KPC Techo Guide

Well, there’s no real smart way to introduce this guide except to say that it’s nerd territory. So let’s get into
it.
1. Powerpoint Stuff
2. Sermon Recording
3. Loading Sermons to the internet

1. Powerpoint Stuff
1.1 Setup
 power to the laptop
 power to the projector
 USB from laptop to projector (so that the projector remote control will 'talk' to the laptop)
 video cable from laptop to 'input 1' on the projector
 turn on the projector
 turn on the laptop
1.2 The ‘Batch File’
We have a ‘batch file’ which pulls in a list of Powerpoint files (.ppt files) and plays them through
Microsoft Powerpoint viewer, one file after the other. All of our current ppt files are in the
“kpc_songs” folder on the desktop. Inside this folder we have folders for sermons, notices,
pictures etc. Have a look around and you'll soon get the feel of it.
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1.2.1 setting up the ‘song list’
Before church begins you need to open the text file “SONG LIST” (there's an alias on the desktop,
and an alternative one in the taskbar at the bottom of the screen) and enter the filenames for
each song, notices, or sermon powerpoint that you require. Enter one file per line and include the
sub-directory where needed. It is important to spell the file names correctly (you may like to open
the “kpc_songs” folder on the desktop in order to check the spelling) and the “.ppt” suffix is also
essential.
Here is a sample SONG LIST file:

Once you have finished editing “SONG LIST” save the file and then double click on “SHOW SONGS”
on the desktop. Use “Esc” to work your way through the files and ensure that they each work.
1.2.2 running the ‘slide-show’ during church
During church you can use the 'arrow' keys to navigate through each .ppt file, and “Esc” to jump
to the next .ppt file in the list. Alternatively you can 'right-click' on the current power-point slide,
and you will see a navigation box.

If the projector is set-up correctly, with the USB cable connected to the laptop, then the projector
remote can be used to 'mute' the projector... and also to advance .ppt slides.
That’s the powerpoint stuff covered, now to sermon recording.
Techo guide – kpc 2009

page 2/11

2. Sermon Recording
2.1 Setup




run a cable from the laptop 'mic' input to the 'rec-out' plugs on the back of the mixer. You
should not have to adjust any volume levels.
open 'Audacity' by either double-clicking on the RECORD alias on the desktop, or by clicking
the 'audacity' icon in the task-bar at the bottom of the screen.
Click ‘record’ in audacity... and test that there is sound 'coming through'. Then click ‘stop’
and delete that sample track window by clicking on the small 'X' next to 'Audio Track' on
the left of the screen.

This is how it should look when you are ready...
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Now ‘minimise’ audacity until just before the sermon at which point you can bring it to the front
by pressing ‘alt’ and ‘tab’ at the same time (‘alt-tab’ cycles through the open applications – give it
a go and you’ll understand).
2.2 Recording
Just before the sermon hit 'record' (the red dot) and after the prayer (after the sermon) hit 'stop'.
Don't worry if you don't get the timing quite right – you can 'clip' any extra off later. There’s loads
of space on the hard-drive... so if you’re nervous about getting the timing right, record the whole
service! (this might make it take longer to ‘clip’ the extra off afterwards though).
2.3 Extracting the sermon after church
After church is finished you need to clean up the recording a little and export it.
Before you do anything else, make sure you have ‘stopped’ the recording – then save the project
(‘file-save’). This will give you something to come back to if you make a mistake in what follows.
2.3.1 Clip the recording
Clip any extra recording off both ends of the audacity file. This is really easy.
a. navigate to the start of the talk with your mouse. Hit 'Shift' and 'Home' to select all the
track up to this point – hit 'delete'.
b. navigate to the end of the prayer after the sermon. Hit 'Shift' and 'End' to select all the
track after this point – hit 'delete'.
Note, We do not generally 'keep' the Bible reading, nor the pray before the sermon.... just the
sermon and the prayer afterwards.
2.3.2 Amplify if needed
For some reason the sound recording level for morning church is a little soft (it's fine for
nightchurch). So once you have clipped the morning church sermon you need to ‘select-all’ and
then 'amplify'. Generally the 'suggested'/default level of amplification is fine. You want to get the
track to peak at around +/- 0.5dB.
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2.3.3 Export as .wav
Once you’ve reduced the recording, and amplified it, you’re ready to export it as a .wav format.
This is easy. Go to ‘File’ ‘Export as wave’. The only trick is the file-name which you export to.
It is important to save the .wav file with the following naming convention;
date – passage – speaker for example 7th June 2009 would be “090607 Romans 8 – Steve.wav”
If you save to the default directory, all should be good.

2.3.4 Convert to an .mp3 file
Now we need to convert this .wav file to a .mp3 file. We use “A Rob Fantastic MP3 Encoder”
because it will produce the desired sample rate etc (Audacity for some reason will not save in the
format we want for the internet).
If default directories are correct then this is as easy as clicking on the MP3 encoder icon in the
task-bar and then clicking the 'Encode' button in the middle bottom of the screen.
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Ok, now you should have an MP3 file that is in the order of 3-5MB. Nice and small. You can save
this to your pen-drive and take it home with you, along with a copy of the notices - so that you
have the sermon title and outline handy for the next step.

3. Loading sermons to the Internet
If the morning and night sermons are the same, and if both are recorded correctly, we only need
to up-load ONE sermon. So the nightchurch techo may avoid this task some weeks.
We host our sermons on a ‘drupal’ based site which makes use of an online ‘player’. A feed of
these .mp3 files goes to http://feeds.feedburner.com/kenmore-presbyterian-church and also to
iTunes http://feeds.feedburner.com/kenmore-presbyterian-church
For the online ‘player’ to work correctly the .mp3 files must be in the correct format – so only
upload mp3 files which have been created using the encoder in the previous section of this guide.
Here’s how to go about loading a sermon to the internet;



Browse to http://kenmore.org.au/downloads
click on 'Articles' in the left menu and you should see a 'login box' – use it to sign in. Your
username is – techo (all lower case), and you password is – xxxxxx (all lower case).
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Now look on the left-hand-side of the screen for the 'create content' menu item.
Select Bible Talk in the middle of the screen.

You could enter all the info you like on the next screen, but you're better off only adding your MP3
file and hitting 'preview' because then the computer will auto-fill some stuff for you.
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It will take a while for the MP3 file to transfer, then you'll see something like this...

You can ignore the error messages... they don't mean much at this point.


Now we need to fill in the appropriate fields.
 In “BODY” you can type in the sermon outline
 Delete the entry under “TITLE” and type the Bible passage followed by the talk title
(if it's a long title, leave it out and just have the Bible Passage).
 Make sure the date is correct (format yearmonthday eg. 090607 for 7th June 2009)
 Enter the Speaker's name
 The Album is the series (eg Romans 6-16)
 The Track number is the number talk in the series (eg 3 for the third week)
 The Year – obvious
 The Artist – here you will either put www.nightchurch.kenmore.org.au or
www.kenmore.org.au for morning church.
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As you keep working your way down the screen you'll come to the 'iTunes' section.
SUBTITLE will be either www.kenmore.org.au or www.nightchurch.kenmore.org.au
and SUMMARY is the talk outline. You can copy and paste from “BODY” above.

Techo guide – kpc 2009

page 9/11



Now all you need to do is hit 'submit' at the bottom of the screen and you should be done. You
may see another error message saying that the file format is not correct – you can ignore this, it is
correct if you used 'A Rob's fantastic MP3 encoder' to create the file.

You're finished! When the next ‘chron-job’ runs on the website you’ll see the recently added
sermon appear in the side-bar on both the www.kpc.org.au site and the
www.nightchurch.kenmore.org.au site.

Job done!
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