
IMPORTANT GENERAL INFORMATION  
• Make sure you know where to go!   

Arrange a visit to the room you are present-
ing from prior to your conference. 

• Get to know the basics 
while on your visit, have a test drive of the 
equipment you are expected to work with.  If 
you’d like some basic training contact the 
support personnel  

• Scheduled Start and End times 
Videoconferences using ITR teaching rooms 
are scheduled according to the teaching 
timetable.  
All morning conferences start on the hour, 
and finish 10 minutes before the hour. From 
1pm conferences start 10 minutes after the 
hour and finish on the hour.  

• Access to rooms 
The doors to all ITR videoconference venues 
are scheduled to unlock for 25 minutes, start-
ing 10 minutes before the start of a confer-
ence. 
 
If you find the door locked, call support on 
3111. There are phones located outside 
each videoconference venue. 

• When you leave a videoconference room, 
make sure the door is shut behind you. 

• Technical support helpline: 3111    
This is for any technical or general videocon-
ference related questions It is available dur-
ing all scheduled conferences, working days 
and hours. 

• Close of Scheduled conferences: 
At the end of the conference, the call will 
disconnect automatically. 

 

A Brief 
“How To” for  

Videoconferencing 

IT Resources 
Videoconferencing 

http://www.utas.edu.au/itr/videoconf 

For Video conference Help  
Dial Extension: 3111 
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PRESENTATION GUIDE 
 

Camera Shots  

• Close ups - use sparingly as it can be over-
whelming,  

• Medium shot - (waist up) good for conveying 
facial expressions and body language, particu-
larly for a single person. 

• Long (wide) shot - used to establish who is in 
the room or during group discussion. 

• Use the pre-sets rather than moving the cam-
era around the room. 

 
 Visuals  

• Design in “TV” (4:3) or landscape format.  
E.g. as in PowerPoint. 

• Keep text 24 point or above in size. 
• Use upper and lower case for body text. 
• Keep diagrams simple. 
• Don’t expect the details of websites to be view-

able at the far end. 
 
For further advice see the quick guides: 
• “Good Visuals” 
• “Presenter tips” 
• “Good Camera shots” 
at http://www.utas.edu.au/itr/videoconf/ 

RECORDING A CONFERENCE 
 

1. Insert recordable media into the recorder. 
2. Press the “Record Conference” button fol-

lowed by the “DVD” or “VCR” icon  
on the AMX  keypad. 

3. Press Record. 
This will record the “live” video / Content from 
the near end of the conference, so that if the 
presenter performs this function he or she will 
be visible on the tape. It will record the audio 
from all sites, so that any conversation which 
takes place will be heard. 

4. Press “Stop” to finish the recording. 



GENERAL SETTINGS (at bottom of touch panel) 
1. Turn the Mic ON when ready to talk. 
2. Adjust the Volume. 

Using the Document Camera 
1. Turn the document camera & lights on. 
2. Place your document object on the base of 

the camera. 
3. On the AMX  keypad press “Send Content” 

button followed by the “Document Camera” 
icon  
to send a “live” feed of the Document camera. 

4. Zoom the Document Camera   
The document camera has zoom buttons.  'Tele' 
will move the camera image in; 'Wide' will move it 
out. Adjust to fill the screen. 

Playing videos  
 

1. Insert the Tape/DVD into the player. 
2. Press “Send content” button then the DVD/

VCR icon on the keypad to send a “live” feed of 
the video. 

3. Use the controls to ensure your video is 
queued to the right place.  

4. Use the Keypad video controls to  
Play, Pause, Stop, FFwd, Rwd etc. 

5. Press 'Stop Sending Content'  
on the keypad when you have finished viewing 
the video. 

Pressing “Stop Sending Content” will not stop the 
tape of the DVD player 

SENDING CONTENT 
1. Set up the device. 

PC, Laptop, Video /DVD, Doc camera 
2. Press “Send Content” button.  
3. Select the appropriate source icon.  

House, External... 
4. Select Stop “Sending Content” when appropri-

ate. 
5. You can switch to other cameras at any time by 

pressing “Control Camera” and choosing a camera 
to send. 

Using a Notebook 
1. Open the desk connectors 

Press the front of the desk’s tilt-box. 
2. Connect the Notebook to the Tilt-Box  

external video/audio/Network outputs to the corre-
sponding connectors on the desk’s Tilt-Box. 
(Cables supplied) 

3. Press Function F8/F12 to send video out the 
notebooks external connector. 

4. Press “Send Content” button then the 
“External” icon. 

VGA connectors 

Network  connector 

Manual Camera Control  
 

1. Press  “Control Cameras”. 
2. Select a camera to control. 
3. Press “Manual Camera Control”. 
4. Use the 4-Way Arrow 

Keys for pan/tilt,  
up/down arrows for 
zoom 

5. Set Custom Presets: 
Position Camera, 
Press preset (1..3), Press Set 
Use Presets: 
Press preset number 
(1..3) then “Go” 

OR 

CONTROLLING VIDEO CAMERAS 
1. Press “Control Cameras" button. 
2. Press a camera icon to select a camera to control 

Near Cameras—Front or Rear 
Far Cameras— 1 or 2 

3. Press a “Seat” button. This tells the system where 
you want the camera to point.  

For manual camera control and custom presets see opposite. 



<<

  /ASCII85EncodePages false

  /AllowTransparency false

  /AutoPositionEPSFiles true

  /AutoRotatePages /None

  /Binding /Left

  /CalGrayProfile (Dot Gain 20%)

  /CalRGBProfile (sRGB IEC61966-2.1)

  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)

  /sRGBProfile (sRGB IEC61966-2.1)

  /CannotEmbedFontPolicy /Error

  /CompatibilityLevel 1.4

  /CompressObjects /Tags

  /CompressPages true

  /ConvertImagesToIndexed true

  /PassThroughJPEGImages true

  /CreateJDFFile false

  /CreateJobTicket false

  /DefaultRenderingIntent /Default

  /DetectBlends true

  /DetectCurves 0.0000

  /ColorConversionStrategy /CMYK

  /DoThumbnails false

  /EmbedAllFonts true

  /EmbedOpenType false

  /ParseICCProfilesInComments true

  /EmbedJobOptions true

  /DSCReportingLevel 0

  /EmitDSCWarnings false

  /EndPage -1

  /ImageMemory 1048576

  /LockDistillerParams false

  /MaxSubsetPct 100

  /Optimize true

  /OPM 1

  /ParseDSCComments true

  /ParseDSCCommentsForDocInfo true

  /PreserveCopyPage true

  /PreserveDICMYKValues true

  /PreserveEPSInfo true

  /PreserveFlatness true

  /PreserveHalftoneInfo false

  /PreserveOPIComments true

  /PreserveOverprintSettings true

  /StartPage 1

  /SubsetFonts true

  /TransferFunctionInfo /Apply

  /UCRandBGInfo /Preserve

  /UsePrologue false

  /ColorSettingsFile ()

  /AlwaysEmbed [ true

  ]

  /NeverEmbed [ true

  ]

  /AntiAliasColorImages false

  /CropColorImages true

  /ColorImageMinResolution 300

  /ColorImageMinResolutionPolicy /OK

  /DownsampleColorImages true

  /ColorImageDownsampleType /Bicubic

  /ColorImageResolution 300

  /ColorImageDepth -1

  /ColorImageMinDownsampleDepth 1

  /ColorImageDownsampleThreshold 1.50000

  /EncodeColorImages true

  /ColorImageFilter /DCTEncode

  /AutoFilterColorImages true

  /ColorImageAutoFilterStrategy /JPEG

  /ColorACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /ColorImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000ColorACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000ColorImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasGrayImages false

  /CropGrayImages true

  /GrayImageMinResolution 300

  /GrayImageMinResolutionPolicy /OK

  /DownsampleGrayImages true

  /GrayImageDownsampleType /Bicubic

  /GrayImageResolution 300

  /GrayImageDepth -1

  /GrayImageMinDownsampleDepth 2

  /GrayImageDownsampleThreshold 1.50000

  /EncodeGrayImages true

  /GrayImageFilter /DCTEncode

  /AutoFilterGrayImages true

  /GrayImageAutoFilterStrategy /JPEG

  /GrayACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /GrayImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000GrayACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000GrayImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasMonoImages false

  /CropMonoImages true

  /MonoImageMinResolution 1200

  /MonoImageMinResolutionPolicy /OK

  /DownsampleMonoImages true

  /MonoImageDownsampleType /Bicubic

  /MonoImageResolution 1200

  /MonoImageDepth -1

  /MonoImageDownsampleThreshold 1.50000

  /EncodeMonoImages true

  /MonoImageFilter /CCITTFaxEncode

  /MonoImageDict <<

    /K -1

  >>

  /AllowPSXObjects false

  /CheckCompliance [

    /None

  ]

  /PDFX1aCheck false

  /PDFX3Check false

  /PDFXCompliantPDFOnly false

  /PDFXNoTrimBoxError true

  /PDFXTrimBoxToMediaBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXSetBleedBoxToMediaBox true

  /PDFXBleedBoxToTrimBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXOutputIntentProfile ()

  /PDFXOutputConditionIdentifier ()

  /PDFXOutputCondition ()

  /PDFXRegistryName ()

  /PDFXTrapped /False



  /Description <<

    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>

    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>

    /DAN <>

    /DEU <>

    /ESP <>

    /FRA <>

    /ITA <>

    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>

    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>

    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)

    /NOR <>

    /PTB <>

    /SUO <>

    /SVE <>

    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)

  >>

  /Namespace [

    (Adobe)

    (Common)

    (1.0)

  ]

  /OtherNamespaces [

    <<

      /AsReaderSpreads false

      /CropImagesToFrames true

      /ErrorControl /WarnAndContinue

      /FlattenerIgnoreSpreadOverrides false

      /IncludeGuidesGrids false

      /IncludeNonPrinting false

      /IncludeSlug false

      /Namespace [

        (Adobe)

        (InDesign)

        (4.0)

      ]

      /OmitPlacedBitmaps false

      /OmitPlacedEPS false

      /OmitPlacedPDF false

      /SimulateOverprint /Legacy

    >>

    <<

      /AddBleedMarks false

      /AddColorBars false

      /AddCropMarks false

      /AddPageInfo false

      /AddRegMarks false

      /ConvertColors /ConvertToCMYK

      /DestinationProfileName ()

      /DestinationProfileSelector /DocumentCMYK

      /Downsample16BitImages true

      /FlattenerPreset <<

        /PresetSelector /MediumResolution

      >>

      /FormElements false

      /GenerateStructure false

      /IncludeBookmarks false

      /IncludeHyperlinks false

      /IncludeInteractive false

      /IncludeLayers false

      /IncludeProfiles false

      /MultimediaHandling /UseObjectSettings

      /Namespace [

        (Adobe)

        (CreativeSuite)

        (2.0)

      ]

      /PDFXOutputIntentProfileSelector /DocumentCMYK

      /PreserveEditing true

      /UntaggedCMYKHandling /LeaveUntagged

      /UntaggedRGBHandling /UseDocumentProfile

      /UseDocumentBleed false

    >>

  ]

>> setdistillerparams

<<

  /HWResolution [2400 2400]

  /PageSize [612.000 792.000]

>> setpagedevice



