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.

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.

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.

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 nho sound.

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.

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.

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.

2.

NOo

Put the laptop on the grey metal projector stand. Plug in the laptop to a powerboard
beside the Roadcase
Turn on both powerpoints in the corner. Only then, turn on the speakers using the
labelled switch on the wall above the powerpoints.
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.
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].
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.
Turn on the computer
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.
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.
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
e 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
e 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:

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

e 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.

e 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

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

e 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

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.

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.

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.

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.

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

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]

The DVD should either start playing or display a menu.

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.

Volume control is on the mixer panel DVD/VHS slider. Also check setting of Master
Sliders (yellow) or Epson projector volume control.

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:

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

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

Y

Video connectors

HDMI VGA



Important note on managing two screens

In both PC and Apple Mac devices, once the data projector is connected, the configuration is referred
to as ‘multiple screen’.

There are several states for this configuration;

e Duplicated (mirrored) — each screen has identical information

e 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 presentations, where one screen shows the slide presentation
whilst the second screen shows the ‘presenters notes’ view.

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

As well as selecting the multiple screen configuration it may also be necessary to change the
PowerPoint presentation setup to select which screen will be the Primary Screen and whether
Presenter View is to be used. These settings are available once Slide Show is selected from the main
menu.

You can select “Automatic”, “Primary Monitor” or “Monitor 2

= Menitor: [Primary Monitor ¥} as the monitor displaying the slide show.

Use Presenter View

Monitors

Suggestions

If you want the same image to appear on the laptop and the dataprojector then select Display
Settings to duplicate screens. For Windows, select “Display Settings”, 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

I Duplicats desktop on 1 and 2

Identity Extend desktop ta this display

Dieconnect this display



For Apple:

If you have two or more external displays connected to your Mac, you can specify which one plays
your presentation. 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:

4. Click Done.

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.

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


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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3.1 Relative position of the presenter and DC265

Presente

3.2 Recommend distance

* About 470 mm distance between camera and the desktopis
recommended.




3.3 Incorrect use




LUMENS DOCUMENT VISUALISER

4.1 System diagram
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Switch Settings” inthe DC265 user manual.

2. Please refer to the Base Installation Guide for installation instructions
for all parts.

4.3 Connecting devices

4.3.1 Step 1: Plugging in the power outlet
®
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<Note> Appearance of power cord may vary with countries/regions.

4.3.2 Step 2: Connecting with components
» Connecting to a projector
® Connect the VGAOUT on the DC265 to the VGA IN on the projector
using the VGA cable.
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» Connecting to a monitor
® Use VGA cable to connect VGA PASSTHROUGH connector on DC265

to the VGA IN connector on a monitor.
[Note] The VGA PASSTHROUGH connector only outputs VGA IN

signals.
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» Connectingtoa TV
1. Using EXTENDER adapter and C-Video cable to connect EXTENDER

of DC265 toa C-Video of TV.
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2_Adjust DIP Switch Setting

B NTSC: America, Taiwan, Panama, Philippine, Canada, Chile, Japan, Korea and
Mexico
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RG HTSC

B PAL: Country/region not listed above:

C-Video PAL
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R NTSC

=<Note> OSD is not available in C-Video. Functions such as [Menu] /
[Rotate] / [PAN] / [Source] / [Record] / [Capture]/ [Delete]/ [PBP] / [ Slide
Show] are not available on control panel and the remote control.
<Note> VGA output is not supported once C-Video outputis enabled.

3.DIP Switch setting will not be available until restarting the DC265

» Connecting to a LCD TV/ PDP
® Using the HDMI cable to connecta LCD TV/ PDP
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#» Connecting to a computer
® UseVGA cableto connect VGA IN connector on DC265 to the VGA
OUT connector on the computer
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® Using the USB Cable

Connect to USB port then install the supplied Ladibug™
program. Please refer to the,
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® Using the EXTENDER adapter and R5232 Cable to connect
E'J(TENIZ!-‘IIE/B_l:iilr DC265 to a RS232 of computer
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» Connecting to speaker

7 ||
¥, @)‘ 1[ Speaker

c—>2
MOTR AUDIO OUT 50 CARD [i]

3
<Remark=: Or connect to an additional amplifier before connecting

to the speaker.




4.4 Start using the DC265

Control Panel
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Remote Control
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® 'When using the remote control, aim at the receptor on the DC265,

and press the power button.

® Once DC265 s turned on, the LED on the control panel will flash a
few times and stay lit. Please contact your distributor if the LED is not

on.

<Note> Once the password page is shown , please key in the
password. If you forgetit, please contact your distributor or the

service center.

4.5 Installing remote control holder

Insert the holder over the gooseneck of the camera and push it down.




LUMENS DOCUMENT VISUALISER

Chapter 7 Descriptions of major functions

7.1

7.2

7.3

7.4

| would like to switch image sources

Live image is the default of image source. Press [Source] on the remote
control or control panel to change:

1. Liveimages (default)

2. 5D card (priority) or internal memory

3. Computer.

| would like to make text clearer and photos more
colorful

Photo is the default. You can change setting via the remote control or
control panel.
® [Photo](default): for viewing photos or text with photos and will make
the photos more colorful.
® [Text]: for viewing text files and will make the text clearer.
® [Gray]: for viewing black and white photos and will make the
grayscale differentiation more distinct.

If you use the remote control or the control panel:

1. Press [MENU] to enter the setting menu.

2. Press [ ] or[4]to select [Display].

3. Press [ v]toselect [Photo/Text].

4. Press [ ] or[4]to select [Photo/Text/Gray] (Refer to the description
above).

5. Press [MENU] to exit.

| would like to zoom in /out of images

1. Press [Zoom +] on the remote control or control panel to zoom in.
2. Press [Zoom -] on the remote control or control panel to zoom out.

| would like to use the auto focus

1. Press [AF] on the remote control.



2 Press the AF button on the camera head of main unit.
7.5 | would like to adjust the brightness

If you use the remote control or the control panel:
1. Press [BRT +] to make it brighter.
2. Press [BRT -]tomake it darker.

7.6 | would like to turn on/ off the lamp

1. The default of lamp is turn on. Press [Lamp] on the control panel to turn
off.

7.7 1 would like to automatically adjust the image to have
best brightness and focusing performance

1. Press [Auto Tune] on the control panel.

7.8 | would like to capture images

7.8.1 Setting the quality of captured images

1. Press [Menu] on the remote control or control panel to enter
the setting menu.

Press [»] or [ 4] to the [Storage].

Press [ v] tofind [Image Quality].

Press [»] or [ 4] to select among [High/Medium/Low].

Press [Menu] to exit.

oA wN

7.8.2 Setting continuous capture

1.Press [Menu] on the remote control or control panel to enter the
setting menu

2 Press [ ] or [4]to the [Setting] menu.

3.Press [w]to find [Capture].

4 Press[®]or[4]to select [continuous].

9.Press [ v]to find [Capture Time]. Press [»] or[ 4] to select time
settings.

6.Press [ v]to find [Capture Interval]. Press [ »] or[ €] toselect time

settings.
f.Press [Menu] to exit.



7.8.3 Capturing and saving images

1. Press [Capture] on the remote control or control panel .
<Note> If the capture mode is set to [continuous], press
[Capture] to capture images continuously, press [Capture]
again to exit.

7.9 1 would like to view captured images

1. Press [Source] onthe remote control or control panel to display
thumbnails of all captured images.

2. Press[a]or[w]or[®»]or[+4]toselect the thumbnail you want you view.

3. Press [Enter] for the full-screen display of the image.

4. Press[»]or[«]toturn to the previous/next image.

5. Press [Source] to exit.

7.10 I would like to delete captured images

—_—

. Press [Source] on the control panel.

Press[4a]or[w]or[®]or [4]to select the thumbnail you want you
delete.

Pressing [Delete] will open a [Delete File] window.

Press [»] or [4] to select [Yes] (The default value is No).

Press [Enter] to delete the selected photo.

Press [Source] to exit.

N
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7.11 | would like to automatically delete the captured
images whenever it is turned off (Auto Erase)

1. Press [Menu] on the remote control or control panel to enter the
setting menu.

Press [»] or [4] to access the [Advanced] menu.

Press [4]or[w]to [Auto Erase].

Press [»]toselect[On].

Press [Menu] to exit.

It will automatically delete all captured photos when it is turned off.

ook N



7.12 I would like to record videos (Record)

3
4

)

Setting the image quality

. Press [Menu] on the remote control or control panel to enter the

setting menu.

Press [ ] or [4] to the [Storage].

Press [ v]to[Image Quality].

Press [ ] or [4] to select among [High/Medium/Low].
Press [Menu] to exit.

Recording motion images

. Press [Record] on the remote control or control panel to start

recording videos.
Press [Record] again to stop recording.

. Record sounds with the built-in microphone of the control panel.

Playing videos

. Press [Source] on the remote control or control panel to display

thumbnails of all video recorded.

Press [a]or[w]or [»]or [4]to select the thumbnail you want you
View.

Press [Enter] for full-screen play.

Press [ ] or [4] to turnto the previous/next video.

Press [Source] to exit.

[Note] Only the MOV files recorded can be played and live sound
output is not available; additional amplifier can be connected to
the PHONE port.

7.13 | would like to switch a part of the live image (PAN)

If you use the remote control or the control panel:

1. Press [PAN] to enter the image pan mode

2. Press|[4]or[w]or[4] or [®]to move and view the partial enlarged
Images.

3. Press [PAN] to exit the partial enlarged mode.



7.14 1 would like to play the slides (Slide Show)

7.14.1 Setting the slide show effect

1. Press [Menu] on the remote control or control panel to enter
the setting menu.
2. Press|[»]or[4]to access the [Storage] menu.
Press [w] tofind the [Slide Show Effect].
4. Press[™] or [ 4] to select image switch mode between [Off/
Shutter / Right/ Down / Side / Open].
5. Press [Menu] to exit.
7.14.2 Setting delay time

1. Press [Menu] on the remote control or control panel to enter
the setting menu.

2. Press[»]or[4]to access the [Storage] menu.

Press [ v] tofind the [Delay].

4. Press[™] or[4]to select image switch mode between [0.5 Sec /
1 Sec/ 3 Sec/ b Sec/ 10 Sec / Manual].

5. Press [Menu] to exit.

w

w

7.14.3 Activating/Stopping the slide show

<Notes>Images over 8 MB, cannot be played. Whilst playing, the
[Rotate] function can be activated to rotate the images.
Remote control:

1. Press [Slide Show] to start playing.

2. Press [Slide Show] again to stop playing.
Control panel:

1. Press [Menu] to enter the setting menu.

2. Press[»]or[4]to access the [Storage] menu.

3. Press|[v]tofind [Slide Show]

4. Press [Enter] to play.

5. To stop playing, repeat steps 1 to 4.

7.15 | would like to compare images (Compare live images
with captured images) (PBP, Picture by Picture)

This function will compare and contrast a live image with a captured image.
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CapturedIimage Live Image

Remote control:

1.
2.
3.
4.

9.

6

Press [PBP] to enter the PBP (Picture by Picture) photo selection
screen.

Press[4]or[w]or[®]or [4]to select the files to be compared.
Press [Enter] to activate the image comparison.

Press [ ] or [ 4] to move the images (captured images only)
leftward/nghtward.

Press [Menu] again to return to image thumbnails.

Press [Source] to exit.

Control panel:

1.

@ om

8.
9.

Press [Menu] to enter the setting menu.

2. Press[»]or[4]to access the [Display] menu.
3.
4. Press [Enter] to enter the PBP (Picture by Picture) photo selection

Press [wv]tofind [PBP]

screen.

Press[4&]or[w]or[®]or [4]to select the files to be compared.
Press [Enter] to activate the image comparison.

Press [ ] or [ 4] to move the images (captured images only)
leftward/rightward.

Press [Menu] again to return to image thumbnails.

Press [Source] to exit.

7.16 | would like to resume the factory default setting
(Factory Reset)

1. Press[Menu]on the remote control or control panel to enter the
setting menu
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