DRAFT
HIBBEN PROJECTION SYSTEM OPERATING INSTRUCTIONS

1. The system consist of three main components
a. A Panasonic 3500 lumen projector which is mountethe sanctuary rear wall.
b. A 10 foot powered Da-Lite projector screen whiclosated above the sacristy entrance, angled bfighward
the right side of the sanctuary.
c. A Personal computer (PC) which is located in therSloRoom. This PC includes two LCD monitors.

2. Preparing For Worship Presentation
a. Ensure that the PC Power Strip is on. Pres®tweer Button on the PC. It should “boot-up” and the usual
Windows XP Welcome screen should be displayed eretth monitor. Click on “Worship Presenter”. Norima
screen with icons should appear. The right morsitoeen should be on, but not displaying any in&iom.

b. Click on the Sunday Plus icon located on the Quick Launch Bar located on thedootf the display. The
program should open with the following display be teft Monitor and the Hibben logo image on thyhri
monitor.

Quick Launch Bar Sunday Plus
c. Verify that this Sunday’s PowerPoint presentatite (PP T) appears in thé%uelist box. The file name will as
announcementsXXXXkor example, 0408 would be Easter Sunday. To domew file, see paragraph 3.
d. Now, click on the Projector icd;, which is also located on the Quick Launch Bare Bhowser should open
displaying the following basic Projector Control Nbw.

e. Lower the projector screen by pressing and thezasithg the down button (quickly) on the controlgldacated
on the wall adjacent to the PC. It will automatigatop at the correct point. DO NOT PRESS EITHBRETUP
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BUTTON OR DOWN BUTTON CONTINUOUSLY. The STOP buttds only used in the installation
procedure when setting-up stop points.

f.  Slightly reduce the intensity of the chancel lightsng the two dimmer controls in the Lighting Raom

g. Select the Power ON button located on the Proje€omtrol Window. It will take approximately 10 t& 1
seconds for the Hibben logo to appear on the sanctcreen. If the Hibben logo doesn’'t appear,cs&6&B1
on System Selector. If the logo still doesn’t appsealect the Shutter OFF button. Once the Hibbgo bppears
on the sanctuary screen, bring the Sunday Plusomirtd the front.

h. If you are ready to begin the announcement PowatRite, click on thecurrent announcement cuelist box
See following image for location.

1

i. The PowerPoint announcement slides should be gisglan the right monitor and the sanctuary scréba.
announcement file is in a loop mode with transiti@tween slides occurring every 6 to15 secondsriiipg on
content. If a slide contains very little text, ymay want to advance it manually by depressing tvendarrow on
the keyboard.

j-  On the average, a complete loop takes about 4rimbtes. It is recommended that announcements lzedi:00
AM and 10:15 AM.

K. Atabout 8:13 and 10:28 AM, theosing image cuelist boX...a time of silence....) should be selected and
displayed until 8:15 and 10:30. Then ctick on t»“to Black’ button. You can also udéot Key B. The
sanctuary screen should the completely blank

|. DO NOT RAISE THE SCREEN because itt’still bejpecting the Opening Prayer, the Apostles Creesl, th
Gloria Patri and the Prayer of lllumirmation aftke tPastor’'s comments (8:15 service) and after #yelleader’s
comments, the musicaknterlude and the Procedsiyman (10:30 service). Make sure that Thransition
Mode is set toNone.You don’t want any delay when switching betweeresos during this portion of the
presentation. You can switch to Global before gamplack after the Closing Image and the Prayer of
lllumination. This allows you to adjust for a sldading of the image.
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m. Once the Pastor (8:15) or Lay Leader(10:30) starksegin the Opening Prayer, click on the currepé@ing

S.

t.

u.

Prayer list box. The first screen will be insfadisplayed. Pay close attention because youhaille to
manually click on each of the remaining screengainimg successive portions of the prayer text.rémeay be
as many as 4 t0g screens. They will be numbersti@an. It is suggested that you wear the headsetgithis
portion, so that you ean closely follow the text.

Once the Opening Prayer is complete, The pastbamilounce the Apostle’s Creed. Immediately cliokloe
Apostle’s Creed cuelist box. You will see anotheesn similar to the above.

Once the Apostle’s Creed is complete, the pastibtivein announce the singing of the Gloria Patnimediately
click on the Gloria Patri cuelist box. This will lgrcontain one screen.

Once the Gloria Patri is complete, the pastor anlhounce the reading of the Prayer of lllumination.
Immediately click on the The Prayer of llluminatiocnelist box. It usually consist of one or two sme.

Once the Prayer of lllumination is complete, clirkthe ‘Go to Black’ button. You can also uddot Key B.
The sanctuary screen should then go completehkb@® NOT RAISE THE SCREEN AT THIS
POINT.

At the 8:15 service, you should raise the scre¢heabeginning of the Psalter reading and at th&QL0
service, wait until Children’s Time begirRaise the screen by pressing the up button (amdréheasing it
quickly) on the wall mounted control panel.

Now, bring the Projector Control Window to the ft@md select the Power OFF button.

Close both the Projector Control Window and Surielas.

Shut the PC down in the normal manner.

3. Loading a new PowerPoint announcement file
Place the new announcement file in the My Slidédefio There are a number of ways that you can ido lthsing
Windows Explorer, you can drag and drop the fi@rfra CD that you have burned (or placed on a thawivie) to the
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My Slides folder. You can also open the file in RoRoint and save it to the My Slides folder. Nong®the file has
been placed in the My Slides folder, open Sundag Bhake sure that you close PowerPoint beforeinge&unday
Plus). Right click on the"2cuelist box, which contains the previous week'samcement file and seleagmove'.
The file name should disappear and the number ‘iR’ appear. Right click again and under INSERT eselppt file” .
Then open the new announcements file. When ex&umgday Plus, be sure and select “Save” prior tonexi

NOTE: In preparing the announcement file, make shsethe last slide is blank with a transitioneiof about 3
seconds. This will indicate that the slide presgoshas ended & will begin another loop.

4. PowerPoint Presentations for non-worship events
PowerPoint presentations can be shown without ogeBunday Plus. Just open PowerPoint along with the
Projector Control Window. Lower the screen, turn DN projector and load the desired PowerPoint ffeceed
as you would normally do with any PowerPoint préagon. The slide show will appear in the right ntonand on
the sanctuary screen.

5. Loading New Opening Prayer and Prayer of Illumiration files

Place the new Opening Prayer and Illlumination préies in the Sunday Plus 2.4 Media folder whishacated on
the Desktop. There are a number of ways that yawoahis. Using Windows Explorer, you can copwgtgticlick)
the file from a CD that you have burned (or plaocada thumb drive) and then paste the file in thelisi¢older.

Also, you can use the “gofile” feature to transdfiithe Sunday’s presentation files from your P@hi Control

Room PC. Of course, you will need to install SunB&ys on your home PC. The process is explainedirorial
available atttp://graphicsfourworship.com/tuts/?catIhere are also some other Sunday Plus tutoridhlssaWeb
site. The tutorials okVorking with the SundayPlus Text Editor is especially useful in learning how to prepare the
Opening Prayer and Prayer of lllumination screens.

CAUTION
PRESS AND IMMEDIATELY RELEASE THE UP AND DOWN BUTONS ON THE WALL SWITCH.
THE SCREEN WILL AUTOMATELY STOP AT THE CORRECT POHDNS. .HOLDING THEM
DOWN CONTINUOUSLY MAY CAUSE DAMAGE. THERE IS NO NEB TO USE THE STOP
BUTTON.

This is the 3° revision to the Projection System Operating Procagtes. As we refine and expand the use of the
system, the procedures will most certainly undergmany changes.
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