Auditorium Technology/Sound Use: How to turn on, use, and turn OFF
1. Get key from Bernice.
1. Unlock Computer Podium top and bottom, sound system cabinet, and sound system rack in closet on stage.
1. Turn on and log in to laptop as normal.
1. Turn on document camera in bottom of computer podium cart. (You will have to use the INT/EXT button to switch between document camera image and computer image.)
1. Turn on sound system control board.
1. Turn on 4 switches in sound system rack in closet on stage.
1. Pull down screen.
1. Turn on 2 wireless microphone controllers in bottom right of sound cabinet.
1. Make sure 23, 34 and wireless A and B switches on sound system control board are turned up.
1. Turn on wireless microphone you want to use.
1. Make sure sound cables from laptop are plugged in to port 24 on back of sound system control board.
1. Make sure DVD/VCE cables are plugged in to port 23 on back of sound system control board.
(Normally Shari and Louisa’s tape and CD are plugged in to these ports , but we unplug them for computer and dvd sound. Shari and Louisa know how to plug the CD and tape back in when they need them.)
1. Use projector remote in right sound system cabinet to turn on projector (you must be in front of projector by screen for projector to come on).
1. If you want to show the computer, press computer on the projector remote. If you want to show a video from dvd_vcr, press video on projector remote.
1. If using document camera, pull it gently out of the bottom podium cabinet and place on black top of podium. All cables are plugged in. Do not unplug. To switch between document camera image and computer image press the INT EXT button on the document camera or document camera remote.

*If your computer image is not showing on the screen, be sure you have document camera on, lens cap off,  and INT/EXT pressed. Next, you can hold down FN and press F8 on laptop to send image to the projector. This is a toggle button that toggles between three options: laptop only, projector only, and laptop and projector.

When you are finished: VERY IMPORTANT
1. Turn off projector.
1. Turn off 4 switches in back sound closet on stage.
1. Turn off sound system control board.
1. Shut down laptop
1. Turn off doc cam and put doc cam up.
1. Turn off dvd-vcr.
1. Turn off microphones.
1. Lock laptop podium top and bottom.
1. Lock sound system board cabinet, left and right.
1. Lock sound closet on back of stage.
1. Take key back to Bernice. 

