Colloquium Setup Checklist
60 to 15 minutes prior to start of Colloquium: 
______1. Check lapel microphone batteries. 

______2. Check handheld microphone batteries.

______3. Check laser pointer batteries.

______4. Disconnect bell. (Switch is located on 2241 room cabinet.)

______5. Position student left and student right cameras.

______6. Set lights to Present mode (Use wall panel control).

______7. Create and print on UW letterhead the broadcasting release form. (Steve has a template.)

______8. Have the guest lecturer sign the form. 
______9. Create PowerPoint of abstract. (Ask Steve for a template.) Information for abstract is located here: http://www.physics.wisc.edu/twap/view.php?year=2009&semester=Fall&name=PDC
_____10. Send abstract PowerPoint to 2241 center projector:

____a. Connect laptop to control room RGB input and send RGB signal out computer auxiliary port. (The latter function is accomplished by a keystroke on most machines.) 

____b. Send input 7 to output 8 on control room RGB matrix switcher. (You must physically do this by pressing the appropriate buttons on the RGB matrix mixer.)

____c. Start room 2241 center projector by sending any dark graphic line to the projector. (E.g. send table 2 graphic 1 to the projector; you do not need to worry that there is no signal on table 2 graphic 1)


____d. Send input 9 to output 1, output 5, output 6, and output 7on room 2241 RGB matrix switcher. (Again, this is accomplished by pressing the appropriate buttons on the switcher.)
_____11. (Optional) Send appropriate music to 2241 via the control room Audia and CD player. (Talk to Steve about accomplishing this. The Audia computer interface is somewhat technical and one should have some training before using.)
_____12. Switch off the mute on the 2241 MIXED input on the control room audio mixer and mute all other inputs. 

_____13. Hard patch 2241 Left Rear Camera Output and 2241 Right Rear Camera Output to CR router input 11 and CR Router Input 12 respectively. (Typically this will already be done.)

_____14. On the Control room RGB matrix switcher, send input 1 to output 1, input 2 to output 2, and input 3 to output 3. (You should see your PowerPoint image appear on the Scan Converter Tri-monitors.) 
_____15. Open the Control room touchscreen and enter signal routing. (Password: 0866)

_____16. Touch Video Sources tab and perform the following virtual patches:


____a. CR Router In 11 to Prod Switcher 1

____b. CR Router In 12 to Prod Switcher 2

____c. Scan Converter 1 to Prod Switcher 3

____d. Scan Converter 3 to Prod Switcher 4
____17. Close all non-essential programs on the A/V computer and open Studio.

____18. Setup up Studio  for recording.


____a. Click on the Capture tab and click the Settings button.


____b. In the Settings menu click the Project preferences tab and click the folder icon in the Folder for auxiliary files section.


____c.  In the Browse for Folder menu find and select D:\Colloquium_Fall2009.

____d. Click the Make New Folder button and rename the new folder Colloquium(date).(E.g. Colloquium06-06-87) 


____e. Select newly created folder and again click the Make New Folder button.


____f. Rename new folder Render, select Render folder, and press the OK button.


____g. Check that the third from left button is highlighted in the center of the screen. (Inside the box containing the four buttons, one should see the words DVD Compatible to the right.) 


____h. Click the Start Capture button and click the folder icon next to the capture name field.


____i.  Select D:\Colloquium_Fall2009\colloquium(date) folder you made in step 15.d. 

____j.  Under the File name field, type colloquium(date)_intro (E.g. colloquium06-06-87_intro) and press OK. 


____k. Click Start Capture and record a minute or two of the PowerPoint then click Stop Capture button.


____l. Click on the Capture Tab and click the Start Capture button again. 


____m. In the capture name field, return to D:\Colloquium_Fall2009\colloquium(date) folder you made in step 15.d and under the File name field, type colloquium(date)_body. Now you are ready to capture the main lecture. (Simply click Start Capture once the lecture begins or shortly before.)

10-0 minutes prior to start of colloquium:

_____1. Send lecture’s PowerPoint to center projector by sending input 3 to output 1, output 5, output 6, and output 7 on the room 2241 RGB matrix switcher. (NOTE: The system cannot handle more then 1024x768 resolution. Newer laptops may need to have their resolution adjusted. For more details and troubleshooting, talk to Steve.)

_____2. Mute music if one sent music to room 2241.

_____3. Begin recording by pressing the Start Capture button. (The recording can be cut down later so do not be afraid to begin recording prior to the actual beginning of the talk.) 
During Show:
_____1. During the first few minutes make sure to adjust the volume so the meters in the pinnacle recording environment do not register higher then half way though the yellow. 

_____2. Concentrate most recording on the PowerPoint; however, try to intersperse with camera angles when the lecturer is addressing the audience. (For a tutorial on how to operate the Control Room Video Mixer talk to Steve.) 

After the Show:

_____1. Click Stop Capture and save the project in D:\Colloquium_Fall2009\colloquium(date) folder as colloquium(date). (For information about editing and compiling, talk to Steve.)

_____2. Turn off Room 2241. 

_____3. Bring handheld microphone into the back room. 

_____4. Make sure the door to 2241 is locked. 
