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For additional help, go to www.polycom.com, Support, Learning Center and Training, 

End User Training (located on the left in the gray box). 

 

For additional help with immediate Polycom equipment problems, please call Lisa 

King at InLine 1-877-421-6128, ext 537, lking@inline.com.  You may also contact Cindy 

Ham 1-877-421-6128, ext 542, cham@inline.com. 

 

http://www.polycom.com/
mailto:lking@inline.com
mailto:cham@inline.com
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GETTING TO KNOW YOUR SYSTEM 

 

1.  The picture above is the Home (Place a Call) screen.  This is where you go to place calls or to 
access your System (to make changes). 

2. Clicking on Directory, brings up your phone book, where frequently called numbers can be 
stored. 

3. Clicking on Recent Calls, brings up the screen below, which shows who was called, the date and 
time, and whether the call was outgoing or incoming.  Where there is a name, it means the call 
was answered.  Where there is an IP address only, it means the call was NOT answered. 
 

 
4. To get back to the Home screen at anytime, press the Home key on the remote. 
5. While on the Home screen, using the remote, arrow down to System and press Enter to get the 

System screen (shown below). 
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6. Admin Settings should be highlighted, press Enter. 
7. The next screen, shown below, is the system password.  The password is usually the serial number 

of the Codec.  This number should never be cleared out.  If it is cleared out, it will have to be typed 
in time this screen is accessed.  Press Enter to get to the next screen. 
 

 
 

8. Arrow down and choose Monitors on the Admin Settings page.  Press Enter. 
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9. On the Monitors page, Monitors should be highlighted.  Press Enter. 
 

 
 

10.  The following series of images will show the setting needed on each of the Monitor pages.  On the 
second image, checking both Far and Near in Monitor 1 and Far in Monitor 2, will allow the user to 
switch the images between Monitor 1 and Monitor 2 (as explained on page 9).  It will also allow 
the back monitor (Monitor 1) to split, so that all Far sites can be seen, when in a Multipoint call.  (If 
your back screen DOES NOT split when in a Multipoint call, then the two monitor cables on the 
back of the Codec need to be swapped.) 
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11. Press the Back button on the remote to go back to the Monitors page.  Arrow down and choose 
Multipoint Setup. 

12. Leave Auto Answer Multipoint Video on No.  This will allow you to choose to answer or reject a 
call if another school tries to call in during class when in a Multipoint call.  

13. When in a Multipoint  call, there are four different viewing modes for the remote site, Automatic, 
Discussion, Presentation, and Full Screen. 

14. Automatic is the default mode and switches between Discussion and Presentation modes 
automatically (changes about every 15 seconds) based on the interaction between the sites.  

15. Discussion mode will show all sites involved in a call in a split screen, which all sites can see.  (This 
will be shown on the back monitor.) 

16. Presentation ƳƻŘŜ ǎƘƻǿǎ ǘƘŜ ǘŜŀŎƘŜǊ Ŧǳƭƭ ǎŎǊŜŜƴ ƻƴ ǘƘŜ ŦŀǊ ǎƛǘŜΩǎ ǎŎǊŜŜƴΦ  ¢ƘŜ ǘŜŀŎƘŜǊ ǿƛƭƭ ǎŜŜ ǘƘŜ 
far site on the back monitor.  (This is usually the recommended setting for teaching to multiple 
sites.) 
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17. Full Screen mode is voice activated and will show whichever site is speaking full screen.  
18. Under Multipoint Mode, choose Presentation for teaching purposes. 
 

 
 

19. Press the Back button on the remote to go back to the Admin Settings page (as shown at the top of 
page 5).  Arrow down and choose Cameras. 

20. The Main Camera, located in the back of the room, displays the front of the room/teacher.  The 
Front/Auxillary Camera, located in the front of the room, displays People/or your students.  Both 
cameras are connected by S-Video cable. 

21. The VCR is really anything that displays Content through the projector, laptop, Elmo, interactive 
whiteboard, or DVD/VCR.  It should be on Content and is connected by a Composite cable.  (Some 
say that changing the VCR setting to People allows a sharper picture when playing a VHS tape, but 
will also make the picture display on the front monitor, not the projector.) 
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22. On the first Camera Settings page, leaving the check in Far Control of Near Camera allows a 
teacher calling into your room to control your cameras. 
 

 
 

23. On the next page under Camera Settings, make sure that all Cameras are set to Motion . 
24. Press the Back button on the remote to go back to the Admin Settings page (as shown at the top of 

page 5).  Arrow down and choose Network. 
25. Arrow down and choose Call Preferences.   
26. Enable H.239 should always be checked.  This is your content sharing port, which allows you to 

share content with other schools when in a call. 
27. Enable H.323 should always be checked.  This is your internet protocol port, which allows the call 

to go through. 


