
INSTRUCTIONS FOR USE OF THE AUDIO SYSTEM IN THE HALL 

Introduction 
We encourage all presenters to use a microphone and all questions from the floor to be delivered 
via a roving microphone. 

If you are in charge of the audio system you should keep in mind that understanding how the 
sound travels from the speaker’s voice, through the microphone, the mixer panel and the cable 
routes to the speakers will help you if you need to troubleshoot a problem. Always “’follow the 
signal”! 

Follow the Signal 
The speaker’s voice is picked up by the microphone, transmitted wirelessly to a receiver in the 
Roadcase and is then delivered at “line level” [i.e. no amplification] to the mixer panel. Here it can 
be manipulated [volume, bass/treble etc] and mixed with other sound sources [e.g other 
microphones or audio from video sources] and then sent to the speakers which have their own 
built-in amplifiers. 

Components 
1. Microphones The usual microphone for a presenter is the headset. You can also use a

hand-held microphone on a stand. There are hand-held microphones for use with roving
questions from the floor or for someone to introduce the presenter.

2. Receivers In the bottom of the Roadcase there are 5 receivers – one for each
microphone. They are automatically powered up when the 2 powerpoint switches are
turned on. They need no attention other than to ensure you can see they are lit up.

3. Mixer This is the top panel of the Roadcase with the individual sliders for each source.
4. Speakers These are mounted on the wall and require power as they have built-in

amplifiers to power the speaker sound levels.

Power Up/Power Down 
First, turn on the 2 powerpoints on the wall to the far left of the Roadcase. 
Only then, turn on the labelled Speaker switch, the right most of the 2 switches at shoulder-level 
above the powerpoints. 

Visually check the lights on the mixer panel and the 5 wireless receivers. 

Reverse this sequence to power off. i.e. Turn off the Speakers, only then turn off the 2 
powerpoints. 

Microphones 
The headset microphones have a bodypack powered by 2 AA batteries. These are rechargeable 
and should be in the charger ready for use. When you finish, take them out and place them back 
in the charger. 
Swing down the front panel of the body pack to reveal the battery holder and the on/off switch. 
Insert batteries following the diagram for correct location of positive/negative terminals. Hold the 
on/off button for a few seconds until the screen lights up if it doesn't do so automatically.

The hand-held microphones have a retractable bottom section which must be unscrewed to 
reveal the battery compartment. Insert batteries following the diagram for correct location of 
positive/negative terminals. They have a red on/off button in their base. Again, hold in for a few 
seconds until the screen lights up if it doesn't do so automatically 



Troubleshooting Hotspots – follow the signal 

1. The location of the microphone with respect to the voice is a constant source of 
problems. Presenters and questioners may need instruction! The further the microphone 
from the voice, the more it has to work to pick up the sound and the more problems you will 
encounter. In particular, you will run into problems if you keep ramping up the volume/gain 
to capture the sound. You will identify issues such as ‘ringing’ of the voice as you amplify 
ambient noise sources as well as the voice.
Be careful in placing a headset microphone that the arm with the mic is level and extended 
to the presenter’s face [not under their chin!] The the arm can be gently adjusted into place.
Be careful with the stub antenna of the body pack when determing where to place it on the 
speaker; eg. clip to belt, drop into pocket, clip to lanyared.

2. Mute switches exist in two places – the bodypack and the individual mixer channel. If they 
are activated there will be no sound.
Check the mute switch on the top of body pack of the headset. Generally don’t allow the 
presenter to control it because they will forget and you will need to interrupt to fix it. On the 
mixer panel there is a red mute button for each microphone channel. If it is pressed in there 
will be no sound. You can use that to mute a presenter who is already ‘miked up’ but not 
yet ready to start.
The hand mics don’t have mute switches on them, only at the mixer panel.
If in doubt, check the 5 receivers for the word MUTE on their screen.

3. Roadcase power Check that the mixer light is on and that all 5 receivers are on. If not 
check the powerboards and the powerpoints. There is always the possibility that a ‘spike’ 
has shut down a powerboard so try the reset button on the powerboard.

4. Channel fader Each microphone has a fader [volume slider] and these are in vertical
‘strips’ of controls for that sound source. If the fader is pulled right to the bottom, there will 
be no sound. If the red mute is depressed, there will be no sound.

5. Master Volume The two yellow faders at the right of the mixer panel apply volume 
changes to all the other channels. So, you should set the yellow fader to at least halfway 
before modifying the individual microphone faders. That way, once their levels are set 
relative to each other you can raise of lower the volume of the whole mix with the yellow 
faders. If they are in their lowest position, there will be no sound.

6. Speaker power You can verify that the speakers are on by checking for a blue light 
reflecting on the wall behind the speaker. If the speakers are off, there will be no sound.

7. In most of the points above there is potential for no sound to be delivered so there are quite 
a few spots to troubleshoot. Remember, follow the signal – from the voice to the speakers 
– to eliminate problems.

Audio associated with video is covered in the next section 



INSTRUCTIONS FOR USE OF THE U3A DATA PROJECTOR 

A new ceiling mounted laser data projector was installed in the Main Hall in 2026. 
The cables to connect to this projector come from the wall in the corner of the room, behind the 

sound equipment roadcase and below the right speaker. 

To use the date projector with a laptop computer 

1. Put the laptop on the grey metal projector stand. Plug in the laptop to a powerboard 
beside the Roadcase

2. Turn on both powerpoints in the corner. Only then, turn on the speakers using the 
labelled switch on the wall above the powerpoints.

3. Note that the switch to the left of the speaker switch will turn off just the row of lights at 
the front of the hall if they are too bright for the image on the screen.

4. Attach either the blue VGA cable or black HDMI cable from the wall to the laptop 
computer. [There is also a black VGA extension if you need the laptop closer to the 
lecturn].

5. If you are using VGA and are wishing to use sound from the computer as well as 
visuals, attach the 3.5mm plug stereo cable to the headphone jack of the computer. 
Use the slider marked “MP3” for volume control. If you are using HDMI then the audio 
will automatically be delivered over that cable. You will then need to use the HDMI 
slider for volume control.

6. Turn on the computer
7. Turn on the data projector using the white Epson remote control which is sitting on 

top of the small cupboard (blue button). Wait until the Epson splash screen appears on 
the wall – this may take a few seconds.

8. If the laptop is on before connecting the HDMI cable the Epson will automatically select 
the right source. If not, using the white Epson remote, press Source Search on top 
right – to link computer with the data projector. This may take a minute. [NB .HDMI will 
appear on the “video” source menu whilst VGA will appear as PC on the “computer” 
source menu.

9. There is a Logitech remote control to operate a Powerpoint slide presentation on the 
laptop so that the speaker can move around the room or speak from the lecturn
• The remote for this is kept in the top drawer of the 3 drawer cupboard in a black  

pouch. The USB-A receiver should be in the Hall laptop ready for use.
Turn this black remote on via the on/off switch on the side

• The top buttons on the front of the remote advance or reverse the slides
• The button with the vertical green line operates the laser pointer

To turn off after use: 

• Turn off data projector – white remote – press OFF button – will need to be 
pressed twice and then the image on the wall will disappear

• Close down PPT presentation and turn off computer using shut down button on 
bottom left of screen. Remove the presenter’s USB and return it to them.  

• Turn off black remote using the ON/OFF switch on the side of the remote and 
return to black pouch. Put back in top drawer of the 3 drawer cupboard

• If a presenter is using their own laptop, ensure our HDMI cable and Logitech 
Remote USB are returned to the Hall Laptop.

• Turn off the speaker switch and only then the 2 powerpoints to power down 
the AV system. Leave the powerpoint on at the wall of the switch near the window 
turned on.



To use the data projector to play a DVD or CD disk 

1. Turn on the data projector using the white Epson remote control which is sitting on 
top of the 3 drawer cupboard (blue button). Wait until the Epson splash screen 
appears on the wall – this may take a few seconds.

2. Turn on both powerpoints in the corner to activate the sound system, then turn on the
speaker switch located on the wall at chest height.

3. Find the Black Sony remote and use with the SONY DVD player (the top device on
the shelves). The remote is sitting on top of the 3 drawer cupboard.

4. To open the DVD tray on the player use the eject button on either the remote of the
player. Insert disk and close the disk drawer

5. Use the white Epson remote – press Source Search on top right – to link computer
with the Sony DVD player. This may take a minute. [DVD will be one of the HDMI
sources]

6. The DVD should either start playing or display a menu.
7. If a menu is displayed, select the required option with the Sony remote – arrows and

enter at the centre. This will also allow selection of a track from an audio CD.
8. Volume control is on the mixer panel DVD/VHS slider. Also check setting of Master

Sliders (yellow) or Epson projector volume control.
9. Usually the DVD aspect ration and size will be set automatically to best choice. You

can overrule this using the Epson remote control Menu to set to 4:3 or 16:9. Return to
NATIVE when finished.

To turn off after use: 

1. Turn off data projector – white remote – press OFF button – will need to be pressed
twice and image on the wall will disappear

2. Turn off speaker switch first and, only then, both the powerpoints in the corner
whilst leaving power on at the switch near the window for battery recharging.

Audio connector or mp3 or laptop headphone socket 

Video connectors 

There is a USB-A connected DVD drive for the Hall Laptop which can be used. Instructions below are for the
Sony standalone DVD player in the Roadcase.



Important note on managing two screens 

In both PC and Apple Mac devices, once the data projector is connected, the configura�on is referred 
to as ‘mul�ple screen’. 

There are several states for this configura�on; 

• Duplicated (mirrored) – each screen has iden�cal informa�on
• Extended – the screens are independent and can have different content. This might be

displaying a different ‘window’; an extended resource where content from one flows to the
other; or, for PowerPoint presenta�ons, where one screen shows the slide presenta�on
whilst the second screen shows the ‘presenters notes’ view.

The display will have been le� in one of these states by the previous user and it may be necessary to 
change it, depending on what presenta�on method is required. 

As well as selec�ng the mul�ple screen configura�on it may also be necessary to change the 
PowerPoint presenta�on setup to select which screen will be the Primary Screen and whether 
Presenter View is to be used. These se�ngs are available once Slide Show is selected from the main 
menu. 

You can select “Automa�c”, “Primary Monitor” or “Monitor 2 
as the monitor displaying the slide show. 

Suggestions 
If you want the same image to appear on the laptop and the dataprojector then select Display 
Se�ngs to duplicate screens. For Windows, select “Display Se�ngs”, click on the monitor image 
for the laptop (in my case Monitor 1) and select duplicate on 1 and 2.  Note that Powerpoint 
Presenter View uses the Duplicate setting since Powerpoint controls the different screen formats 
for the main presentation and the presenter's view



For Apple: 

If you have two or more external displays connected to your Mac, you can specify which one plays 
your presenta�on. The other displays become presenter displays, and you can customize their layout. 

1. Connect two or more external displays to your computer.

2. Click  in the toolbar on your Mac.

Your presentation begins to play on one of the external displays. The other external displays 
and your Mac become presenter displays.

3. To change what shows on the displays, click  on any presenter display.

Thumbnail images of up to six connected displays are shown. The primary presenter display
has a star next to its name and the label Primary Display. It also has the presenter display
toolbar and the slide navigator, which you use to jump to a different slide.

Click Configure below the thumbnail of any display, then do any of the following:

• Show the presentation on the display: Click Show Slideshow.

• Stop playing the presentation on the display: Click Show Presenter Display.

• Change the items that show on a presenter display: Choose any combination of 
options from the list. For example, you can set your presenter notes to show on 
the primary display and set the current and next slides to show on a third 
display.

• Modify the layout of items on a presenter display: Click Customize Presenter
Display, then make changes.

4. Click Done.

https://support.apple.com/en-ca/guide/keynote/aside/tan1853ba945/13.1/mac/1.0
https://support.apple.com/en-ca/guide/keynote/aside/tan6cf5538e9/13.1/mac/1.0
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