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The Facilitator role 
A facilitator is responsible for ensuring that the room’s equipment is operational, images are 

displayed on the correct screens, and that the video conference connections are working correctly.  

Tasks include: 

 

1. Set up the videoconference link and equipment 30 minutes before the VLT lecture or 

meeting. 

2. Confirm the requirements of the user.  Check whether there are any specific requirements, 

such as use of the document camera, displaying the images on different screens, data 

presentations, use of a laptop or other device, etc. These devices need to be tested prior to 

the session starting. 

 

3. Facilitators are not responsible for setting up the tables in the VLT room. This should be 

organised by the person who has booked the room, and may involve staff from Regional 

Facilities Management (RFM). 

 

At times it is useful to control the equipment in the linked room. The current version of  the 

Albany (AT4) and Manawatu (GLB1.14) Xpanel programme may be used, and is stored in the 

\\Massey\disk\shares\itsrfc\ folder (current version is 18.2 as at Mon 22 September 2012). Ensure 

that you do not use an older version of the XPanel.  

4. Liaison between facilitators in each room is often essential; mobile phones (with the ringer 

set to silent/vibrate-only) and Instant Messaging via Lync are useful tools.  It becomes 

very difficult to communicate via the video conference connection when there are multiple 

conversations occurring in the rooms. 

5. Facilitator’s cell phones must be set to silent mode, especially once the lecture or meeting 

has started. 

 

6. The wireless control panel must be returned to its charging cradle at the end of each 

session.  Please ensure that it is charging correctly. 

 

7. Keep noise and chatter in the facilitator’s back room to a minimum, as the noise can be hear 

in the VLT room. 

 

8. Check on the video and audio quality of the session from time to time, by standing at the 

back of the room (preferably out of camera view), or by viewing the support IP cameras 

mounted on the ceiling in each room.  

 

Please ensure that you have suitable work to carry out once a lecture or meeting gets underway.  

Facilitators should bring along a laptop computer or use a computer provided for their use, if 

available.  

 

file://Massey/disk/shares/itsrfc/
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Phone list for Albany and Wellington rooms and service desk. 
Albany VLT room (AT4) 41466 

Manawatu VLT room (GLB1.14) 81266 

Wellington pre-VLT room (5C17)  

Wellington ITS help desk 62111 

ITS Service Desk 82111 

 

Lecturers and staff using the VLT room 
There are two web pages that provide information about the VLT rooms. 

 For information relating to the use of the rooms, pedagogy, and professional development, 

see http://vlt.massey.ac.nz 

 For technical information, facilitator guides, VLT room booking forms, etc., see 

http://itsvlt.massey.ac.nz 

 The VLT rooms - Manawatu GLB1.14, Albany AT4, and Wellington 5C17 - are booked solely 

through the national timetable office by filling out the VLT online booking form.  Follow the link 

from the http://itsvlt.massey.ac.nz web page.  After submitting your booking, a confirmation 

email is sent back to you in reply.  Staff can check the booking in the FCMIS Timetable in the 

MyMassey portal. 

Lecturers or staff wishing to connect a laptop (Windows or Macintosh) computer should supply 

their own adapters to convert their video connection to either VGA or HDMI. 

 

Lecturers or staff may supply their own Presenter (Clicker) USB device. This needs to be tested 

beforehand to ensure it is fully operational. The USB receiver may be connected to the resident 

computer, and should be tested again just prior to the lecture. 

 

Lecturers or staff with PowerPoint presentations or other presentation media that can be played on 

their laptop must have a backup copy of the presentation stored on their H drive. This can be 

accessed from the resident computer should the laptop fail.  

 

A wireless keyboard and mouse allows the resident computer to be controlled from anywhere 

within the room. If it does not pick up the signal from the wireless keyboard and mouse swing the 

lectern around so that the receiver is in line with the wireless keyboard and mouse. 

 

Presentations stored on a USB memory stick, portable hard drive, DVD or CD can be loaded into 

the resident computer prior to the start of the class. 

 

For best results, presenters should wear light coloured clothing. Dark colours may appear as dark 

shadows on screen. 

http://vlt.massey.ac.nz/
http://itsvlt.massey.ac.nz/
http://itsvlt.massey.ac.nz/
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Touch Panel Instructions 
Each VLT room (Manawatu and Albany) has a printed copy of the “Touch Panel Instructions – Quick 

Reference Guide” specific to their site.  The guide includes an image of each control screen. 

The following notes relate to the use of the rooms while in “VLT mode”. 

Audio settings from the control panel main page  
 

 

Up/Down – Adjusts the audio level (volume) within your local room: The 

level in any other connected room will not be affected. 

Mute – All audio to the speakers in your room is muted: you will not be able to 

hear people in the other rooms, nor will there be any audio from other devices; 

however, the other connected rooms will still be able to hear what you are 

saying 

Mute Linked Rooms – Audio from the other connected rooms is muted: you 

will not be able to hear people in the other rooms; audio from other devices 

(e.g. resident PC, Blu-ray player) will still be heard; however, the other 

connected rooms will still be able to hear what you are saying 

 

To mute your room so that the other rooms cannot hear you 
Note: From April 2013 we are trialling the direct connection of microphones to the VC1 

codec at Manawatu GLB1.14.  This has dramatically improved audio quality at the 

connected sites; however, the procedure for muting microphones is temporarily changed 

and involves using the codec’s web interface to manually: 

 Mute the audio using the “Call Control” screen 

 Turn off each microphone input using the “Advanced Settings/Audio” screen 

The control features for the lapel microphone are also temporarily disabled. 

 

This procedure will prevent the audio from your room from being sent to all other connected 

rooms. 

 

1. From the VLT Main Page, press the Microphone Control button.  
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2. The screen below will appear. 

 
3. Press the Off buttons for the Lapel Radio Mics and Ceiling Mics. 
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Audio Streaming from external devices   
 

This procedure alloswsFor audio streaming. 

 

1. Go in to the Expert Mode screen, press the VC1 Setup button. 

2. Press the Enable button for the device that is playing the audio. In this example the Resident 

Computer’s audio is enabled and will be sent to the other rooms.  

 
 

 
 

Audio from external devices method two   
Audio from a lectern device (e.g. resident computer, Blu-ray player) or a visiting computer may be 

played through the room speakers.  

For this example a videoclip with audio is played from the Resident computer. 

1. Press Expert Mode and then the Audio Mixer button. 
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2. To hear audio in the room from the Resident computer press the Enable button(s) for the 

required speaker(s) eg for this example the speaker for Projector (front left) is used. 

When using the Plug in 2 cable connecting to a laptop or Mac Book press the required video 

source. Eg VGA or HDMI.  

The VGA cable is combined with an audio cable that will connect to the laptop’s or Mac Book’s 

speaker jack. This is used to transmit the audio to the room speakers. 

Audio is embedded in the signal carried by the HDMI cable.  Be aware that not all versions of 

DisplayPort (DP) include audio.  Older Macintosh and Toshiba computers (prior to 2011) use a 

mini-DP port that does not support audio, for instance.  In this case, use a special adaptor that 

connects to the computer’s mini-DP port for video and a USB port for audio, and converts this to 

an HDMI audio-visual signal.  There should be an adaptor in each VLT room. 
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Connecting a laptop to display its desktop on to the projection screen. 

For a Windows 7 laptop. 
1. Connect the VGA cable from the lectern to the laptop. 

2. Start the laptop and log in. 

3. Place mouse pointer on the screen desktop. 

4. Click the right mouse button. 

5. From the menu that appears click on the Screen Resolution option. 

6. The following screen will appear: 

 

7. Click the Detect button to detect the laptop and projector screen. 

8. Click the Multiple display drop down menu and select Duplicate these displays. 

9. Click the Apply and OK buttons.  
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The laptop’s display should now be visible on the projector screen. 

Connecting a Macintosh iBook to display its desktop on to the projection 

screen. 
Each room includes a mini-DisplayPort – HDMI adaptor (Digitech) for connecting Macintosh OSX 

computers to the AV system. Using the Digitech audio/video device to connect a Mac OSX computer to 

the VLT 

Plug the adaptor’s USB cable into the USB port of the Mac. This provides power from the computer to the 

device as well as an audio connection. Plug the adaptor’s Mini DisplayPort connector into the Mini 

DisplayPort socket of the Mac.  
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1. On the VLT control panel at the site initiating the call, press the “Presentation” button to display the 

Presentation screen. 

2. Press the Start Presentation button, then select the HDMI Plug-in 2 button. This will send the content 

from the HDMI Plug-in 2 input as a presentation to the other connected video conference units.  To see 

the presentation at the local site, also add it to the desired output screens. Wait for a few seconds for the 

Mac’s display to detect the data projector. The screens will display the clone image of the Mac’s 

desktop. The display setting on the Mac will be Mirror Display (clone mode).  

3. On the Mac go to the Systems Preferences, select Energy Saver. Adjust the Display Sleep setting for a 

longer time limit when using battery or power setting (mains power). This will stop the display from 

shutting down to conserve power and losing the display on the projector screens.  
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Connecting a laptop device using a GefenTV Wireless (WHDI) adaptor 
The VLT rooms at Albany (AT4) and 

Manawatu (GLB1.14) each have a GefenTV 

1080 wireless (WHDI) HDMI extender, 

comprised of a sender unit, receiver unit and 

associated cabling and adaptors. 

The Sender unit can be plugged into a laptop 

computer’s digital display output, either 

directly via an HDMI port or through a 

mini-DisplayPort adaptor if required, to 

wirelessly transmit the laptop’s display 

images and audio to a receiver connected to 

an HDMI input at the lectern. 

 

 

To connect the laptop display output to the room’s AV input: 

1. Connect the Sender unit directly to the HDMI port of the laptop.  If the laptop does not 

have a HDMI output, then connect the Sender unit to the HDMI output of the 

Mini-DisplayPort – HDMI adaptor. (Note: if the laptop has another type of display 

connector, then the user must provide the relevant adaptor to convert the signal to an 

HDMI output.) 

2. Connect the HDMI output of the Receiver unit to an HDMI input on the lectern. (Note: this 

may already be connected in the lectern. 
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3. If you are using a Mini-DisplayPort – HDMI adaptor, connect the Mini-DisplayPort 

connector to the PC, and then connect the adaptor’s USB connector to the computer.  

Drivers for the adaptor may need to be installed if they are not already installed. 

4. Connect the included USB to Mini-USB cable from a USB port on the computer to the 

Mini-B connector on the Sender unit. If the source does not have a powered USB port, 

connect the included mini-USB to USB cable to the Sender and to the included USB power 

supply. Connect this power supply to an available electrical outlet. 

5. Connect the included 5V DC power supply to the Receiver unit and connect the power 

supply to an available electrical outlet. (Note: this step may have already been completed.) 

The Link and Video LED indicators on both the Sender and Receiver unit will glow bright blue to 

indicate a successful connection between the Sender and Receiver unit. Ordinarily, no pairing is 

required out of the box. However, the Sender and Receiver can also be paired manually if needed.  

See the GefenTV GTV-WHD-1080P-SR manual for further information. 

Troubleshooting and fault resolution 
 

Fault: A device is not controllable from the control panel 

Solution: 

Check the list of devices under Expert mode/Device connections and note any devices that are listed as 

being disconnected.  Check that the device is turned on (i.e. has power and is showing some indication 

of being turned on). 

Fault: Cannot see the output from the Cisco Teaching or Rear Wall camera, or 

cannot change tiling. 
 

Solution: 

Check the status of the camera HDMI receivers (Kordz units) 

… 

Reset the VC1 (Cisco C90) codec 

 

Fault: A video camera is not working 
 

If the image from one or more video cameras is not recognised by the video conferencing codecs, 

then the HDMI cable extenders should be checked.  Each camera, except the Teaching Wall 

Camera at Albany and the IP ceiling cameras , connect to their codecs using a set of Kordz HDMI 

cable extenders consisting of a transmitter and a receiver connected together using two Cat5 

cables. 



[VLT Technical Facilitator Guide] Page 14 

 

Solution: 

A rapidly-flashing blue LED on the Kordz receiver indicates that the camera is not connected to 

the codec.  Kordz receivers can be found on a middle shelf at the back of the main rack.  

 
For this procedure, you will need an additional (spare) HDMI cable 

1. Unplug the HDMI cable from the converter that has the rapidly-flashing LED 

2. Plug one end of the spare HDMI cable into the converter. 

3. Locate an HDMI cable plugged into an HDMI input on the DM Matrix switch (e.g. 

module 6) and unplug it. 
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4. Plug the other end of the spare cable from the converter into the DM switch input, wait for 

the blue LED to stop flashing (i.e. on constantly), then unplug the cable again. 

5. Replug the HDMI cables back into their original sockets.  The blue LED should now be 

on constantly. 

 

Fault: Tiling of images from the VC1 codec is incorrect 

Solution: 

1. On the VLT Control panel press Expert Mode, press OK, VC1 Setup. 

2. Press the “Tile Setup” button 
Check the tile layouts again.  If they are still not correct, try a “Tile Initialize”: 

3. On the VLT Control panel press Expert Mode, press OK, VC1 Setup. 

4. Press the “Tile Initialize” button and wait for the initialization to complete (about 40 

seconds). 

5. Check the tile layouts again.  If problems persist, follow the procedure for rebooting the 

VC1 codec. 
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Reboot the VC1 (Cisco C90) codec using the Control Panel 
If issues related to the VC1 codec persist, then the codec may be rebooted using the Control Panel. 

1. On the VLT Control panel press Expert Mode, press OK, VC1 Setup. 

2. Press the Reboot Codec button. Wait for the codec to reboot (this takes about 3 minutes). 

3. Press the Return button. 

If problems persist, then a full room reset may help. 

4. Press the “Room Reset” button on the control panel’s “Main” page. 

Reboot the VC1 (Cisco C90) codec manually 
If issues persist after rebooting the VC1 codec, then the unit may need to be rebooted manually.  This 

is only required after all other methods of fault finding have been exhausted. 

1. From the back of the rack identify the Cisco videoconference equipment. 
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2. Switch off the unit using the black rocker switch, located on the right hand side (when 

viewed from the rear) next to the power cable connector. 

3. Wait 20 seconds and then switch on again. 

4. Wait for the unit to fully reboot (about 3 minutes). 

5. On the VLT Control panel press Expert Mode, press OK, VC1 Setup. 

6. Press the “Tile Setup” button 

Check the tile layouts again.  If they are still not correct, try a “Tile Initialize”: 

7. On the VLT Control panel press Expert Mode, press OK, VC1 Setup. 

8. Press the “Tile Initialize” button and wait for the initialization to complete (about 40 

seconds). 



[VLT Technical Facilitator Guide] Page 18 

 

 

9. If the blue LEDs on the Kordz HDMI extender units are flashing, reset the Kordz unit 

using the procedure outlined above.  
 

Reset the RADVision videoconference codec 
 

1. From the back of the rack identify the RADVision videoconference equipment. 
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2. Press and release the power button on the extreme right of the panel.  The unit will 

power down after several seconds. 

 
3. Restart the codec by pressing the power button again and waiting 2-3 minutes for the 

unit to fully reboot. 

4. If the blue LEDs on the Kordz units are flashing, then follow the “Fault: A video camera 

is not working” procedure to reset the camera connections.  
 

 

A list of the equipment – including IP addresses, serial numbers and MAC addresses – is located in 

the \\Massey\disk\shares\itsrfc\avvc\VLT Video Linked Teaching Project folder. 

Power resetting the VLT rack to solve Control panel lock outs. 
 

Reset the power plugs label MC3 PSU and Rear Board found at the back of the VLT rack at the top 

power multi box. 

 

Adjusting the displays of Side Wall Front and Centre cameras. 
 

1. Click the Expert Mode button on the VLT Main Page. The Expert Mode screen below will 

display.  

2. Click the VC2 Setup button located on the on the left hand side of the screen to display the 

VC2 Setup (Radvision). 

file://Massey/disk/shares/itsrfc/avvc/VLT
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3. Press Side Wall Front Camera or Side Wall Centre Camera to select the required camera. 

4. Use the large arrows, Zoom + and Zoom - keys to adjust the camera.  

 

Using the RADVision remote control 

Adjusting the camera position using the RADVision remote control is not recommended, but 

may be used as a last resort (e.g. if there is an unresolvable fault with the Crestron controller).  

Check the VLT FAQs for possible solutions, before attempting to manually adjust the cameras 

using the remote control. 

 

1. Press the Layout button to switch views from two preset views: 

 Manawatu only. 

 Albany and Manawatu. (this is the required view.) 

To change from Side Wall Centre camera to Side Wall Front camera. 

1. Press the red button on the Radvision remote image. 
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2. Using the downward arrow move to and leave on the Camera option. 

3. Press blue button for HD2, this is the Side Wall Front camera. The yellow button Tur Room 

camera is for the Side Wall Centre camera. 

4. Press the red button labelled Move Camera. Use the arrow keys on the Remote’s image to 

adjust the panning, zoom in and out of the selected camera. Press the red button again to stop 

moving the camera. 

5. Use the PIP button to exit out of the picture in picture view. 

 


