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Work face-to-face with 2 or more
locations (with phone only option)

Make presentations to multiple sites using
a PC

Cut down on travel and save money

Increase productivity by bringing teams
closer together



Book the Room.

A “meeting organizer” is responsible for booking all the rooms necessary
to facilitate your conference. The meeting organizer should refer to the
P&T intranet site for a list of contacts

How Many Sites?

If only 2 DOL sites are involved the call can be initiated without any
Service Center assistance using the unit phone book or MOVI directory.

I3f more than 2 sites are being used or if one is not a DOL site, go to step

Put in A-Info Ticket

Submit an A-Info ticket, at least 24 hours prior to conference. Please
include site names, date of meeting, approximate duration, known
participants , view choice (see Tandberg guide) and if you will be using a
PC to display anything in your conference.

Confirmation
You will receive confirmation after your conference has been set up via A-
info. This will have your conference code. The Service Center will send

the Meeting Organizer who is responsible for informing any participants
at all sites with the conference details


file:\\sdolsoftware\fixes\Video Booking Contacts.pdf

When putting in a ticket please specify a view.

Views are voice activated, the speaker will be
surrounded by a green outline

The family view will give the speaker the largest position
and other sites the smaller views

On the full screen view only the speaker will be viewable




To make a call dialing the number. ..

... start by
pressing the
green Call key
on the remote
control...
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Enter the "number” here
(it may consist of digits
as well as letters) using

the remote contral.

2

... pressing the
green Call key
on the remote
control...

&/

‘Using the remote to enter the number is similar
to dialing from a cell phone

*Manually dialing is used for conferences that
were set up by the Service Center or special
circumstances

Make a call
Dial Number:

[ o & Col Setings

SD@O

*For a conference set up by the Service Center
in step two you would enter in the conference
code provided



Once you have located whom to call, navigate down to that
entry by means of the Arrow keys ...

.. start by
pressing
the Phone
ook key on
the remote
control...

... and press the

green Call key on . /
the remote control % ’ :
to start calling the —_

selected entry
immediately.
Entries with an
arrow appended are _ _
expandable, press the « This method is commonly
ey ey used to dial for a two

expanded list.

participant conference

g:ji;’;je"i;'fh”;‘,‘;{:‘° « All DOL large video
: conference units start with
DOL in the phone book

Wialing From the Phone Book '8
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Press the End Call key or the OK key on the
remote control...

This will cause the End Call dialog box to be
displayed...

End Call
10.47.15.228

(& Cancel

Then press the End Call key or the OK key on
the remote control again...
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When done with the unit there is no
shutdown necessary, the unit will
shut down automatically



Look behind the video unit
for a cable that looks like the
picture on the left.

Plug the cable into the corresponding
port on the laptop. The port is usually
blue.

Press the presentation key on remote

On laptops it is necessary to press the
function and F8 key simultaneously,
one or more times to make the PC

image display on the Tandberg screen.




Participants can join the conference from any
location via phone only by following these
steps

Dial into the bridge (518)447-1200

When prompted enter the conference code
provided by the Service Center (ex 01505)
followed by the pound sign (#)

The participant is then in the conference using
voice only

This feature is only available when the
conference is set up through the Service
Center



Non- DOL video units can be used.

Other State agencies do have video capabilities as well as
mlany_businesses. These units can be used with some pre-
planning

'{BSONon—DOL side would dial into the bridge (518) 447-

When connected, a welcome screen will be displayed.
Enter the conference code followed by the pound sign (#).
Thde_ participant will join the conference using video and
audio.
Connecting to these units can sometimes be difficult
please expect to set up a test beforehand.
Include "Non-DOL video unit” in the A-Info ticket as
a participant, along with any contact information so
we can set up a test



ML OFF burne your microphone on and off.

Prass O) 01 to show the meruand
selact manu temas.

VOLUME + and - adjusts tha Codec volume crly and
not tha moniter volums.

LAYOUT key 1oggies bateman full ncm:apl;:ydﬂam
splay layouts.

Prass the CALL key to placs acal.

CAMERA PRESETS Camera prasets dafine spacific camara
positions. To activate a presst whist in a cal, simply press and
ralease that number kay. Move the camera to the dasirad position
and prass and hold a rumber kay for one second to seve the
ourrent camera position to that number key.

The \LEHANUMERICAL ¥EYPAD funations in the same manner as

acelkder phons.

SHASSHOT takes o snapshot of your video during acal.

emote Overview

PRESENTATION key awitches to a predafinad pressntation source.
H the Prasentation kay is hald down for ona second than the
Presertation Wdso souross manu'sil appeer.

AREOW kays are used to navigate in the menus and for moving the
camern® whan the manu is hiddan.

Use /00N + and - to zoom the camera”® in and out.

Tha SELFVIEW key displays your cutgoing video. Press again to tum
cff.

Tha CANCEL key takes you back one step in the manu eystem,

in. 10 lowve o menu undoing any changes. Use CANCLL 1o dalete
characters in an input filld. Prasa and hald the CANCTL kay for crm
sa00nd 1o closs the manu

Use tha (10 CALL key 1o end the current call. You can also use tha
EHO CALL key to endt @ menu, and if you preea the CHO CALL key
cnoa again the =141 0EY manu will ba displayad and you can put
tha systamin fo & TALLEY moda.

Use tha “1101E B00F key 1o stors and racal vidao comacts for
easy placament of cala.

Prasa [0UCH TONES kay when you are in a call and nead to diad
exdension numbers. Toggle between ABC and abc mode by pressing

tha # kay. To saiich bataman ketter and 123 moda prese tha # key for
ora second. Prass tha 04 011U button to eogt TOLCH TONES,

* Apgplies 1o systarns with contrallablo cameras.
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Albany SOC Building 12

Albany SOC Building 12, Room 544

Albany SOC Building 12, Room 266

Albany SOC Building 12, Team Room 1, 31 Fl

Albany SOC Building 12, Training room E

Bronx, 522 358 East 149th Street, 2nd Floor Conference Room
Brooklyn, 9 Bond Street, 4th Floor Conference Room
Brooklyn, 9 Bond Street, UIAB Hearing Room

Buffalo, 284 Main Street ,Room 405

Buffalo, 65 Court Street, Conference Room

Empire State Plaza, Bldg. #2, 20thFloor , Hearing Room
Flushing, Conference Room

Garden City, Room 13

Glendale, 2001 Perimeter Rd, Conference Room 3
Hauppauge, 2614 Veterans Memorial Hwy,Conference Room
Hicksville, 303 West Old Country Road, Conference Room
Maiden Lane, 59 Maiden Lane, 31st Floor, Conference Room
Massena, 35 Glenn Street, Conference Room

NYC, 75 Varick Street, Conference Room G

NYC, 75 Varick Street, Room 701

Patchogue, 160 South Ocean Ave, Conference Room 1
Rochester, 109 S Union Street, Conference Room

Rochester, 276 Waring Rd, Conference Room

Syracuse, East Washington St

Syracuse, 450 South Salina Street, New PC Lab

Troy Atrium, TCC Conference Room

Troy Atrium, UIAB Meeting Room

Troy Atrium, UIAB Meeting Room 2

Utica, 207 Genesee Street, Krebs Conference room

None

518-457-7442 OSOD
Labor.rm.Albany.Room266
labor.rm.pt.374tmrm1
518-457-7442 OSOD

718-960-7989 Joanne Kinlock, 718-960-7938 Daisy Labroi

Labor.rm.Brooklyn.ConfRoom.4thfl
labor.rm.Brooklyn.UIAB
labor.rm.Buffalo.room405
Coming Soon

Dana Depass via email

Coming Soon
labor.rm.conf.gardencity
labor.rm.Glendale.ConfRoom3
631-952-6741 Tina Cruz
Labor.rm.Hicksville.ConfRm
212-238-2453 Eric Koslofsky
Coming Soon

Coming Soon
labor.rm.Commissioner.Conf.75Varick
Labor.rm.Patchogue.ConfRm
Coming Soon

Coming Soon

Coming Soon

518-457-7442 OSOD
518-266-8116 Blanca Ramos
labor.rm.Troy.UIAB

Coming Soon

Coming Soon

Also viewable on a map


http://www.batchgeo.com/map/a9d767d4d9d627bed9c43bf2f12d0eaa

If you experience any problems or have
questions about using the video units
please put in an A-Info ticket or call the:

Service Center
518-402-4640 or 1-866-592-4640
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