
Basic Soundboard Standard Operating Procedure

 Remove cover to soundboard
 Turn on power button 

o Lights will come on and will click a few times
 Turn on switch #2 for speakers on the pulpit

o Switch is on the back wall behind the monitors
 Turn on cross light switch

o Switch is on the back wall behind the monitors
 On the soundboard there will be red lights meaning that they are all muted.
 Pulpit and Wireless 2 are the main two buttons we use.

o Can adjust the volume with the slides. Make sure that the volume doesn’t go 
into the red (in the indicators)

o Wireless 2 is the pastors mic
 Put batteries in mic and give to pastor
 Can mute their mic on the Wireless 2 

 If they mute their mic, we cannot unmute it for them
 Sound enhancers

o Put batteries in and hand out to those who need or want them.
 TV’s need to be turned on 

o May need to turn to HDMI1
 PowerPoint PC

o Password: faithdc
o Desktop sits on the counter
o Powerpoint will be ready to go on the desktop 

 Press play
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Streaming Standard Operating Procedure

 Password: Faithdc
 Desktop located under counter
 Has its own soundboard 

o Two mics hooked up to it 
 Audience mic

 Streamdeck (has pre-programmed settings for the streaming service)
o Click “start up” and it will pull up all apps that is needed for streaming
o Program = what is being streamed
o Preview = What you want to switch back and forth
o Organ does not go through the soundboard, sound is picked up through the 

audience mics
 To set up the stream 

o Go to the Dodge Center Facebook page
o Under what’s on your mind click on “live video”

 Set up live video
 Copy stream key from Facebook and paste in the OBIS(?) Streaming 

software
 Settings
 Stream

o Look at the keys to ensure that the keys match if they do 
not, paste the key from Facebook into the key

o Apply
 Create Facebook post.

o Ex. Worship (Date) XX/XX/XXXX
o Description is same as above

 Check in
o Dodge Center, MN

 Start Streaming (found on the streaming software)
 Video source will light up green on Facebook side

o Go to YouTube 
 Create 
 Go Live
 Change last title to update title (ex. Worship XX/XX/XXXX)
 Youtube Start button (streaming software)

 To end stream
o Youtube stop button on streaming software
o Stop Streaming on Streaming software
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Shutdown process:
 Close out of all apps
 Click “Off” on streamdeck
 Restart PC
 Turn off switch for speakers on back wall
 Power off Sound board
 Cover soundboard

Need to know
 Ignore any pop ups that ask for update
 Be 25-30 min early to ensure set up time.
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