How to “Run the Podium” at WRAMC
(Rosa Lee Conference Room)

I. 
Setting up the Desktop without VTC
A. Control Room Access: Press the following sequence ( 5, 3, 1

B. Activate Station and CPU: Touch Screen to activate the control station (Note: Never “shutdown system”). Also, log-in to CPU with WR Intranet login.
C. Monitor Power: To turn the conference room monitors on, from the “Main Menu” home on the control station, press “Power” then “On” for the “Front” & “Sides.” 
D. Displaying the desktop: To display the desktop once logged in on the CPU, press “Video Source,” then select “CPU.” This will display the desktop on the monitors throughout the room.

II. 
Setting up the Desktop with VTC

A. To Dial a connection: From the “Main Menu,” select “VTC” and then “Call/hang-up” at which point the VTC control screen will come up. Select the center “◦” to advance the menu to the phonebook Once you have entered the number, select the center “◦” to dial. The connection will automatically establish if the remote site is ready. The frequently used numbers for dialing-out are as follows:

i. NNMC VTC dial-in:  301-295-2407 (“Bethesda 2 Peds” in phonebook)

ii. NNMC conference room phone number: 301-319-4886 for assistance

iii. WR 2Z12 VTC dial-in: 1-210-250-7730
iv. Rosa Lee VTC dial-in: 202-356-0183
v. Rosa Lee Control Room: 202-782-6739

D. Display the connection: To show the connection on the conference room monitors, return to main menu and select “Video Source,” then “VTC.”

E. Picture-in-picture (PIP): To turn the PIP on, use the “Polycom” remote and press the unlabelled button on the bottom. Turning PIP “On” will bring up a box in the lower right corner. The remote sight determines what is being sent. 
F.  Send the desktop with PIP: From the “VTC” menu screen select “To far end,” then “CPU” then “Return” followed by “Camera Page.” This screen also allows you to toggle between the front & back cameras being sent as a PIP on the WR desktop to the far site.

** Note: The PIP of the far site only works on the VTC desktop, not the local desktop. As a result, the resolution is reduced and there is a time-delay. 
G. 
Mute: Press the “mute” button on the VTC control screen. An icon in the lower-left hand corner will appear with a red-slash and indicate “near.” When “far” is visible, the remote site is currently muted. To un-mute simply press the “mute” button again.

H. Volume: On the lower-right hand corner, will adjust the speaker volume. Does   not affect transmission volume however.
I. Dead-spots: At WR, the audience mics work well, however when a speaker is quiet, their comments should be repeated.
