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How-to guide 
 

How to set up a PA system 
 

1. Determine how many microphones/inputs you need. 
a. If more than 2, request the sound mixer. 

2. Ensure that you have adequate power supply and cables. 
a. You will need an IEC kettle lead for every piece of equipment which requires 

power 
b. You will need an audio cable for each device you are connecting. Check the 

shape of the output on the device to see which cable fits and refer to the 
images in the inventory. 

3. Plug the PA system into a power supply. 
4. Plug the speaker cabs into the ‘output’ of the amplifier panel. 
5. Plug all devices into the amplifier 

a. If using without the sound mixer, plug the cables straight into the ‘input’ 
ports of the amplifier 

b. If using the sound mixer, plug all devices into the ‘input’ ports of the mixer, 
and then plug the ‘output’ of the sound mixer directly into the amplifier 
panel inputs. 

6. Set levels depending on how loud you need each device to be, using the ‘gain’ and 
sliders. 

7. If using condenser microphones, turn on ‘phantom power’. If not, ensure phantom 
power is off. If connecting a laptop to the sound mixer, turn off phantom power, as 
the power will damage the laptop. 

 

How to set up a sound recording system 
 

1. Determine how many microphones/inputs you need. 
2. Ensure that you have adequate power supply and cables. 

a. You will need an IEC kettle lead for every piece of equipment which requires 
power 

b. You will need an audio cable for each device you are connecting. Check the 
shape of the output on the device to see which cable fits and refer to the 
images in the inventory. 

3. Plug the sound mixer into a power supply. 
4. Plug all devices into the sound mixer ‘input’ sockets’. 
5. Download sound recording software on your laptop, such as Audacity (free to 

download). 
6. Connect the laptop to the sound mixer using a USB-B cable. 

a. The software should recognise the sound mixer. You may need to download a 
software driver. 

7. Set levels depending on how loud you need each device to be, using the ‘gain’ and 
sliders. 
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8. If using condenser microphones, turn on ‘phantom power’. If not, ensure phantom 
power is off.  

9. Record the sound using the software. 
 

How to set up a projector 
 

1. Plug in the projector into a power supply. 
2. Plug your playback device (laptop/DVD player etc.) into the projector using the 

appropriate included cable. 
3. Your device should recognise the projector and automatically project the screen 

image. Different laptops may require setting to be altered. Check online for your 
specific device settings. 

4. To alter the screen size, and geometry use the menu on the projector. 
a. Zoom will alter the size of the image. 
b. Keystone will alter the angle of projection. 
c. Focus will alter the blurriness of the image. 

5. For amplifying sound, refer to How to set up a PA system 
 

How to set up a stage lighting system 
 

1. Determine how many lights you need and whether you need to be able to control 
them live. If you need to change colours, use the RGB lights, if you need a warm/cold 
wash, use the LED wash lights. If you do not need control, consider using the 
floodlights as these require minimal setup. 

2. Plug in all lights into a power supply using IEC kettle leads. 
3. Use the ‘mode’ button to select the mode you want the light to be in. 

a. If you want to control the light, the display should read ‘d***’. This means 
that it is ready to receive data. If the light is one of the LED wash lights, 
ensure that the display reads ‘d001’. If the light is an RGB wash that the 
display reads ‘d006’. 

b. If you do not need to control the lights, press through the modes until you 
find one which you like, and then you’re good to go. 

4. If you need to hang the lights (for instance to light a drama show), use the lighting 
tripods and t-bars. Hang the lights using the butterfly bolts on the t-bar. Do not hang 
lights above audience members and ensure that a secondary safety system is 
installed (safety chain or cable tie). 

5. To control the lights, plug the lighting console into a power supply. Plug your nearest 
light into the ‘output’ of the lighting console using 3-pin DMX or XLR cable. Plug the 
output (or ‘thru’) of that light into the ‘input’ of your next light. Continue this chain 
until all of your lights are plugged into each other. You do not need to close the 
chain (ie. the last light in the chain will have something plugged into its input, but 
not its output). 

6. On the lighting console, make sure that there is a green light on for scanner 1, on the 
left of the console.  
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7. You should now have control over the lights. Slide up the labelled faders. The first 5 
will control the LED wash lights. The others will control the red, green and blue 
parameters of the RGB lights. 

8. Check online for troubleshooting. 

 
 


