The definitive/ just about everything you need to know Guide to the Media Team

What to do and when
Notes:

If you are serving, be at the venue 1 hour before the start of a service as this will give you plenty of time to prepare and in needs be fix any technical hitches if needs be.

The rotating powerpoint known as (wn_<date>) should be up and running 45 minutes before the start of a service.  This is the powerpoint behind rotating images that you see on the screen at the beginning, end and sometimes during the notices too.  
If the stage lights aren’t coming on or you are unable to switch the projector on, get in touch with the meeting manager. 
Lighting (Gorgie Campus)
The light controller is not as simple as it seems.  It is still very simple though!  There are a number of things to keep in mind when you are using it.  The first is that the sliders are not sliders.  They are in fact switches, this means that you must not slide them to change the lighting but move them as fast as possible.
The lighting controller has sliders numbered 1 through to 24. The ones of interest to you are from 1 to 6. The idea is to switch on the appropriate light that corresponds to the event on stage.  Light is a very effective method of adding to the atmosphere of the meeting; it can just as easily destroy it.  Therefore, you need to make the transitions between the light scenes “fluid”.  You should only change lights when something else is changing, ie when someone is coming on or off the stage.  
The 6 scenes that we use during the service are as follows:

1 – Before service
2 – Introduction
3 – Worship
4 – Video/ Dark
5 – Speaker
6 – After the Service
To operate the slider switch, you need to fling it up or down to switch it on or off respectively.  I say fling as if you move is slowly you will get a horrible transition.  For a fluidly change over, it is more effective if you slide up the next lighting switch you require while the current switch is still on. This has no effect on the current switch. Once required, fling the current switch down and this will activate the next switch. 
What I need check list
1) Graphics, The graphics are usually sent to you by the team leader. 
2) Welcome power point. This is sent to you by the team leader.
3) Message of the day power point. This is usually sent from the speaker of the day.
4) Run sheet for the day’s service. This is available from the meeting manager.
5) Song sequence sheet (ss sheet). The worship leader for the day will fill this in for you.
6) Video. If applicable you will receive it from the appropriate source.

Setup

Equipment

Switch on the media PC (the password will be provided) and the projector (red power button on the remote).  The lighting desk may also need to be switched on, or the black out function needs to be switched off.
Preparing the Worship Him event queue list

You should at this stage have all you need to prepare for the service. Refer to the “what you need check list”.
Double click on the short cut meetings folder icon on the desktop (it is in the top left corner).
Look for the current month’s folder and create it if necessary in the format                        “yymm-month/ 0905-may”. Open the folder and create another folder for today naming it “ddmonth/ 31may”. Open the folder and Insert the memory stick that contains the graphics. Retrieve the images and place them in the image folder that you have just created.

Copy the power point document into today’s folder and not the image folder.

Run “Worship Him”. Click on the “Queue list”.
Add the songs. To add a song, simply double click on the song you need from the library. 

Add the images. To add an image/images, click on the “Add Image” tool bar item and select the image you need. To select multiply images, click the first image and then press and hold the Shift key and click on the last image. Click on “Open” to add the image/images. The images should now appear in the queue list. 

Add the power point documents. To add a power point document, click on the “Add Power Point” tool bar item and select the document. Uncheck the “Auto Start” option.
Add the “Message of the day” power point document.
If applicable, add the video file. Remember to check the video and make sure it runs and has sound. 
Order the items in the queue list according to the “Run” sheet. To reorder an item, select the item and click on Up/Down. Place the Welcome power point to the top of the list.

Click on “Save” to save this queue list. Save it to today’s folder as dd mm yyyy.

Before Service  
At a glance:

Light – 1

Display – “Welcome power point”

FYI: Press “Home” in Power Point to move to the first slide. F5 to run and Esc to stop the slide show.

Lights 1 on. 
Slide light 2 up to prepare for the introduction.
Click on “Worship Time” of the “Worship Him” software if not already on this.

Start the “Welcome” Power point document by double clicking on it in the queue list. Ideally this should be running 45 minutes before the start of a service.
Setup the Destiny logo. Click on “Show” on the Worship Him menu and then “Select Logo”. Navigate to the JPEG folder and select the “welcome.jpg” file.

The Service
At a glance:

Lights: 2, 3, 4, 5 6 

Display: 1st Song, 2nd Song, 3rd Song, JPEG images, Welcome Power Point, Message of the day Power point, 4th Song and 5th Song.
FYI: Press and hold “Ctrl” key & press “x” – To show the logo.
Click “Clear all” in Worship Time screen to show a blank screen.

Click “Clear text” in Worship Time screen to clear all text from screen.
Introduction

At a glance:

Lights: 2

Display: Blank
As soon as the worship leader or the pastor comes on stage, slide light 1 down to activate light 2. Worship leader/Pastor invites the congregation to take their seats.
In the slide show, press “Home” and then “Esc” to stop the Power point display.

In the Queue list double click on the first song to get ready for the 1st worship song.
Slide up light 3 in preparation.
Once the worship leader/pastor leaves the stage and the worship team starts the first song.

Slide down light 2. This activates light 3.
Praise and Worship
At a glance:

Light: 3

Display: 1st Song, 2nd Song and 3rd Song.

Once the singing starts, click once on the verse or chorus according to the Worship team’s ss sheet for the first song. This effectively displays it on the projected screen. 
FYI: The selected verse or chorus will be flashing in the Worship Time screen. 
Where there are 2 parts, separated by a “/”, to a verse or chorus click on the > or < to move to the next or go back to the required part respectively. 
Once the singing stops press “Clear all” button.
Double click on the next song according to the ss sheet.

Once the singing starts, click once on the verse or chorus according to the Worship team’s ss sheet for the second song.

Once the singing stops press “Clear all” button.

Double click on the next song according to the song sequence sheet.

Once the singing starts, click once on the verse or chorus according to the Worship team’s ss sheet for the third song.
During the third song, slide up light 2.
Once the singing stops press “Clear all” button.

Once the song is finished, press and hold Ctrl and x to show the Welcome screen. 
Notices
At a glance:

Light: 2, 4 if there is a video

Display: All the required JPEG images

Slide light 3 down when the notice announcer comes on stage.

As the announcer goes through the notices, double click on the respective image file in the queue list.
If there is a video to be played, slide light 4 up. Double click on the video in the queue list to get it ready for play. Once the introduction is made and the announcer has left the stage, click on “Play />” on the player. 
Slide light 2 down and then slide the same light back up to prepare for the offering event. 
Click on the Power point in the Task bar.
Offering
At a glance:

Light: 2

Display: Welcome power point or News power point, Gift aid JPEG

When the announcer comes back on the stage, make sure that light 2 is on.
Press “F5” to run the Power point display. If there is a power point news document, show this first followed by the “Welcome power point” should the offering still be taking place.  
Slide light 5 up to prepare for the message event.
Message of the day
At a glance:

Light: 5

Display: Message of the day power point

FYI: The message consists of lots of numbered slides and the intention is to show the respective slide according to its number as the message unfolds. 

This power point presentation is on manual which means you would have to press the Left arrow key to show the slide or section of a slide. 

To select the next slide, click twice on the required numbered slide under the Slides section of Power point. The first click is to select Power point and the following click is to select the actual slide. 
To display a slide, click on the Power point slide show in the Task bar and then the Left arrow key to show the next slide.

When the pastor/speaker comes back on stage, slide light 2 down.
If Welcome power point is still running, put it back on focus, press “Home” and then “Esc” to stop the display. Exit Power point. You won’t be able to run “Message of the day” while this is still running.
Double click on the Message of the day power point. Click on “F5” to run the slide show. 

Click on the Left arrow key.
Click on the next slide to twice and then click on the slide show. Repeat the above step.

Repeat the above 2 steps until the end of message.

At the end of the message, click on the blank slide.

Slide light 3 up to prepare for the worship event.
Double click on the 4th song in the queue list.
Praise and Worship
At a glance: 

Light: 3

Display: 4th Song, 5th Song

When pastor/speaker leaves the stage, slide light 5 down.
Once the singing starts, click once on the verse or chorus according to the Worship team’s ss sheet for the 4th song.

Once the singing stops press “Clear all” button.

Double click on the next song according to the song sequence sheet.

Once the singing starts, click once on the verse or chorus according to the Worship team’s ss sheet for the 5th song.

Slide light 2 up to prepare for the conclusion.
Bring Power point back on focus. 
Once the singing stops press “Clear all” button.

Conclusion

At a glance: 

Light: 3, 6

Display: Welcome logo

Once the announcer/speaker comes back on stage, slide light 3 down.
Slide light 6 up to prepare for the end of service.

Once the announcer/speaker leaves the stage, slide light 2 down and press “F5” on Power point.
FYI: Please keep the media PC desktop tidy. Please do not add any icons or delete any existing ones.

