
Basic Sound Set-Up

(One wired microphone at the podium and one wireless hand microphone)

The following steps must be done in the order listed so that damage to the equipment from transient voltages is avoided.

1. Get the Program Committee key from the third drawer down in the office.

At the audio cabinet unlock the two top drawers and the lid to access the upper rear audio cabinet (the side away from the entry door).
2. Connect the microphones.

The small wired mike with the black mitten on it works best for the podium.  Connect a cable to it, and connect the other end to the right-hand socket at the base of the stage.  There is a microphone clip (holder) already mounted on the podium, so just place the microphone in it.

The wireless microphone needs no connection, but it does need a 9V battery.  Turn on the mike by pressing the (microscopic) button on the bottom end of the mike.  You should get a steady red light near the button.  If the light is blinking, there is a battery in the mike, but it is dying.  If there is no light, the battery is dead.  Change the battery by unscrewing the bottom third of the mike, pushing out the old battery, and replacing it with a new one from the supply in the drawer.  Make sure you get the plus and minus terminals oriented the right way.  There are some faint markings to help you but you need to be in good light to see them.  It helps to remember which way the old battery was oriented.

These microphones seem to have a fairly long battery life—at least enough for two services.  However, you should always have a fresh 9V battery on hand, just in case.  It is not extravagant to change the battery every Sunday and before other meetings when the mikes will be used.

The bottom rim of the wireless mike can be rotated in 120 degree increments.  It has three positions: 1) Access to the power button that turns the mike on and off, 2) Access to the mute switch, a miniature slide switch, and 3) Access to the microphone setting controls, two arrows and a button.  Only a qualified member of the Technology Committee should access position 3).  During the service, the bottom rim of the mike must be set to the mute button access position.

The best practice is to turn on the mike yourself, and then move the bottom rim to the position for access to the mute switch.  Then explain the operation of the mute switch to the user, but don’t show them about the rotation of the rim.  You should be the only one moving the rim.  That way the users don’t accidentally push buttons they shouldn’t.

3. Turn on the main power to the equipment.

Get the power cord from the slot between the cabinet and the rear wall of the meeting room, and plug it into the wall socket nearby.

Open the upper rear audio cabinet.  On the left side at the base of the enclosure there is a power strip with a switch on it.  Turn on the switch—a red light should show on it—and there will be power to all the equipment.  It will take a second or two for some relays in the main amplifier to cut in, and then everything is ready to go.

4. Adjust the volume for each microphone.

On the front of the mixer (the thing with a hundred knobs) there is a row of slide switches that you use as volume controls.  They are labeled for the stage sockets and other microphones they control.  There are markings along each switch indicating volume levels; one of these markings is a heavy line about ¾ of the way up that indicates an “average” setting.

Set all the slide switches all the way down except the ones for the mikes you are going to use and the one labeled “Main”.  Set “Main” and the ones you are going to use at the “average” line, and get someone to test the mike while you do fine adjustment.  That’s it.
During the Service

Mute the wireless mike when it is not in use.

On the bottom of the mike there is a tiny slide switch with a white dot at one end of it.  When pushed toward the white dot, the mike is muted.  This will conserve the battery and ensure that it does not pick up unwanted sounds.

Note: the bottom of the mike can be rotated a further 120 degrees to show an up and a down arrow button.  Do not mess with these arrow buttons.  They change all sorts of settings inside the microphone, including the frequency that it operates on.

Tear-Down after the Service

 Again, these steps must be followed in order, so that the equipment is not damaged.
1. Turn off the main power at the power strip (the switch).

Unplug the power cord and stuff it back into the crevice next to the wall.


2. Unplug and put away the microphones and cables.

Rotate the bottom of the wireless mike to where the on/off button shows.  Do not push the button if the arrow buttons are showing; that is the wrong section of the bottom of the mike, and it will cause mystifying problems.  Turn off the wireless mike by pushing the tiny on/off button on the end of it.  The little red light should go out.  You may have to hold the button down for a second.

The mikes go in the top drawer.

The cables go in the second drawer.  Please coil them and use the little plastic “handcuffs” to keep them neat.

3. Lock everything back up.
Note: The order is important.  If you unplug the mikes first, you get nasty popping noises and risk damaging the equipment.

Additional Information

Hallway Speaker:

We now have the speaker in the entryway working.  I recommend that you turn the main power off between the 9am and 11am services, so you won’t be broadcasting casual conversations from the meeting room.

More Microphones:

We have a total of three wired microphones and four wireless ones (two hand held and two Lavalier) that we can use.  The Lavalier mike is the little one that you clip onto your collar.  All the wireless mikes, except the Sennheiser Lavalier, use the same size 9 volt battery.  The Sennheiser Lavalier uses two AA cells.  There should be a sleeve of batteries in the microphone drawer.  If you find the supply getting low, please arrange to get some more.

The hand-held microphones have different-colored mittens on them, and I have labeled the volume controls for them accordingly.

We have set up the right hand stage socket for the little black-mittened microphone only.  The other two sockets can be used for any wired mike.

CD and Tape Players:

The system is set up so that the CD player and the tape deck can be turned on whenever the main power is on.

To play a tape, insert it in the deck, and push “PLAY”.  Find the slide switch labeled “TAPE” on the mixer and move it up to the volume you want (should be at about the “average” position, just like for the microphones).  Cue up the desired portion of the tape, and press “PAUSE” to keep it in that position until required in the service.

To play a CD, insert it in the player, and push “PLAY”.  Find the slide switch labeled “CD” on the mixer and more it up to the volume you want (should be at about the “average” position, just like for the microphones).  Cue up the desired band of the CD, and press “PAUSE” to keep it ready to be played in the service.

Keyboards:

A keyboard can be plugged into the audio system to make use of the meeting room speakers.  There is a small box in the microphone drawer labeled “keyboard interface box” which is used to prevent a spurious “hum” often caused by the use of a keyboard.

Use a telephone jack cable to connect from the keyboard to the interface box.  Use a microphone cable to connect from the interface box to the left or center microphone socket at the base of the stage.  As always, do these connections before turning on the main power at the audio cabinet.  It is a good idea to put the interface box close to the keyboard, so that people going to and coming from the stage will not trip on it.

If, when things are all turned on, you hear a hum from the speakers, flip the switch on the interface box.  There are two different circuits in the box, and one or the other of them will quell the hum.

Microphones on Stands

All of our microphones, except the Lavalier, can be mounted on stands.  Mounting a mike on a stand requires the stand itself, a clip for the mike and the mike.

The stands are kept in the video cabinet in the gigantic drawer that opens from the front of the cabinet.  There are four collapsible stands with booms and one small table stand.  (There are also some old heavy round-base stands that I don’t recommend.)  Select the stand you want, and set it up on the stage.

There is a pile of microphone clips in the audio cabinet drawer with the microphones.  Because the microphones are of different sizes, you need to select the clip that will hold the intended microphone firmly.  (Note: the little black wired mike has a special small metal clip that is kept separately in a black plastic box in the microphone drawer.)

First, screw the clip onto the end of the boom.  Then you can put the mike in the clip and adjust the stand and boom to put the mike where you want it.

The stand and boom have little plastic clips that you can use to keep the cable from dangling in the way.

Assisted Hearing Devices

We have a small FM transmitter located in the “projection booth” over the entry hallway.  It is connected to the sound system so as to transmit whatever is going through the sound system on a frequency of 90.3 MHz.  Any FM receiver can pick this up if it is in the general area of the meeting room, hallway, library or dining room.
We have several small “walkman-like” receivers that are kept in the ushers’ drawer (third one down in the sound cabinet).  All of these should be tuned to 90.3 MHz.  Anyone who is hard of hearing can borrow one for the duration of the service—they are equipped with either a small headset or an earpiece, whichever works best for the person using it.  This provides an amplified reception of the service without the room noise that may interfere with hearing otherwise.

The ushers are responsible for distributing the receivers before the service and reclaiming them afterwards.  They need to know how to explain the use of the receivers to the people who need them.

We also have a small boom box in the library that is tuned to 90.3 MHz.  This allows someone who has to leave the service with a noisy child to go to the library and hear the service without annoying the rest of the congregation.  This boom box is plugged into on of the regular sockets in the library, all of which are controlled by one of the light switches behind the library door.  Be sure the switch is on so that the boom box has power.  You can tell it is on when the floor lamps plugged into any of the sockets are on.
When you first turn on the light switch, there will be a little red light showing left of center on the boom box.  This means that there is power to it, but it is on “standby”.  You must push the little button below the light to turn the box fully on.  When you do this, the light will go out and the lcd display will show the frequency tuned to (90.30 MHz).  You can then adjust the volume by turning the large round knob.
If you have any questions, please give Joe Uhrhane a call on 973-538-1445.
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