
9:00 Service  
The Sound Board (Audio) 

Substitute’s Guide 

The Sound Board 
The right side of the board is used for the 9:00 service.  Sound levels 
have been set. 

 
If the board is not lit, you will need to power it up as follows: 

 

 Locate main audio power source in the  audio stack under 
the counter.  Turn the white power 
button on and wait as the stack 
loads.   

 

 

 

 

 

 

Check to see that the green power button is 
on and that the board looks like this picture. 

The top line in the display window should 
read 9:00 service. 

Power button 

Display window 

Power button 



 The green power light on the main board should be blinking green.  
Press it one time, wait several seconds for the board to start up. 

 Once the entire board has powered up, locate and depress the Cue 
List button.  

   
 The display window should show a menu of service options.  Using the 

9:00 service option.  Press down on the knob to select.  The display 
should now read 9:00 service selected in the top line, and the board 
should look like the picture shown on page one.  

The piano and organ lights should remain active (green) throughout the 
service. 

 

Recording the Service  
 Once the board is set up for the service, get a CD from the stack on 

the desk, using a sharpie from the container on the desk, write the 
date and service time on the front of the CD.   

 Insert the CD in the slot on the bottom device of the stack to the left 
of the computer.  When the blank disc message is displayed, press 
the Record button.  This is just to ready the disc and can be done at 
any time before the service begins. 

 When the on-screen timer shows about 30 seconds remaining, press 
the Play button.  Nothing more needs to be done until the service has 
concluded. 

 When the service has concluded, press the Stop button.  Several 
messages will pop up, then press the Finalize button. 

 The message will read “Do you want to finalize?”.  Press the round 
knob to the left of the Finalize button.  The display will say “Sure?”  
Press the round knob again. 

Cue list button 
located here. 

Power light 



 This process takes 60 seconds and is displayed.  When all messages 
disappear, press the Eject button. 

 Take the recorded CD to the Main Office and place in the stack with 
others on the counter. 

         
 

 

 

 
 
 
 
 
 
 
 
 



Managing Sound for the Service 
 NOTE:  Piano and Organ buttons to remain active.  To activate the 
speaker/sound device for all others, press the On button, it should light up 
green.  To deactivate, press the button again.  Always deactivate the 
sound device for the preacher during the singing of hymns.   

As a general rule, deactivate any sound devices not needed for the portion 
of service in progress. 

Order of Worship 

Prelude:  Organist will alert you when she uses the Kurzweill 

Introit:  Choir  (all 3 buttons each time for Choir) 

Lectern: (when done by a lait person), or the Preacher 

Hymn:  Lectern (when singing is led by Brandon or choir member), Choir 

Call to Confession:  Lectern (lait person), or the Preacher 

Prayer of Confession:  Same as above 

Silent Prayer of Confession:  Same as above 

Assurance of Pardon:  Same as above 

Congregational Response:  Choir 

Welcome and Announcements:  Preacher 

(Minute for Missions:  This is not always a part of the OW.  It could 
involve the Lectern for a lait person or the Preacher, there may also be a 
video, DVD or CD used.  The sound buttons for each of the devices are to 
the left of the button for David (Dr. Green) and are labeled DVD, CD, and 
PC.) 

Presentation of Tithes and Offerings:  Preacher to announce only  

Offertory:  Organist will notify, or watch for, use of Kurzweiller 

(Offertory ♫Anthem:  Choir - Only on Communion Sunday) 

Hymn(Doxology):  Choir, organist may us Kurzweiller 



Prayer of Commitment and the Lord’s Prayer:  Lectern or 
Preacher 

Choral Response:  Choir  

♫Anthem:  Choir  (not on Communion Sunday) 

♫Special situations occur that require buttons other than the Choir 
buttons.  Brandon will alert you as to the proper button/buttons to use. 

Old Testament Lesson:  Lectern or Preacher        
 (Not on Communion Sunday) 

Hymn:  Lectern if led, Choir  (Not on Communion Sunday) 

New Testament Lesson:  Preacher 

Sermon:  Preacher          
 (You should be alerted prior to the service if there is any imbedded 
   media.) 

Affirmation of Faith:  Preacher (Usually not on Communion Sunday) 

Pastoral Prayer:  Preacher  (Not at this time on Communion Sunday) 

 

 *The Sacrament of Communion:  Preacher 

Invitation to the Table 

Pastoral Prayer 

Words of Institution 

Distribution of the Elements  

Prayer of Thanksgiving 

*no sound during Distribution of the Elements, 

Hymn:  Lectern (if led), Choir 

Charge and Benediction:  Preacher 

Benediction Response:  Lectern (if led), Choir 

Postlude:  none – only piano and organ buttons should be lit 


