
 

 

25 June 2025 

USER GUIDE TO HOLY 
TRINITY CHURCH 

Contents 
Section 1—General User Information: .................................................. 3 

Vergers Quick Checklist ...................................................................... 3 

Using the Wifi and the Church iPad ...................................................... 3 

Using the A/V equipment ...................................................................... 3 

Getting a Good Sound ................................................................ 4 

Microphones .............................................................................. 4 

Speakers .................................................................................... 4 

Playing Recorded Music ............................................................. 5 

Using Spotify to Play Recorded Music ........................................ 5 

Using the Projector .................................................................... 6 

The Kitchen.......................................................................................... 7 

Section 2—Technical User Information ................................................ 9 

Streaming and Recording .................................................................... 9 

Streaming Services and Events .................................................. 9 

Public Streaming via Facebook .................................................. 9 

Using the Camera .............................................................................. 10 

Camera Presets ....................................................................... 10 

Camera App ............................................................................. 10 

Camera Remote Control ........................................................... 10 



Recording Audio or Video .................................................................. 11 

Recording Audio ...................................................................... 11 

Recording Video....................................................................... 11 

Setting up the Encoding Software ............................................ 12 

The Heating ....................................................................................... 13 

Additional Heating—Gas Blower ........................................................ 13 

 

  



Section 1—General User Information: 

Vergers Quick Checklist 
1. Lights on the correct scene 

2. A/V System on 

3. Lectern microphone in place 

4. Visual Source Selection set to ‘Camera’ (check TV screen on organ) 

5. Recorded music set up and ready 

Using the Wifi and the Church iPad 
The church has a fast broadband connection. The Wifi networks are 

called “HTPrestwood 2.5” (best for spread) and “HTPrestwood 5.0” 

(best for streaming). The password is “sharedsecret”. 

The church iPad is kept in the vestry. Please keep it plugged in and 

switched off in the vestry when not in use. Passcode is 184949. You can 

copy and paste information from emails, email it videos, presentations, 

etc. or use it for apps such as YouTube. 

If you want to get information to the iPad, such as presentations or 

URLs for playlists you can email it. The email address is 

churchipad@htprestwood.org.uk . 

Using the A/V equipment 
The power controls for Sound and Vision are in the vestry on the switch 

panel to the left of the vestry door. Always switch them both on. 

The control panel is located near the font. Very little management is 

required. 

 

mailto:churchipad@htprestwood.org.uk


There are 16 inputs. Each of the eight input controls manages two 

inputs. The Layer 1 and Layer 2 buttons toggle the inputs as shown on 

the Channel Description labels. 

Turn the knobs to adjust the volume. Press the buttons above the layer 

labels to mute the input. 

The four buttons to mute speakers are on the top right of the panel. 

The microphones, accessories and remote controls are all kept in the 

vestry. 

Getting a Good Sound 

The building is echoey and resonant. To get a good sound, particularly 

for speech, you need to manage the system. 

1. Mute microphones when not in use. This prevents them picking 

up and reverberating other sound. This is particularly important 

for the good operation of the hearing loop. 

2. Mute speakers in areas where people aren’t sitting. For instance, 

unless the building is very full you will get a crisper sound if you 

mute the speakers in the aisles and font, and maybe the 

chancel—experiment to see what is best. 

Microphones 

There are two ‘goose neck’ microphones on stands. They work very 

well, but they need to be pointing towards the speaker’s mouth, like the 

beam of a torch. Please make sure people speaking know this and have 

the confidence to move the microphone to make sure it will pick them 

up. 

There is a hand-held mike which is very easy to use. Hold it near the 

speaker’s mouth. 

There are three radio mikes, also easy to use. The ‘tie-pin’ microphone 

should be positioned close to the chin, facing downwards.  

The headset mikes go over the ears. 

It is best if you can mute a microphone when not in use (see above). 

This reduces echo. 

Speakers 

The four buttons to the top right of the control panel control the 

speakers. It is best to mute the speakers in areas of the church where 

people aren’t sitting (see above). 



Playing Recorded Music 

Playing recorded music is straightforward. Bring your music on a 

device that will play it. Most often this is a device playing electronic 

files such as an iPad or equivalent. You can connect by two methods, 

3.5mm jack and Bluetooth.  

3.5mm Jack 

1. On the control panel, connect to the 

‘MP3 Input’ using a 3.5mm jack. 

The church has a double-ended 

3.5mm jack lead which will work 

with most devices, including the 

church’s iPad. 

2. Playback and Volume for audio 

input is controlled on the device 

itself, not the control panel.  

Bluetooth 

1. Connect to the church Wifi (see above). 

2. The Bluetooth connector is located 

behind the lectern. It is called “DN-

200BR” 

3. You will need to pair your device to it 

in the normal way. 

4. The church iPad is already paired. It 

just needs to be connected in the 

usual way: 

5. You will need to be located near to the Bluetooth receiver by the 

chancel step. 

Always test before your event! 

Using Spotify to Play Recorded Music 

1. Get your music into a Spotify playlist. There are many ways to do 

this. The simplest is to ask whoever is organising the event to 

make their own playlist, and email the link for it to the clergy or 

the church iPad . It can then be loaded up to Spotify. 



2. You can also make a playlist directly with the Spotify app on the 

church iPad:  

a. Open Spotify on the iPad 

b. Search for the track you 

want 

c. Click on the three dots to 

the right of the track 

d. Click on ‘Add to Playlist’ 

e. For your first track, click 

on ‘Create’ and give your 

playlist a name 

f. For subsequent tracks add them to the playlist you created 

g. Next, click on ‘Your Music’ (bottom of the screen)  

h. Click on ‘Playlists’ 

i. Click on the playlist you have created. 

For most funerals, etc. this is the point from which 

 the verger has responsibility 

3. Make sure you click the ‘Download’ button to download your 

playlist to the device. 

4. Be sure you know which track is to be played when. 

5. Well before the service check the volume by playing a track. 

Remember, output volume is controlled by the volume controls 

on the iPad. 

6. To start a track tap on the track title. This ensures that you begin 

at the beginning of the track. 

7. To stop a track press the pause button, bottom right. ALWAYS 

PRESS THE PAUSE BUTTON AT THE END OF A TRACK 

otherwise the next track will automatically start. 

8. If need be, you can fade a track out by reducing the volume on 

the iPad. Don’t forget to press the pause button after fading out. 

Don’t forget to reset the volume to the right level after you have 

paused the track. 

Using the Projector 

1. Bring a presentation with you on a device with an HDMI output. 

The church internet connection is suitable for playing video. The 

church has standard sized HDMI cables and also a convertor 

from an Apple Lightning socket to HDMI. The church has an iPad. 

You can use Air Drop or email to get compatible presentations 

onto it if need be. See ‘Section 2—Technical User Information’. 



2. Connect your device to either of the HDMI inputs.  

HDMI1 is located behind the chancel arch, on the south side. The 

HDMI cable is long enough to allow a device to be put on the 

lectern. 

HDMI2 is on the control panel itself.  

3. On the control panel press the button 

corresponding to your source—HDMI1 or 

HDMI2. The button will light up. 

4. Lower the projector screen housing 

using the rectangular button on the 

remote control. This is noisy, so can be 

done before your event starts. 

5. Lower the projector screen using the 

round button on the remote control. This is silent, and can be 

done at the start of your presentation. 

6. Switch on the projector using the button on the bottom left of the 

control panel. This can be done before the event starts, as it 

takes a few minutes. You can make sure nothing gets projected 

until you are ready by pressing the ‘Blank’ button. Press it again 

when you’re ready to begin. 

7. Sound from an HDMI input is controlled from the control panel. 

This will need to be adjusted for sound to be heard. On the panel: 

a. Press ‘Layer 2’ 

b. Turn the Channel Volume Control knob on the far right, 

labelled ‘HDMI’. It will probably need to be near the 

maximum. 

8. Control your presentation from your device. 

9. Afterwards, you can blank the projector if need be (or unplug 

your device), retract the screen and switch the projector off 

before powering down the system. 

There is a specific remote control for the projector. If your visuals 

are not displaying correctly you can change the aspect ratio using 

the ‘Aspect’ button on the remote. You can also blank and un-blank 

the screen from the chancel by using the remote. 

Test everything before your event. 

Simple Streaming of Services/Events in Church 

1. The URL to share for those who wish to watch are 

https://www.facebook.com/htprestwood/live and 

https://www.htprestwood.org.uk/liveworship. 

https://www.facebook.com/htprestwood/live
https://www.htprestwood.org.uk/liveworship


2. Make sure ‘Sound’ and ‘Vision’ switches on the vestry switches 

panel are on. 

3. Be in contact with an administrator of the HTP Facebook page, 

who can start streaming remotely, by following the instructions 

below. 

4. The default camera position is a sweep of the chancel including 

the pulpit, altar and lectern. 

5. Switch off ‘Sound’ and ‘Vision’ at the end of your service/event. 

The Kitchen 
The key to the kitchen roller blind is hanging up in the cleaning 

cupboard to the right of the back door. 

The water boiler will probably be in sleep mode. Tap any one of the four 

buttons on it to wake it up. After a minute or two the water will be 

boiling. It switches itself off after four unused hours, so don’t worry 

about switching it off when you go. 

There is a light switch for the kitchen light in the small cupboard in the 

top left corner. 

There’s a fridge in the bottom right cupboard. 

There is a filter coffee machine. 

  



Section 2—Technical User Information 

Streaming and Recording 
This is relatively straightforward if you know what you are doing! Make 

sure you have had training and have the Cunning’s guide to the A/V 

system to hand, and or the device manuals which go into more detail. 

Streaming Services and Events 

The theory of streaming: 

1. The A/V system encoder device (NVS-25) needs to know where to 

send the video stream. 

2. The streaming service (currently we stream to Facebook) needs 

to know to expect the stream, and often know something about 

what sort of stream it is. 

3. Viewers need to know how to access the stream—usually a URL 

or Facebook page. (See above.) 

Public Streaming via Facebook 

The Facebook interface changes regularly. Best speak to someone 

with experience if it is your first time. This is a guide. 

1. You must be an admin of the ‘Holy Trinity, Prestwood’ 

Facebook page. 

2. Open Facebook on a computer (not a 

tablet).1 

3. Go to the ‘Holy Trinity, Prestwood’ 

Facebook page. 

4. Select ‘Create (Live)’. 

5. In the ‘Get Started’ section make 

sure ‘Use Stream Key’ is selected. 

6. This step should not be necessary, as the system is preset 

with this information: 

The Server URL’ and ‘Stream key’ need to be entered into the 

A/V system’s encoding software (see below). 

7. Enter the Title and description into the boxes on the left. 

8. Once your stream preview is visible hit ‘Go Live’. 

 

1 You need to access Facebook from a computer rather than a tablet. Either bring 
your own laptop if possible, use the church’s laptop or use the office computer. 



9. The feed will display on HTP’s Facebook page, and pop up in 

the timelines of our followers. 

Using the Camera 
The camera is automatically positioned to 

capture the chancel, including the lectern 

and pulpit, on startup. 

You can control the camera in three ways. 

Camera Presets 

The unit on the Control Panel allows you to 

quickly select one of six preset camera 

positions. 

Camera App 

There is a downloadable app called ‘PTZ-

View-Assist’. It is on the church iPad. 

 

 

 

1. Make sure CAM 1 is 

selected. 

2. Choose from the presets. 

3. Manually control the 

camera using the Camera 

Control. 

The benefit of using the app is that you can see the 

effect of changes. 

Camera Remote Control 

There is a remote control for the camera that allows you 

to easily switch between presets, manually control the 

camera and change the presets.  

The downside is that you need an infrared line of sight 

from remote to camera and you can’t see the effect—

without either monitoring output on the organ TV or 

using in tandem with the app. 



Recording Audio or Video 
Recording Audio 

The audio recorder is a Denon DN-F450R solid state recorder. The 

manual is in the folder in the vestry or available online. 

• The recorder uses SD cards. 4GB gives about two hours of 

recording time. 

• Before first use, format the SD card on the device: 

 

• Press REC/M.TRACK to start recording. 

• Press STOP to stop recording. 

• Then you can remove the SD Card. 

• For further guidance consult the manual. 

Recording Video 

The video encoder is a Datavideo NVS-25. Here is a link to the manual: 

http://resource.datavideo.com/Instruction_Manuals/NVS-

25_E3_A5_EN.pdf 

1. You need a large, high quality USB stick, formatted to FAT32. If 

using a new stick or in doubt, then: 

a. In the church and using the Church iPad open the 

‘Encoding Software’. This is the same as going to the IP 

address of the encoding software which is 192.168.1.20 

b. Enter the login ‘admin’ and password ‘000000’ 

c. Click on the ‘Record’ tab. 

d. Select ‘Format USB Storage’. 

2. You can start recording by pressing the ‘REC’ button on the 

device, or by going though the software interface. If in doubt, use 

the interface. 

3. Make sure you stop recording, by pressing ‘REC’ again or using 

the interface AND allow time for the file to be written to the USB 

stick before either removing the USB or switching off the system. 

http://resource.datavideo.com/Instruction_Manuals/NVS-25_E3_A5_EN.pdf
http://resource.datavideo.com/Instruction_Manuals/NVS-25_E3_A5_EN.pdf


4. Failure to do this will cause you to lose the video. It is hard to 

know how long writing will take. Err on the side of caution. 

Setting up the Encoding Software  

The system is set to send the camera stream to Facebook by default. 

This section is only for technophiles altering the system defaults. 

You need to make sure the Server URL and Stream Key in the encoding 

software match the ones you have been given.  

  

1. On the A/V recording control panel on the left hand equipment 

rack in the vestry press ‘STM’ if the green STM light is not on. 

2. In the church and using the Church iPad open the ‘Encoding 

Software’. This is the same as going to the IP address of the 

encoding software which is 192.168.1.20 

3. Enter the login ‘admin’ and password ‘000000’ 

4. Click on the ‘Settings’ tab. 

5. Select ‘RTMP Publish’ as the Stream Server Selection 

6. Paste the Server URL into the ‘RMTP URL’ box and the Stream 

Key into the ‘RTMP Stream’ box. Leave the others blank and 

save.  



7. Once those values are saved you can stop the stream (press 

‘STM’ on the rack again), or just leave it be. 

8. Once ready to live stream make sure the video input is the 

camera. Make sure ‘STM’ is pressed and the green light is on.  

9. To monitor the stream use whatever platform you are streaming 

to. 

10. At the end press the ‘STM’ button on the equipment rack and 

that stops the stream, or just close down the A/V system. 

The Heating 
The underfloor heating is always on in winter 

and set to a reasonable temperature. Bear in 

mind the temperature rises at a maximum rate 

of one degree an hour.  

The individual thermostats in the church do not 

control the heating and can’t be altered. 

The heating control panel is in the vestry, to the 

left of the door. 

The underfloor system can raise the temperature in church to a 

maximum of 12 to 13 degrees above the outside temperature. There is 

no point in trying to boost the underfloor system when cold, because it 

will be on anyway. 

If the outside temperature falls below freezing for any length of time, 

consider using additional heating from the gas blower for a short-term 

boost before a service or event. 

To switch heating off: Press ‘Summer’. Select all zones. Press done. 

Frost setting activates heating below 10°C. 

To switch heating on: Press ‘Summer’. De-select all zones. Press done. 

The heating now runs according to the profile in use.  

Additional Heating—Gas Blower 
This is not a guide. You must be trained in the use of the Gas Blower 

before using. This is just an aide memoire. 

1. To start: 

a. Turn on gas at bottle. 

b. Switch blower on. 

c. Hold in gas override button. 



d. Press ignition. 

e. Position safely, away from furniture, etc. Ensure safety of 

people in church. Do not leave unattended. 

2. To stop: 

a. Turn off gas at bottle. 

b. Wait 30 seconds with blower still on, in order to cool. 

c. Switch blower off. 


