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Setting up and using the Polycom 
camera with Lync

Instructions for setting up the 
Polycom CX5000 camera and using it 
to hold an audio or video conference 
using Microsoft Lync 
 

Setting up the camera 

1. Open the flightcase which should contain the 
following items: 

 The CX5000 base unit with attached VGA 
and USB cables 

 The power data box 

 The power supply cable 

 Two yellow network cables 

 Satellite microphones 

 Satellite number pad 

2. Place the CX5000 base unit on a suitable flat 
surface, where all those taking part in the 

videoconference can be seen by the camera. 
Usually this will be in the middle of the meeting 
table 

3. Connect the power cable to the power data 
box and plug into a nearby socket 

4. Connect one of the yellow network cables to 
the power data box (the port labelled RJ45), 

and the other end to an active network point 
(this may be on the meeting table, in a floor box 
or on the wall) 

5. Connect the CX5000 base unit VGA cable to 
the power data box 

6. Connect the CX5000 base unit USB cable to 
a USB port on your computer. The first time 

you do this you’ll notice the device installing 

7. The satellite microphones and number pad are 
useful if your meeting is in an especially large 
room or spread out. If required, connect the 
microphones to the CX5000 base unit using the 
ports on the underside of the unit 

Using the camera 

8. Turn on the Polycom CX5000 camera using the 
phone handset button, the button will go from 
orange to green 

 

9. Once the videoconference has started, if you 
need to adjust the volume, use the volume 
buttons:  

 

10. You can mute the microphone using the mute 
button (the satellite microphones also have mute 
buttons): 

 

11. The camera on the CX5000 base unit has a 
cover (the grey circular cap) known as the 
privacy cover. This protects the camera when 
not in use and is also for use for purely audio 
conferences where you don’t wish to use the 
camera 

Using the Polycom camera with Lync 

There are two Lync options available for you to use 
once you are a registered user: 

 The Lync desktop client which is installed on 

MDS PCs and also available on all Networked 
PC Services PCs in University meeting rooms 

 If you don’t have Lync available on the PC you 
are using, you can use the Lync web app which 

can be accessed by following the link in your 
Lync meeting in your Outlook Calendar   

 

If you are connecting with people outside of the 
University who have their own Lync Service, you 
should be able to connect and we’d recommend that 
you test the connection in advance of your Lync 
meeting. 

Using the Lync client for audio or video 
conferencing 

1. Log into the computer you are using for the 
videoconference, open up Lync and log in if 

prompted  

2. Start your Lync audio or video conference by 

selecting the relevant icon and inviting the other 
participants to join  

 

 

 

3. Once you establish an audio or video 
connection, the Lync icon will change as below. 
You can use the icons to pause the audio or 
video. 

 

Audio Video 



 

4. To end the audio or video session, click the red 
handset icon in the top right of the Lync 

window. 

 

Using additional features of Lync for video 
conferencing 

There are a number of Lync features that can be 
used to enhance your videoconference – shared 
PowerPoint presentations, Whiteboard and Polling. 

All of these options are available by clicking on the 
the Manage Presentable Content (screen) icon: 

 

Using PowerPoint  

PowerPoint will display your presentation to all 
meeting attendees. 

1. Once you have established a Lync session with 
multiple users, click the Manage Presentable 
Content (screen) icon 

 

2. Click the PowerPoint icon 

 

3. Browse to your PowerPoint presentation and 
double-click to open. Note the file may take a 

few minutes to load 

 

Using the Whiteboard 

The Whiteboard is a brainstorming tool that enables 
you to write and draw collaboratively.  

1. Once you have established a Lync session with 
multiple users, click the Manage Presentable 
Content (screen) icon 

 

2. Click the Whiteboard icon to present the 

application 

 

3. To save your presentation, click the More 
Options icon (three dots): 

 

Using the Poll option 

1. Once you have established a Lync session with 
multiple users, click the Manage Presentable 
Content (screen) icon 

 

2. Click the Poll icon 

 

3. Add a Poll name, Question and Choices then 

click the Create button.  

 

4. The videoconference attendees will be 
presented with the poll and as they answer, you 
will see the results in Lync. Polling options can 
be changed  via the Poll Actions option. 

 

Using the OneNote application 

1. Once you have established a Lync session with 
multiple users, click the Manage Presentable 
Content (screen) icon 

 

2. Click the OneNote tab then the Shared Notes 

or My Notes icon 

 

Sending attachments 

1. Once you have established a Lync session with 
multiple users, click the Manage Presentable 
Content (screen) icon 

 

2. Click the Attachments tab then the Add 
Attachment icon, browse to the file you wish to 

attach and double-click to send to the 
videoconference attendees 

 

 

 

 

For further hints and tips on how to use Lync, take a 
look at our webpages. 


