Polycom SoundStation Quick Reference Guide 

Polycom Set-Up Instructions:
1. Place the unit in the center of a table or desk.
2. Seat all participants the same distance from SoundStation.
3. Voices should be directed toward the SoundStation. 
Setting Up SoundStation: 
1. Plug the long SoundStation cable from the wall module to the bottom of the set. 
2. Thread cable through channels.
3. Insert the wall module plug into electrical outlet.
4. Plug the short telephone cable from the wall module into a jack with a standard analog phone line.
5. Adjust the ringer volume switch which is located on the bottom of the SoundStation.
6. Place SoundStation on a flat surface in the center of the room. 
7. Press the On/Off button to hear a dial tone. (If no dial tone, you may not be connected to an analog telephone line). Dial the phone number of the desired party, make sure that you press 9 plus the full phone number.

To Answer Call:
1. Press On/Off when you hear a SoundStation tone. 
To Control the Microphone: 
1. Press Mute to prevent the other party(s) from hearing your conversation. Once the Mute button has been pressed, status lights will change to blinking red.
2. Press Mute again to resume two-way communications. 

At this time, this conference phone cannot conference in more than one call at a time.  If you need to dial into more than one party, then please call Amina at Ext. 2564 or email at ahusain@mica.edu to request an  AT&T conference service and a reservation number will be sent to you.

