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INTRODUCTION TO MEDIA SERVICES OPERATIONS

The LaVval l ey Law Li brary Media Services unit provides
operational support for all classes and events occurring at
the University of Toledo College of Law. Different classes
and events are given different levels of support. Media
Services supports everything froma sinple classroom novie
showi ng setup to in roomstaffing of a nmulti-roomall day
conf erence.

The purpose of this operations manual is to provide
Medi a Services permanent and student staff (or any other
technol ogi cal staff menber called upon to provide
i nstructional nedia support) with an understandi ng of the
i nherent conplexities of instructional nedia support at the

Uni versity of Tol edo Coll ege of Law.
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AUDITORIUM OPERATIONS

The instructional nmedia equipnent in the Coll ege of
Law auditoriumis designed to support conference setups. It
al l ows videotaping of multiple participants who may be
usi ng m crophones, PowerPoint, or video clips.

The auditorium equi pnment is found in four |ocations.
There is a podiumon the stage with a desktop conputer,
cables for a laptop, and a touch screen. The podium al so
has a switcher to switch between | aptop and deskt op
conputer. There is an electric screen nounted on the back
of the stage with a switch on the left side of the stage.
There are also four wired m crophone jacks near the swtch.

The projector and video canera are |ocated on a shelf
attached to the bal cony. The projector sits on top of the
shel f; the video canmera hangs from bel ow. The equi prment
cabi net inside the near closet contains the m crophones,
recordi ng equi pnrent, DVD and VCR, a |istening system and
wirel ess control system There are six room audi o out put
jacks | ocated on the back wall of the auditorium

More details are available in the individual sections

and in the appendi ces.
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Microphone Operations

Microphone ltem Detail and Signal Flow

There are seven Tel ex wi rel ess m crophone receivers
| ocated in the nmulti-nmedia cabinet. Two additional Tel ex
m crophone receivers are usually kept in the classroons,
but can be noved to the auditoriumfor conference setups.
Each receiver can be used with either a handhel d
transmtter (the “handheld m crophone”) or a body pack
transmtter with | apel m crophone (the “lapel m crophone”).

The systemis frequency agile, nmeaning that receivers
and transmtters can be programred to various frequencies.
The transmitter works with the receiver on the sane
frequency. Each transmtter has a | abel that corresponds
with a receiver label. These |labels are for the
conveni ence of staff and end users, to mark which ones
usual | y have mat chi ng frequenci es.

From a staff perspective, the group and channel
nunbers found on transmtter and receiver are nore
important. Each frequency corresponds to a particul ar
group nunber and channel nunber. (For nore information,
see the “reprogramm ng the wirel ess m crophones” appendi Xx).

Each receiver is wired to a particular channel on one
of the two Shure m crophone m xers. There are two Shure

m crophone m xers, each with eight channels. The first
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four channels on the top m xer are devoted to the wired

m crophone jacks. The last four channels on the top m xer
and the first five on the bottom m xer are devoted to
wirel ess m crophone receivers. The mxers are |linked
together, allowing all mcrophones to be output together.

There are three m xer outputs. The first leads to a
“direct box” that corrects for possible ground humin the
system The direct box is connected to an audio
distribution anplifier. The audio distribution anplifier
feeds the room audi o out put jacks. These output jacks can
be used by the news nedia and others to capture the
m crophone sound.

The second out put feeds the wireless control system
vol une control. The volunme control feeds the equalizer.
The equal i zer feeds the anplifier. The anplifier feeds the
audi torium | oudspeakers. The third output feeds the
recordi ng m xer

The recording m xer receives audio input fromthe
m crophone m xers and program (VCR, DVD, and conputer)
sound fromthe matrix switcher. It feeds the recording
deck and the assisted |listening system

Known Event Operations Issues for Microphones
M crophone operations face two fundanental issues in the

audi tori um First, the acoustics in the room are nedi ocre.
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Second, there is only one equalizer for all mcrophones.
The equalizer is set to maxim ze the quality of the
handhel d m crophones because the handhel d m crophones are
used nuch nore frequently.

These Iimtations nean that the audi o nust be
nonitored closely for signs of interference and feedback.
Medi a Services has four ways of nonitoring for interference
and feedback. First, pay attention to the live sound in
the room Since each staff nmenber’s hearing threshold may
be different, however, it is also inportant to nmonitor in
ot her ways.

The second way is to nonitor the sound through an
assisted listening device. The volune on the |istening
device can be turned as high as needed. |In addition,
because using the |istening device nasks the background
noi se, one can often hear interference before it becones
very noticeable live. |If the staff nmenber is using an
assisted listening device, he or she should alternate
bet ween using the earphones and listening to live sound.

Third, the m crophone mxer itself has two indicators
that can reveal interference. The |ight above each channel
normal ly lights green when used (the “last m crophone on”

light). It lights red when the m xer is overloaded. The
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m xer also has a nmeter that runs fromgreen to anber to
red.

The fourth nmeans of nonitoring interference and
f eedback nost often occurs with a type of interference
unrelated to roomor equipnent |[imtations. The wreless
m crophones use UHF frequencies and are occasionally
subject to outside interference. The noise is an extrenely
| oud burst of static and can be very annoying. It is
caused by one specific m crophone receiver frequency
receiving the interference.

If there is nore than one m crophone in use, one nust
be | ooking at the m crophone cabinet at the nonent the
interference occurs to identify the offending receiver.

The Audi o Frequency neter will junp fromzero to nmaxi mum on
the offending receiver. The |ight above the channel on the
m crophone m xer wll flash red.

The room and equi prent limtations make the use of
| apel m crophones inadvisable in nbost situations. The
| apel m crophone is an omi-directional m crophone.

Because the sound cones fromall directions, it is nore
suscepti bl e to sound bouncing off of the brick walls. This
| eads to nore feedback. Certain spots in the roomare

particularly bad for the | apel m crophones.
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In part because nore of the sound is absorbed; in part
because the | apel m crophones cannot be equalized, only
speakers who project strongly will be heard when using
| apel m crophones. Wth an audi ence of |ess than 50 people
it my not matter. Wth a larger audi ence nost people wll
not hear nost speakers using | apel m crophones.

The | apel m crophones have one ot her issue that occurs
fromtime to tine. |f a speaker is wearing a tight suit
j acket, it can brush the body pack antenna. Brushing the
antenna creates static.

Types of Microphone Setups

Al nost any event in the auditoriumthat uses any
instructional nmedia will use m crophones. Possible
m crophone setups for single speaker events include a) one
m crophone on the podium b) podi um m crophone and one
| apel m crophone and c) either one or two stage m crophones
wi th one or nore audi ence m crophones. Audi ence
m crophones can be placed on floor stands or carried by
hand.

The nost conmon multipl e speaker setup includes a
podi um m crophone and three m crophones on a table. |If
audi ence m crophones are used, there are usually three
m cr ophones pl aced on floor stands on the first floor. Two

addi ti onal m crophones can be placed on floor stands in the
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bal cony. The auditorium can sinultaneously support up to

nine wireless and four wired m crophones. Any of these

setups can occur with video recording and/or speaker

mul ti medi a di spl ays.

Instructions for Microphone Setups

1. Turn on each m crophone receiver that will be in use.

2. Turn on each transmitter that corresponds to the
receiver(s) that you turned on.

3. Check the battery life. The battery indicator is found
on the m crophone receiver. It is shaped |like a battery
and can have fromone to four marks indicating battery
life. Total battery life is between four and ei ght
hours, depending on usage. Three or four marks are
usual ly sufficient. Fewer marks nean the battery should
be replaced. Exceptions will be di scussed under
m cr ophone support during events.

4. Adjust volume using the correspondi ng channel on the
m crophone m xer. The | abels on each channel identify
whi ch m crophone receiver has been wired to a particul ar
channel .

5. Place mi crophone(s) in the positions where they wll be
used. Leave the m crophone(s) on for a few m nutes.
Verify that the battery indicator(s) do not change before

turni ng m crophones off.
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Microphone Support During Events

1. Not all events are entitled to in-room m crophone
support.

2. Mbst m crophone issues can be addressed by adjusting
vol une up or down as necessary. |f there is outside
interference, the m crophone receiver needs to be
turned of f.

3. Singl e speaker events often include two introductions
and a speaker. Wth a single mcrophone on the
podi um vol unme often needs adjusting between speakers.
Vol une sonetines needs adjusting even during a
speaker’s speech.

4. Single speaker events with a | apel mcrophone require
constant nonitoring.

5. Panel discussions require constant m crophone
nmoni t ori ng.

6. Audi ence m crophones should be turned on at the
begi nni ng of the event. However, the volune should be
all the way down until the speaker(s) is ready to take
gquesti ons.

7. 1f the event is half-day or all day, all m crophones
should start with fresh batteries and be checked at
every break. Batteries should be replaced when they

drop to two nmarks.

Page 12 of 29



1/18/2008 10:56:10 AM

Pl ease refer to the appendices for further m crophone
i nformation.

Display Operations

Overview of Display Capabilities

Speakers can display video clips on VHS vi deot ape or
DVD, video clips froma conputer, PowerPoint, and anything
they wite on the touch screen. The VCR and DVD nust be
| oaded in the closet but can be controlled fromthe
w reless control panel. The desktop conputer, |aptop
conput er and touch screen nust be controlled fromthe
podium The wirel ess panel can send VCR, DVD, cable TV,
and conputer to the recording deck and/or to the projector.

Computer ltem Detail and Signal Flow

The desktop conputer has a floppy drive, CD/DVD drive
and USB ports on the front of the conputer to accommopdate
any files a speaker wants to load. |If necessary, we can
al so run network cabl es across the stage to connect to a
network jack at the side of the stage to downl oad things
fromthe Wb or the internal network.

The desktop conputer VGA output connects to a VGA
distribution anplifier. The distribution anplifier
connects to the touch screen and to the podi um swi tcher.
The desktop conputer audi o output connects directly to the

podi um swi t cher
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The swi tcher has a VGA cable and an audi o cabl e that
can be hooked up to a laptop. Input #1 is the desktop
conputer. Input #2 is a |aptop conputer. The sw tcher VGA
out put feeds a VGA distribution anplifier on the projector
shel f.

The VGA distribution anplifier feeds the projector
i nput #1 and the scaler. The scaler feeds video input #1
on the cabinet matrix switcher. The podium switcher audio
out put feeds audio input #1 on the cabinet matrix sw tcher.

Known Event Operations Issues for Computers

There are three fairly common issues arising with the
conputers. First, sone speakers using |aptops cannot see
t heir PowerPoints on the projector screen when first
hooking in the VGA cable. This can usually be fixed by
pressi ng whatever function keys toggle through the |aptop’s
display options. On Dell laptops, this is the “Fn” & “F8”
keys. OQher |aptops may be different, but the keys are
usually marked. If this fails, restarting the | aptop may
sol ve the probl em

Second, sonetines the projector displays a blue screen
because the podiumswitcher is on the wong input. This
problemis solved by pressing the button for the

appropriate input.
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Third, sometinmes speakers’ PowerPoints are displayed
with the wong colors, or parts of the PowerPoint do not
di splay. This occurs because the projector does not or
cannot render the PowerPoint properly. 1In nost cases, this
i ssue cannot be resol ved.

Medi a Services staff will often be asked to try
anyway. This can be difficult. It requires pointing the
projector renote at the projector while sinultaneously
| ooking in the opposite direction (towards the projector
screen). It is not easy to find a spot where one can see
the screen while successfully operating the renote. The
one advantage is that the menu screen does not tine out.

It will remain on the screen. See the appendices for the
speci fic menu choi ces avail abl e.
Types of Computer Setups

Speakers will usually do one of two things. First,
bring in PowerPoint presentations or other conmputer files
to | oad on the podium conputer. Second, they may bring in
their owm |aptops to plug into the projection system

Instructions for Computer Setups

Setup shoul d be done 30 m nutes prior to the event, if
possible. If the podium conputer is going to be used, nake
sure it is turned on. Choose “PC’ on the wireless contro

panel and choose “Send to projector.”

Page 15 of 29



1/18/2008 10:56:10 AM

If the laptop conmputer is going to be used, hook in
the VGA cable, and audio cable if applicable. Turn on the
| aptop. Switch the podiumsw tcher from®“1” to “2” in
order to verify that the laptop is projecting properly. If
the podium conputer is first to be used, start with the
swtcher on “1.” If the laptop conputer is the first used,
start with the switcher on “2.”

Computer Support During Events

Loadi ng presentations onto the podi um conputer or
hooking up a laptop is normally a sinple matter. Wat can
make it conplicated is the nunber of presentations | oaded
or the nunmber of tinmes they nmust be switched. Even when
gi ven instructions, sonme speakers are not confortable using
t he podi um switcher, or even changing fromthe previous
speaker’s Power Point slide showto their own.

Media Services will not staff events sinply because a
speaker has difficulty operating technol ogy. However, many
events that Media Services provides staffing for wll
feature speakers who struggle with technol ogy. During
events with nore than one Media Services staff nenber
present, it is sonmetinmes a good idea to station a staff

menber at the front.
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DVD & Playback VCR Item Detail and Signal Flow

The DVD player is |located just below the recording
nmonitor in the nmultinmedia cabinet. It is connected to
proj ector S-video input (#3) through the S-video output, to
the matrix switcher audio & video input #3 via the RCA
audio & video output, and to the wireless control system
via a cable connected to the IR port. The projector input
#3 is not normally used. The DVD player is normally
swi tched through the wirel ess control panel.

The pl ayback VCR is |ocated just bel ow the DVD pl ayer
in the nultimedia cabinet. 1t is connected to the matrix
swi tcher audio & video input #4 via the RCA audio & video
output and to the wireless control systemvia a cable
connected to the IR port. The University cable systemis
connected to the VCR via the RF input and uses the VCR s
internal TV tuner. It automatically cones on when the VCR
is turned on.

Known DVD & Playback VCR Event Operations Issues

There are two significant operations issues with the

DVD and pl ayback VCR. First, since the University cable
is not often used, it nay be wise to start with the cable
on channel 77 or a simlar channel that will show only a

bl ue screen
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Second, some speakers cone in with nultiple
vi deotapes. This can require physically noving nultiple
VHS vi deotapes in and out of the VCR It can al so
require careful nonitoring of the VCR because sone tapes
are auto-play and need to be stopped before they passed
the cued-up part. In addition, one nust often switch
bet ween Power Poi nt and vi deo on the wirel ess panel.
The sane general issues apply if a speaker wants to
show only a single DVD chapter. It is not unknown for
t he sane speaker to cone in with VHS videotapes and a
DVD. The sane issues apply, but with a greater |evel of
conpl exi ty.
Types of DVD and Playback VCR Setups
The types of DVD and pl ayback VCR setups are sinple.
Ei t her or both can be used during an event, though only one
of them can be displayed at a tine. While both can be
controlled fromthe wrel ess panel (which can be operated
from anywhere in the room), both nust be | oaded in the

mul ti - medi a cabi net .
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Instructions for DVD and Playback VCR Setups
1. Load the appropriate nedia in the appropriate pl ayer.
2. Cue as needed, using the appropriate set of controls on
the wirel ess control panel (see the “operating the
W rel ess control panel appendix”).
3. Send to projector and/or recording on the wireless
control panel as appropriate.
4. Operate during event as appropriate.
DVD and Playback VCR Support During Events

As noted earlier, DVD s and vi deotapes often require
substantial use of the wireless panel. Media Services
personnel should famliarize thenmselves with its various
operations. During conplex operations, running the
wi rel ess panel nay be del egated as a separate task, despite
t he cranped physical space. However, if an event is being
vi deotaped, this will conpete with using the panel for
vi deot api ng.

It is ankward but sonetines necessary for two people
to operate equipnment in or near the nmulti-media closet. It
is nearly inpossible for three people to operate equi pnent
in or near the multi-nmedia closet. |If videotaping is
occurring, the person doing the videotaping will have to
take on the additional responsibility of DvVD and pl ayback

VCR support.
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Overview of Videotaping Operations

Videotaping in the auditoriumis primarily done
t hrough the permanently nounted canera. It is nmounted on
t he underside of a shelf fastened to the bal cony. The
canmera control is nounted on a shelf in the nulti-nedia
cabi net, just above the m crophone m xers. The recording
VCR is |located just bel ow the playback VCR

A second video canera can be setup in the auditorium
However, this video camera is not otherw se hooked into the
audi tori um system

Videotaping Item Detail & Signal Flow

The video canera sends its video output to the camera
controller. The canmera controller sends it out to a
conposite video distribution anplifier. The CV DA sends
the video output to video input #2 on the routing swtcher.
The routing switcher video output #2 feeds the recording
deck. Audio input to the recording deck cones fromthe
mai n out put on the recording audio m xer. The recording
deck sends video and audi o output to the recording nonitor.

The canera controller has a joystick that controls the
canera angle and direction. Focus and zoom each have a
pair of buttons. Using the shift key converts the zoom
control to a canmera aperture control. Each itemis used

during a videot api ng.
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Vi deot apes | oaded into the recordi ng VCR pl ay
automatically. The stop button should be pressed after
inserting the videotape. “Record” and “play” nust be
pressed at the sanme tinme to begin recording.

The recording nonitor shows what the recording deck is
recording. Most of the time, the recording source will be
selected fromthe wirel ess panel (see the appendices for
changi ng recording or display sources fromthe nmatrix
switcher). W can record fromonly one source at a tine.

Qur choi ces include PC, VCR, DVD, cable, & canera.
Pressing the any of these buttons automatically brings that
itemon to the preview nonitor. The preview nonitor is fed
fromthe matrix switcher. Once the appropriate item has
been sel ected and previewed, we can press “send to record.”

Known Event Operations Issues for Videotaping

The colors and lighting in the recording nonitor are a
little off. W should use the preview nonitor to adjust
the lighting. Qur videotapes are going to | ook dark
because the canera’s automatic gain control has a
significant red push. The effect turns the dark blue
background on the wall a chocolate brown. W need to keep
the ACG turned off. W have tried to correct the problem

and been unsuccessf ul .
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Because the auditoriumlacks signal synchronization
equi pnent such as a bl ack burst generator, swtching
sources creates scan lines. These scan lines are a result
of the recording deck adjusting to the signal. The scan
lines usually are not noticeable |ive on the recording
nmonitor, but they are very noticeable on the videotape.
These scan lines are addressed during the video production
process.

Types of Videotaping Setups

There are two types of videotaping setups in the
auditorium A one video canera setup uses only the built-
in canera in the auditorium A two video canera setup adds
a second video canera usually positioned just to the left
of the main aisle and just behind the |ast row of seats on
the first floor. The second video canmera can al so be
positioned down in the front for a profile view of soneone
facing the stage.

Instructions for Videotaping with the Built-in Camera

1. Insert the videotape in the recording VCR Press

“stop.”

2. Turn on the recording nonitor.
3. Turn on the preview nonitor.

4. Press “canera” on the wireless control panel.
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5. Use the preview nonitor to adjust the canmera as
needed.

6. The first adjustment is usually using the joystick to
find the appropriate area on the stage.

7. The second adjustnent is usually the zoom control.

Zoom has two adjustnents, “wide” and “tele.” These
buttons are in the |Iower right hand corner of the
control consol e.

8. The third adjustnent is usually the iris control,
whi ch shares the sane buttons as the zoomcontrol. To
use the iris control, pres the shift key. Wen the
shift key is lit, the dark gray | abels define the
controls. For the iris this is “open” (nore |ight)
and “close” (less light).

9. It is normal to have to nake m nor canera adjustnents
when the speakers arrive on the stage.

10. Start recording imediately prior to the first
person beginning to speak by pressing “record” and
“play”.

11. Change recordi ng sources as necessary by choosing

the appropriate button and then pressing “send to

record.”
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Instructions for Switching Recording Sources

1. Recording al nost always starts with the canera
as the source.

2. Press “canera” on the wirel ess panel and verify
that it | ooks ok on the preview nonitor.

3. Press “send to record.”

4. Press the appropriate button to bring up the
second source (nost often “PC’) in the preview
monitor and verify it | ooks ok.

5. I n general, PowerPoint slides should be sent to
t he recordi ng deck when a speaker begi ns speaking
about it. Do this by pressing “send to record.”

6. | nredi ately press the appropriate button to
previ ew t he next source (nost often “camera.”).
| f the next source is the canera, nmake any
necessary adjustnents before sending the canera
vi ew back to the recordi ng deck

7. The source being recorded shoul d al ways be
showing in the recording nonitor. |If it is not
what you expect, you are recording the wong
thing. The next source to be swi tched shoul d
showing in the preview nonitor

8. A person watching the m crophones can serve as

t he second pair of eyes for nonitoring swtching.
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9.

10.

Additional Setup Instructions for Camcorder

. Using duct tape and the cord covers, tape down the

extension cords fromthe back wall of the auditorium
to just behind the back row and i mediately to the

| eft side of the aisle. (Alternatively, using duct
tape and the cord covers, tape down the extension
cords fromthe front right wall of the auditoriumto

just inside one of the front rows).

. Open the cantorder carry case and take out the canera

power cord. Plug the camera power cord into the

ext ensi on cord.

. Place the canera stand in the appropriate position.
. Open the carry case and take out the cancorder.

. Take of f the | ens cap.

Move the eyepiece into position.

. Screw in the piece that connects it to the canera

st and.

. Pull back the canera stand | ever that holds the

cancorder in place and place the canctorder in the
st and.
Turn on the cantorder

Slide the cantorder button back to recording

posi tion.
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11. Adj ust canera stand as necessary to |level the
pi cture.

12. Adj ust zoom as necessary.

13. Adj ust focus as necessary.

Additional Setup Instructions for Camcorder (cont.)

14. Check audi o by inserting earphones.

15. | nsert vi deot ape.

16. Make m nor adjustnments as necessary.

17. Press the record button when ready to begin

vi deot api ng.

18. Verify recording by |ooking in eyepiece for green
l'i ght.

19. Moni t or and adj ust as necessary during event.
Pay close attention to the focus, because we use
manual focus rather than auto focus.

Videotaping Support During Events

Vi deot api ng support during events usually occurs in
conjunction with mcrophone support during events. Events
requiring both mcrophone and vi deot api ng support usually
require two staff nenbers.

Because of the cranped space and flaws in cabi net
design within the nmulti-media closet, the person doing the
vi deot api ng nmust usually stand to the right hand side of

the canera control. The person running the videotaping
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slides out the control console only when needed to make
adjustnents. This position allows a clear line of sight to
t he person running the m crophones.

The awkward positioning neans that the canera shoul d
be run with mnimal adjustnments to the canmera angl e during
the event. |If there are other sources to be recorded, the
person running the canmera will usually be standi ng outside
the cl oset, yet positioned where he or she can see both
monitors. The videotaping person will be using the
wi rel ess panel to change sources as necessary.

Video is not often recorded due to |icensing issues,
but if it is, we usually wait for the speaker’s cue. “Send
to projector” takes precedence over “send to record.” Wen
pl aying a video clip, always take care of sending it to the
audi torium before taking care of sending it to the
recordi ng deck.

The person doing the videotaping wll be asked to
wat ch the canctorder unless a staff nmenber is available to
wat ch t he cantorder. Wien placed at the back of the room
the canctorder is used primarily for cover shots (covering
over glitches in the first camera) and w de angl e shots.

It can occasionally be used for audi ence response shots,
but only when a staff nenber is avail able for exclusive

operation of the canctorder. \Wen used on the side (like
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for the Fornoff Finals), it is used for profile shots of
students speaking at the podium The cantorder video is
conbined with the first camera video during the video

producti on process.
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CLASSROOM OPERATIONS

I nstructional media equipnment in the Coll ege of Law
cl assroons is designed to support instruction in the
cl assroom Depending on the classroom professors use up
to three different types of instructional nedia. First,
all classroons have interactive whiteboards (a.k. a.
Smart Boards). These can be used as el ectronic chal kboar ds
and as a touch screen to advance a Power Point or surf the
Web. Second, all classroons have DVD pl ayers and VCR s.
Third, the two | arge classroons have m xer/anmplifiers that
support m crophones. Media Services al so supports

vi deot api ng and audi o-taping in the classroom
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