup menus), select the Status menu, and
then select System State. The Network State field shows whether the network is
connected or disconnected. If it’s disconnected, contact your system administrator.

4.

Press
(if you’re not already in the Setup menus), and then check the Network
menus to see if your network interface is set up correctly. (Your network service
provider can help you determine this.)

SETUP

SETUP
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5.

If you suspect the problem is with your system, press
(if you’re not already in
the Setup menus), select the Diagnostics menu, select Run Loopback Tests, and
then select the Local Channel test. This test verifies the operation of some
components and cables.

6.

Have the far-end site try to call your site. If this is successful, proceed with the next
step. If this is not successful, proceed to Step 9.

7.

Press
(if you’re not already in the Setup menus), select the Network menu,
select Options, select ISDN, and then select a different rate for your call. Place your
call again. If this is successful, use this rate for calls made to this site.

8.

Turn off Use Automatic Rate Adaption from the Options menu. Place your call
again. If this is successful, you can save this setting for calls made to this site and
turn on Use Automatic Rate Adaption again for your other calls.

SETUP

SETUP

(Continued on next page…)
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9.

If the far-end site is a PictureTel system, have that site run the Local Channel test
from the Run Loopback Tests menu on the Diagnostics menu. If this test fails, the
far-end site should contact their videoconferencing service provider.

10. If the far-end site is not a PictureTel system, verify that it can receive a call using the
H.320 standard. Some non-PictureTel systems require that you manually set up the
system before accepting an H.320 video call.
If the far-end system is H.320 compatible, verify that it can support and is set for the
appropriate video and audio transmission formats.
11. Check to see whether the far-end site is on a virtual private (sometimes called
software-defined) network.
Have the far-end site ask their internal telecommunications department for this
information. Many virtual private networks do not permit inbound calls and some
virtual private networks restrict OFF-NET calls (calls outside the private network).
If you are both on the same virtual private network and you are still experiencing
problems, contact your network provider.
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12. Press
(if you’re not already in the Setup menus), select the Diagnostics menu,
select Run Loopback Tests, and then run the Network Reflector test.
This test verifies the transmission of data over the network.
SETUP

13. Check that you are dialing the correct OFF-NET numbers for the far-end site.
Have the people at the far-end site ask their internal telecommunications
department for this information.
If you are still experiencing problems, contact your videoconferencing service provider.
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Can’t Call a Site (LAN to ISDN)
If you have a LAN
network interface
and you can’t place
a call to an ISDN
site, though you can
place calls to LAN
sites, here’s what
you should do…

1.

Confirm with the far-end site that the number you’re calling is correct and that the
extension for dialing out of your site is correct (for example, many sites require that
you enter a “9” to place an outside call).
To check what your dialing prefix is currently set to, press
, select the Network
menu, select ISDN, select Options, and then select Dialing Prefix.
SETUP

2.

Make sure the LAN connection to the system is securely attached and the green
light beside the connector is lit.

3.

Try calling another ISDN site. If you can connect to other ISDN sites, but you still
cannot connect to one particular site, the other site may be the problem. Contact
your system administrator.

4.

Press
(if you’re not already in the Setup menus), select the Status menu, select
System State, and then select Network State to see whether the network is
connected or disconnected.
SETUP
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5.

Press
(if you’re not already in the Setup menus) and then check the Network
menus to see whether your network interface is set up correctly.

6.

Contact your system administrator to find out if your site has an H.323 gatekeeper
available that is up and running. Also ask your system administrator to verify the
existence of an H.323 to H.320 gateway within your site.
If there is no gatekeeper or if your gatekeeper is up and running and your site has
the appropriate gateway, proceed with the next step.

7.

Ask your system administrator to “ping” your site to make sure your connection to
the LAN is okay.

SETUP

If your LAN connection is okay, but you still can’t place the call, contact your ISDN
network provider.
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Can’t Call a Site (LAN to LAN)
If you have a LAN
network interface
and you can’t place
a call to another LAN
site, though you can
place calls to ISDN
sites, here’s what
you should do…

1.

Make sure the LAN connection to the system is securely attached and the green
light beside the connector is lit.

2.

Place a video call to the far-end site again. Messages on your system may tell you
what, if anything, is causing a problem. Contact your system administrator, if
needed.

3.

Press
, select the Status menu, select System State, and then select Network
State to see whether the network is connected or disconnected. If it’s
disconnected, contact your system administrator.

4.

Press
(if you’re not already in the Setup menus) and then check the Network
menus to see if your network interface is set up correctly.

5.

If you suspect the problem is with your system, press
(if you’re not already in
the Setup menus), select the Diagnostics menu, select Run Loopback Tests, and
then select the Local Channel test. This test verifies the operation of some
components and cables.

SETUP

SETUP

SETUP
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6.

If you are using an extension or an alias to place the call to the far-end site, try their
IP address instead. (The people at the far-end site should be able to provide you
with their IP address.)
If you can place the call using the IP address, your H.323 gatekeeper is down or
your access to the gatekeeper is down. Notify your system administrator.

7.

Place a telephone call to the far-end site and ask them whether their system is
behind an IP network firewall. If it is, the far-end site must provide a way for LAN
traffic to go through. If they can’t, you cannot make the call.

8.

If the far-end site is within your LAN, have your system administrator “ping” the IP
address of the far-end site from an independent IP workstation. If the ping fails, your
site cannot reach the far-end site over the LAN. Contact your network provider. If
the ping responds fine, the LAN connection from your site to the far-end site is okay.

If you still can’t call another LAN site, contact your system administrator.
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Help Numbers
If you need help with
your system, start by
checking the online
help (press
on
your remote).

System AdministratorÕs Name

Phone Number

_______________________________________

___________________________

_______________________________________

___________________________

If you need more
assistance, contact
the following:

Videoconferencing Service ProviderÕs Name

Phone Number

_______________________________________

___________________________

_______________________________________

___________________________

Network ProviderÕs Name

Phone Number

_______________________________________

___________________________

_______________________________________

___________________________
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System Information
Use this page to
record information
about your system
that you might need
to know (you can
also find some of this
information by
pressing
,
selecting Status,
and then selecting
Versions):
SETUP

Room Location:

__________________________

Room Phone Number:

__________________________

Video Call Number(s):

__________________________
__________________________

System Serial Number:

__________________________

Software Version Number:

__________________________

Hardware Revision Number: __________________________
Network Type:

__________________________

ISDN ConÞguration Information:

LAN ConÞguration Information:

__________________________

_________________________

__________________________

_________________________

__________________________

_________________________

__________________________

_________________________

__________________________

_________________________
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Frequently Called Numbers
Use this page to
record information
about the
videoconferencing
systems that you call
frequently:

System Location

System Type

Room Phone No.

Video Call No.

_______________

___________

_______________

_______________

_______________

___________

_______________

_______________

_______________

___________

_______________

_______________

_______________

___________

_______________

_______________

_______________

___________

_______________

_______________

_______________

___________

_______________

_______________

_______________

___________

_______________

_______________

_______________

___________

_______________

_______________

_______________

___________

_______________

_______________

_______________

___________

_______________

_______________

_______________

___________

_______________

_______________
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Notes
Use this page to jot
down information
about your system
that you want to
remember or that
other users may
need to know:

_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
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