
 

 
 

 

How to use the Tandberg Equipment 
 

 
 
                             Push Button Control Panel 
 

1. To turn on the monitor, press the System On (green button) located on the upper left side of the control 
panel. This also turns on the two (2) TV monitors that will show the learning center during the 
conference. 

2. On the screen, press Touch to Start. 
3. When making call(s), you may use the speed dialing or you can only call one site at a time. The dialing 

option is accessed by pressing Call Status Control which is located on the upper right corner of the 
control panel. If you need to include multiple sites, contact Media Services for hook up. 

4. The Home button is located on the lower right of the control panel. Press the Home button if you want 
to view the local classroom. 

 
 
 
 
 
 
 
 
 

 Tip: If a computer will be used for the presentation, you must connect to the computer prior to 
turning on the system.  Check the other monitors and make sure that the monitors are plugged in. See 
Step #13. 
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5. Then press the Call Status Control button and choose the speed dial button with the name of the 
desired site. If more than five speed dial sites are defined, use the More buttons below the Speed Dial 
buttons to scroll through the available sites. 

 
Only Media Services Personnel are allowed to connect through manual dial. (Please contact Media 
Services at least two (2) days prior to any conference scheduled with a site outside of the SMU 
system). 
 
Once the call connects to the learning center, you should be able to see the learning center classroom. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 
 

 

 

 

 

 

 
 

 

6. Once the call is connected, the above screen with be displayed. On the top left hand corner, it should 
indicate, Live Sources. 

7. Student Camera ï if the student camera is highlighted in green, the view in the center of the panel is 
the view the learning center will see. By selecting a preset button, you can change and save the view 
settings of the classroom. 

8. To zoom in, press the green arrow up; to zoom out, press the green arrow down.  
9. To view full screen, tap the center of the screen twice. To return to control screen, tap twice again and 

choose the Exit button. 
10. Toggle Switch ï onto the Display box, press remote button to view the learning center. 
 

 

 

 

 

 

 

 

 

Tip : If screen goes b lank (hibernation) press the System On (green button) again.  
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Instructions for using the Document Camera: 

 

 

    
 

 

11. Document Camera ï to show a written document to the learning center, push the document camera 
button left side of the screen. Place the document onto the camera bed and turn lamp on. The image 
from the document camera will appear on the video window and on the local monitor. Use the Zoom 
and Focus buttons to make the adjustments. 

12. The zoom up arrow makes the document appear larger; the zoom down makes the document appear 
smaller. Use the Auto-Focus button first, then the up and down arrow keys only if necessary.  

13. PC Presenter ï if the presenter brings a laptop, use the cable to plug into the laptop (located on the 
podium) and press PC Presenter button then turn on the overhead projector to be able to project on the 
screen. This will allow the presentation materials from the laptop to be viewed by both the classroom 
and learning centers. 

 

 
 

 

Tip: Use big font sizes fr om 18 or larger  for clear and visible visual aid  

 



 

 
 

 
14. Transmitting from VCR or DVD ï Onto the video screen, press the VCR button to activate the screen. 
Use the VCR/DVD buttons to select the playerôs functions. Press the Play button and the image from 
the player will appear in the video window and on the local monitor. The equipment below will only be 
used for playing video. 

 

 
 

15. Recording the Conference ï press record VCR button, use the VCR player in recording the 
conference. Outgoing records the transmission that is sent to the learning center. Incoming records 
transmission from the learning center. To record the session, you can only use a VHS tape. Insert the 
VHS tape into the recorder to start recording. To stop the recording, press the VCR source button, and 
press the Stop button. 

 

 
 
 
 
 
 
 
 
 
 
 



 

 
 

 

 
 

16. Volume ï to increase or decrease the incoming volume level of all speakers within the room, use the 
up and down buttons.  

 

 
 

17. Mute - disables sound from all the microphones inside the room. While Mute is active, a flashing ñAudio 
Muteò text message is displayed on the screen. To deactivate, press Mute again. 

 
 

18. To turn off the system, press the System Off (red button) located at the upper left hand corner. 
19. Make sure to enable the ñDo Not Disturbò button by pressing yes. 

 
For System set-up please contact Mark Reynolds/Media Services at 510-869-6575. 
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