
Studio Training Manual

Setting Up the Equipment

· Power-up the control room:

· Turn on the 2 red power switches in the back of the equipment console.

· This should power on all the equipment in the control room, except for the VT5 computer, which needs to be manually turned on.

· Turn on the VT5 computer – computer is located under the desk surface.  The power button is the upper most left button on the front of the unit.

· After the unit has powered up, login.

· Click to open the “NewTek VT5” icon.  2nd from the bottom on the desktop.

· Power Up the Studio

· In the control room on the left wall is 2 white light switches.  Flip those to the “up” position.  This gives power to the lights and the cameras in the studio.  They can now be turned on manually.

· Turn the power on manually for each camera and the studio lights.

· Set Up the Audio
· Flip the batteries on the microphones so they are in the “right” way.

· Plug in the microphones to the audio snake located at the back of the stage. The snake inputs are labeled 1,2,34, etc.  Starting with input 1, plug in your microphones and lay them over the chairs with mic 1 on the left most chair as you face the stage.

· Test Your Audio

· Find the audio console in the control room and turn the master volume all the way up.

· Starting with mic 1, raise the level for that mic about ½ of the way up at “0“.  Clap your hands and see if you get any signal from the audio meters on the  record deck. If you do then hit mute and repeat the steps for the rest of your microphones.  

· If you find a mic is not working check the batteries, then the connection and make sure you do not have mute on for that mic channel.   

· Once you are sure all your mics are working you can unmute them.

· Placing mics on the talent- Place the mic  on a shirt collar, between shirt buttons or on a lapel about 8-12” from the mouth. Put it on the side that the talent will most likely be facing (toward moderator) loop the fragile mic cable up through the clip to create a strain relief. It looks best if the wire is placed under shirt or jacket. Leave the extra cable near the talent in case they stand up.  If extra length cable is needed use a XLR mic cable, at all costs, keep the mic from being pulled on!
· Prepare the record tape.
· Insert a MiniDV tape into the record deck 

· If recording directly into the VT5, create a folder for your project to save to.

Set Up Your Shots

Zoom in & focus on the eyes.

Check White  balance

Check speed of zoom controller to preferred speed. 

Types of Shots & Other Terms the Director and Camera Crew Should Know

· Wide Shot – a shot encompassing as much of the scene as possible.  

· Medium shot – if the subject is one individual, for example, this shot would be from the waist up.
· Close-up – If the subject is one individual, for example, this shot would be from the shoulders up.
· Extreme Close-up – Zooming in tightly on one aspect of a subject, for example an individual’s eyes or mouth.
· Focus – zoom all the way in on the subject, manually adjust the focus of the lens and then zoom out and set up the shot.
· Zoom In/Out
· Pan Left/Right – Moving the camera left or right.  Panning left moves the image to the right of the screen.  Panning right moves the image to left of the screen.
· Tilt Up/Down – Tilting the camera up and down. Tilting down moves the image to the top of the screen.  Tilting up moves the image to the bottom of the screen. 
· Dolly - Rolling the camera and tripod to a new location/ angle.
Other Things to Keep in Mind

Camera Crew

· It is not recommended that you speak into your intercom mics.  If you must, speak very softly or your voice will be picked up by the stage mics and put on air.

· DO NOT change your camera shot unless instructed by the director.  You may accidentally change shots while your camera is on air, which makes for a bad shot.  So do not change shots unless instructed to do so, even if you do not agree with the director’s choice.
The Director

· Always inform the camera crew when you are changing shots. Although the camera crew knows not to change a shot without your instruction, informing them of your actions keeps them in tune with the flow of the program.

· Remind talent to take off the Mics before getting up!


