
Technical Support:    1-800-696-4357 (HELP) 

Using the Polycom System  
 
The PolyCom video conferencing 
system includes the following 
components: 
 
�  Remote TV monitor – displays the 

distant locations (sites) 

�  Local TV monitor – displays the 
computer content for all locations 
or the image being sent from your 
location (what the distant sites will 
see when you are speaking)  

�  Polycom ViewStation  
and camera 

�  Microphones 

�  Remote control  

�  Document camera 

�  Computer / computer input  

The ViewStation and TV monitors should be turned on before the starting time of your class 
or meeting. If they are not turned on: 
 

�  Turn on the Polycom ViewStation and “remote” (Sony) monitor by pressing the red 
power switch on the right side of the black cabinet (cabinet with glass front). 

�  Turn on the “local” TV monitor (Sharp) by pressing its front panel power button.  
 

For most conferences, a central control system (“MCU”) automatically connects the 
participating locations 15 minutes prior to the conference start time. Conferences are usually 
voice-activated. When sustained speech (several seconds) is detected at a participating site, 
the MCU selects that site as the view seen by conference participants at the other sites.  
 
* The ViewStation must be on just prior to the start time of your class or meeting in order for 
an automatic conference connection to be made to your site. If you are not automatically 
connected by the start time of your conference, please contact Technical Support to have 
your location connected to the conference. 

 
Make sure that the microphones are placed in a central location. 
 
Your microphones must be on for others to hear  
you; press the button on either microphone to open  
(red light off) or mute (red light on) the microphones. 
 
 
 
*A warning tone will sound five minutes before the end of any class 
 or meeting that has been pre-scheduled through the central MCU.  

open / mute 
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Using the Polycom Remote Control 
 

 
 
Volume adjustment (the sound YOU hear) 
Adjust the Polycom volume using the Volume button on the 
remote. Please do not adjust the volume using the volume 
buttons on the television monitor. 
 
 
Camera adjustment  

�  Press the Near button on the remote control. 
�  Adjust the camera using the Arrow  and Zoom buttons. 

 
 
Setting up camera presets 

�  After setting the camera to where you want it, press 
Preset to display presets, then press a number 0-9 
on the remote. 

�  To go to a preset camera position, simply press a 
number 0-9. 

 
 
Selecting another device  
In addition to the main camera, you can select the document 
camera to transmit views of objects and paper documents or the 
VCR/DVD player (where available) to transmit programs from 
disc and tape.  
 

�  Press the Near button until you see options 1 through 4. 
�  Type in the appropriate number for the source. Be sure to 

return to the main camera view (Source 1) after using a 
different source. 
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Using the provided Desktop Computer (where availabl e) 
 

You can use a computer connected to the PolyCom system to transmit software programs, Web 
sites, and PowerPoint presentations. The computer screen will be displayed on the “local” 
monitor at all locations, while people are viewed on the “remote” monitor. 
 
Logging on to the computer 
To log on to the provided computer, use your "@maine.edu" username and password.   
 
Selecting the computer as a source  
To select the computer, press the Graphics button on the remote.  
 
Software installation 
To have special software installed for a course, faculty should give the Computing staff 10 weeks 
notice. This lead time is necessary in order to: 

�  verify that the license agreement permits installation of the software; 
�  check technical requirements; 
�  install the software. 

 
Please notify the Faculty Liaison of your software needs using the paper form in the faculty 
packet distributed prior to every semester, or use the online form at 
http://www.maine.edu/faculty/forms/Install.html 
 
 
 
Using a Notebook Computer (where available) 
At most locations, an interface device (Polycom Visual Concert) and cable set is provided for 
connecting a notebook computer to the Polycom system. The cables attach to your notebook’s 
external monitor connector, audio out/headphone connector, and network connector (as an 
alternative to wireless). Make sure to activate the external monitor connector on your notebook 
(usually a dedicated Function key toggle such as “F5”) in addition to the notebook’s own LCD 
screen. Press the Graphics button on the Polycom remote to display the notebook’s output as 
part of your conference. 
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Using the PolyCom System for Direct Connections 
 
 
For ad hoc meetings, you can connect with other locations directly without pre-scheduling. 
The video switching is automated. Screens will be split depending on the number of 
participating sites. 
 
You can connect with another location in one of two ways. Start by pressing the MENU 
button (4) on the remote control.  
 
 

 
Connect Using  

the Address Book 
 

 
Connect Manually 

 

 

�  Highlight the Address 
Book using the 
appropriate Arrow  keys 
on the remote. 

�  Press the Select button.  

�  Scroll using the up/down 
Arrow  keys and press 
Select to “dial” your 
location. 

�  You will see a dialing 
confirmation and the 
system will connect. 

 

 

�  Highlight Video Call using the 
appropriate Arrow keys on the 
remote. 

�  Press the Select button. 

�  Use the number pad on the remote 
to enter the IP address. )Use the 
Dot key on the remote for the dots.) 
Example: 130.11.162.50  

�  Press the Select button to connect. 

�  You will see a dialing confirmation 
and the system will connect. 

 

 
 
At the end of your meeting, press the Call – Hang Up button on the remote. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 


