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Before the program


1) Unlock the top drawer. The key is in the office, third drawer down, however the audio person already has it, most likely.
2) Plug in the power strip and audio (microphone) wire into the extension cord lying on the recording platform
3) Lift the camcorder out of the drawer and place it next to the post

4) Open the DVD recorder and insert a blank DVD (pre-labeled, if available). Close the DVD recorder and allow it to load the blank DVD (takes 30 sec)
Plug in the microphone wire from the sound board to the wire over the doorway

5) Climb onto the recording cabinet (note: the stepstool converts to a chair)
6) Clip the camcorder onto the post using the quick-disconnect. Insert the rear first then push down the front until it snaps into place. Shake gently to make sure it is firm.
7) Insert a blank tape, making sure that the line on the microphone plug faces up, or it will interfere. (I have shaved the plug so the tape loading door can open. Or, remove the plug, insert the tape, rein
(Optional – plug in monitoring headphones)

8) Push the small protruding green button and turn the rotary power switch to point to the Camera position (see photo on back)
9) Remove the lens cap

10) Start the DVD recording by pushing the large red button at the beginning of the service. The message will change to say “Push        to Pause” and the button will glow steady red. 
11) Start the camcorder recording by pushing the silver button next to the power switch (see photo on back). Check the LCD to ensure that the red ‘record’ indicator is visible.

After the program 

12) Press the button marked “Stop” on the DVD recorder

13) Eject the DVD and answer yes to the “finalize” prompts (takes about 1 minute)
14) UIf the DVD is not pre-labelled,\Use the Sharpie to label the date 
15) Eject the tape, slide the write-protect tab, and label it and the case with today’s date, leave it in the box in the second drawer along with a copy of the order of service
16) Place the camcorder onto the bubble-wrap and leave the two wires plugged in 
17) Put the DVD into the binder in the library. If the binder is unavailable, leave the DVD in the box in the second drawer
18) Lock the drawer and return the key
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