
HOW TO SET UP THE CANNON AUDIO/VISUAL FOR SLIDESHOWS AND PRESENTATIONS 

Refer to the following instructions to connect a laptop to the A/V equipment for slideshows, video 

presentations, etc. 

There are two places in the fellowship hall to hook up a laptop computer. One is at the front of the room 

by the projection screen—there is no sound capability here, so use this for visual-only presentations; the 

other location is in the back storage room with the audio equipment rack.  

IN THE STORAGE ROOM NEXT TO THE A/V RACK 

- Ensure the power strip on the floor is ON (it should be)—this is required for either location. 

CONNECTING YOUR COMPUTER TO SET UP A PRESENTATION 

- Your computer must have a VGA port which looks like this: 

                   OR 

- If you do not have a VGA port on your computer (many newer computers do not) you must use a VGA-

to-HDMI adapter. Use the VGA-to-HDMI adapter included with these directions. 

- (Front of the room). Have a separate VGA cable handy and connect as needed. 

- (Back room). There is a group of cords looped around a hook on the wall just underneath the light 

switch. Find the VGA cord and connect it to your computer, whether directly or via the adapter.  

- In the same group of cords should be a smaller audio cord. If you are not using the VGA-to-HDMI 

adapter, plug this audio cord into the audio jack on your computer. If you are using the adapter, plug 

directly into the audio jack on the adapter itself. 

TURNING ON THE PROJECTOR 

- In the middle of the audio rack is a drawer. In the drawer is a small gray remote. Take the remote and 

walk to the front of the room. Point the remote up at the projector and press the ON button. Wait about 

15 seconds and you should see the projector power up. The screen should display whatever is on your 

computer. If your computer is off then you should see a blue screen. 
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SETTING UP THE AUDIO EQUIPMENT RACK FOR SOUND 

- Ensure the master power switch on the main equipment rack to your right is also ON. Give the 

equipment 3-5 minutes to warm up. 

- Ensure that the dual sliding “MAIN MIX” switches are fully up at the “0” position. 

- On the audio rack there are several different sliding audio switches. Look for the one that says "COMP" 

(for computer). Above the slider switch is a square MUTE button. Ensure that mute is not selected and 

the light is out. 

PLAYING BACK YOUR POWERPOINT SLIDESHOW 

Open up Powerpoint and start your slideshow. Assuming that all connections were correctly set, the 

show should begin and correctly display with appropriate audio.  

Note: Powerpoint is usually programmed to display the full-screen presentation on the projector 

screen (which is what we want), while still displaying “presenter view” on your computer. 

 

USING THE WIRELESS MICROPHONES 

There are also two wireless microphones available for use. One is purple, the other yellow. They are 

stored in the same drawer as the projector remote. The “on” switch is on the microphones themselves. 

The audio controls are the leftmost two sliding switches on the audio control panel. Use these, including 

the mute button exactly as you use the “comp” switches. 

 

 

 

*WHEN FINISHED POWER DOWN THE PROJECTOR* 

*PLEASE LEAVE THE MASTER SWITCH ON THE FLOOR ON* 


