AUDIO/VISUAL MINISTRY HANDBOOK




The audio/visual ministry’s purpose is to ensure the sound amplifying system works so those in the pews can hear, especially those who are seated in the back where the sound tends to deaden due to the dropped ceiling. Additionally, starting and stopping the camera recording of the sermon is essential. In Creasy Hall there are more tools: for projection of video via DVD player or computer, sound amplification, free-standing speakers, microphone and all the connecting cables. Most of that equipment is kept on one cart. A tube TV is attached to a cart that is stored in the library. 


1. Sound Station and Sound Mixer Board
2. Camera Setup



[image: Macintosh HD:Users:charlesmay:Pictures:AV Setup Book:Main Mixer Settings.jpg]
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The photo above is of the main mixing board. This is a 16 channel board with 8 monaural input for microphones and four stereo inputs. We actually are using 10 of these inputs for microphone leads. Seven come from the floor jacks around the alter including the podium. The podium microphone is number 5 and the others can be accessed using microphones we have on the AV cart in Creasy Hall. The eighth jack is used for the wireless handheld microphone. The first two stereo channels, 9/10 and 11/12, are used by the two headset microphones using special adapters. The last two stereo adapters are used by the CD player and a 3.5 inch headphone jack. In the picture above the headphone jack is on the far right. The headphone jack can be used to send output from a device, an iPhone for example, into the board.

Out of view in the back are outputs that go the two amplifiers hanging behind the mixer board. The amplifiers have leads that go out to the speakers over the alter (the big boxes attached to the ceiling) and the speakers hanging by the loft support poles – one amplifier for the front speakers and one amplifier for the rear. Another output is at the top right-hand corner of the mixer. We use that to get sound from the mixer to the camera. That is discussed below in the camera section.

On the mixer, the sliders control the individual input volume for each device. Above the sliders are several knobs that have been tuned to the microphones to provide a good listening experience to the audience. Please don’t twist those knobs as it could alter the sound enough to make listening unpleasant. Note microphones have been set so that best sound in most circumstances is at zero on the scale. An exception to the zero is the handheld microphone because it is highly dependent on how far away from the person’s mouth in relation to the microphone. The best placement is about 12 inches from one’s mouth but many hold it closer. So adjustments of the slider may be needed. Move it about an inch down from zero to start it they hold it close then adjust from there as needed. 

A slider positioned at the very bottom means that channel is off. There are two sliders labeled “Sub”, those can be used to group channels. We don’t use “Subs”. The only thing above the sliders we touch is the “Mute” button (a yellow light appears when the mute button is down)  – usually ONLY the podium microphone is muted. The others don’t pick up sound unless the individual microphone power pack is turned on. The podium microphone should be muted during the sermon because it picks up random sounds as well as the hum produced by the electric lights and gets pumped into the camera. We don’t normally hear the hum from the speakers but you can hear it from headphones attached to the camera. The humming then goes into the recording, so it is important to mute the podium microphone during the sermon. 

Something that is desirable but not essential is to mute the podium microphone while the person about to speak (readings) moves the microphone into a place that they like and then try to time unmuting to the fraction of second before they speak. This is tricky of course and you will get caught sometimes but worthwhile if you can get it right.

CAMERA SETUP

The first thing to do is setup the tripod that is explained below after discussing the rest of the camera setup. We noted above that the output from the mixer for the camera is at the top right hand corner of the board. Plug in the color-coded RCA male jacks into the female jacks on the board. Those two jacks have a mini-jack on the other end. That is connected to a standard 3.5mm cable that goes between that mini-jack and the mini-mixer. That goes into the jack marked “CH3 (ST)”.  The next connection is from the mini-mixer to the camera microphone port. Be sure that the channel 3 slider is set at 1.3-1.5 (between 1 and 2 notches) Decimal places are not on the box, so you are estimating. To evaluate whether it is correctly positioned is to look at the camera screen along the bottom for the audio gauge. Sound vacillations should reach just beyond the marker but not hit the end very much (if it turns red a lot, then the recording will have distortion that is very difficult to mitigate during editing).
 
Output to Camera (External Speaker) [image: Macintosh HD:Users:charlesmay:Pictures:AV Setup Book:OutputToCamera.jpg]
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Figure 1 Mini Mixer (used to keep the main mixer from overdriving the camera sound input)
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Figure 2 Ports and Jacks
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Note that this picture has the camera mount a little high. It is best to get the camera to just barely peering over the rail so as to get as full-face of Tim as possible.
[image: Macintosh HD:Users:charlesmay:Pictures:AV Setup Book:Record Button.jpg]
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Figure 3 Remote - can be used to start/stop recording using red lettered button.
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Figure 4 Power pack
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Mini mixer with cords from mixer and to camera.
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Figure 5 Showing insert for the attachment that is screwed into the bottom of the camera.
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Figure 6 Tighten the screw to keep all the legs in place.
[image: Macintosh HD:Users:charlesmay:Pictures:AV Setup Book:FoldTripod4LiftCenterHold.png]
[bookmark: _GoBack]Figure 7 Don't leave in this position.
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Figure 9 Bag the tripod and put just inside the box at the front. Turn the rubber feet so that the metal spikes are covered. The spikes are for outdoor use.
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Figure 10 . Lock the cabinet with keys, store them in the furnace room on the nail at the top of the jam inside the door.
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Figure 11 Turn the entire sound system on/off with the switch on the black box.
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