
 

 

TECH TEAM MEMBERS 
 

 

 

 

MISSION STATEMENT: 

 
Stewarding technology to aid in the gathered worship of Christ’s church 

 

REPORTS TO:  

● Tech Lead 

 

EXPECTATIONS: 

● Be present 15 minutes prior to the beginning of worship practice to help set up and make sure your 

slides and/or soundboard are prepared to serve. 

● Serve every scheduled Sunday, with the exception of sickness or emergency circumstances. 

● Has reviewed the songs that the worship team will be playing prior to serving. 

● Stay at least 15 minutes after the worship gathering to help the worship team clean up, as well as to 

shut down computers and/or the soundboard. 

 

TIME INVESTMENT: 

● 2-3 hours per month (includes serving once per month) 

 

COMMITMENT: 

● One year 

 

PREREQUISITES: 

● Be 15 years of age or older 

● Competent in the use of PowerPoint (for slides) 

● Competent in the use of the Behringer X32 (soundboard) 

 
*Elmwood is more than willing to train new team members in on the equipment above. 
 

COMPETENCIES: 

● Can be both attentive and engaged for the entire worship gathering 
● Able to work the equipment for their role 

 
 
 
 
 

 



 

 

BEING ATTENTIVE & ENGAGED 
 

In an information and technology age there are so many things fighting for our attention. People have 
developed addictive social media behavior patterns that impact both the amount of work they can accomplish and 
the quality with which they do it. Furthermore, the ease with which we can accomplish certain tasks (such as travel) 
causes us to be more busy than ever before. But is this business actually productive? Cal Newport, the author of 
Deep Work, would make the claim that it’s not. In fact, he asserts that when we are distracted for even a short period 
of time from the task at hand, it can take us anywhere from 10-20 minutes to get locked back into what we were 
trying to focus on. In serving Elmwood through technology, you play a crucial role in controlling the sound or visuals 
of the worship gathering. Therefore, it’s very important that you are thoughtful about your attentiveness in the 
service, not just for the sake of pursuing excellence, but for your own growth in Christ as well.  

 

REFLECTION QUESTIONS: 

 
1. What things in your day to day life tend to distract you and what is the impact of those things on the 

effectiveness of what you should be investing in? 
 
 
 

2. How might it impact the service if you are not focused on what you should be doing with slides or sound? 
How might your own spiritual growth be impacted if you are mentally distant from the worship gathering? 

 
 
 

3. As we look at God’s word, we see that we’re called to do two things: To set our hope upon His grace (1 Pet. 
1:13) and to work hard with Him in mind (Col. 3:23). Take a moment to reflect on this and then write about 
what it looks like for you to practically set your hope upon Christ’s return with a mind that is “alert and fully 
sober” (NIV) as you serve in tech. 

 
 

 
 
PUT THIS INTO PRACTICE: 
Here are a few questions you can regularly ask yourself in preparing to serve in tech. on Sunday: 

1. Why am I serving in this ministry and how do I serve the church with technology? 
2. What is my plan to remove distractions while I’m serving? 
3. How am I going to set my hope upon Christ this Sunday morning? 

 
 
 

Material adapted from an interview with Cal Newport on  The Michael Hyratt Show . Feel free to listen to that here: 

https://www.youtube.com/watch?v=8qIBxoR-7q8 

https://www.youtube.com/watch?v=8qIBxoR-7q8


 

 
PROJECTOR INSTRUCTIONS 

 

TURN ON THE PROJECTOR 

Turn on the master power switch on the left side of the projector 
 

Press the Power button on the top of the projector. The projector will take 1-2 minutes to start up. 
 

Ensure that the video input is set to DVI-D. Press the Source button on top of the projector, then use 
the directional arrow buttons to select DVI-D. Press the Enter key to select. 

 
TURN ON THE CONFIDENCE MONITOR 

From the main floor of the sanctuary, use the remote to turn on the confidence monitor. Once it 
powers up, select HDMI 2 from the home screen to display the computer input. 
 
Alternatively, the confidence monitor can be turned on by pressing the power button (middle button) 
directly behind the white LED light on the bottom of the monitor. 

 
LOGGING INTO PC 

A user account is required to log in to the PC. The following credentials should be used for accessing 
the PC for use during services and events: 
 
Username:  elmwoodav@elmwoodchurch.onmicrosoft.com 
PIN: 155418 
Password: B@lcony2019 

 
Note that this account is not an administrator account. If the need to install or update software on the 
PC arises, the following people are set up as administrators: 
 
Linda Dickinson admin@elmwoodchurch.org 
Matt Frey matt@elmwoodchurch.org 
Peter Rieke peter@elmwoodchurch.org 
John Stromberg john@elmwoodchurch.org 
 

LOCATE THE POWERPOINT FOR THAT SUNDAY 

Click the Windows Explorer icon on the menu bar:  

mailto:elmwoodav@elmwoodchurch.onmicrosoft.com
mailto:admin@elmwoodchurch.org
mailto:matt@elmwoodchurch.org
mailto:peter@elmwoodchurch.org
mailto:john@elmwoodchurch.org


 

Click on the ‘Elmwood Gathered Worship – Visual’ shortcut on the left side of the window 

 
 

Open up the Announcements and Sunday Worship PowerPoint files for the week 
 
RUNNING THE SLIDESHOW 

To enter Presenter Mode (display the slides on the projector and confidence monitor), click the Slide Show 
button in the lower right corner of the PowerPoint window.  
 
To exit Presenter Mode, press the Esc key. 
 
Rehearsal 

During band rehearsal, follow along with the songs to ensure that the slides are in the correct order. 
Make note of any discrepancies and verify the correct order with the worship leader after rehearsal. 
 
To remove an extra slide, highlight it in the slide browser on the left side of the PowerPoint window, 
then click the Delete key. 
 
To duplicate a slide, right click on in in the slide browser and then select Duplicate. 
 
To edit the text of a slide, left-click on the text in the main PowerPoint window. You can then select the 
text with the cursor and edit or delete. 

 
Announcement Slides  

The announcement slideshow should be started by 10:15 AM. From the weekly Announcements 
PowerPoint file, click the Slide Show button.  The 
Announcement slides will loop continuously  until the Esc key is pressed. 
 



 

When the band comes up on stage to start the prelude song, exit the Announcements slideshow and 
switch to the weekly Sunday Worship file. 

 
Embedded Videos 

Video files will be embedded in the PowerPoint file and set up to play automatically when you 
advance to the video slide. The video will play until completed, and then you can advance to the next 
slide. 

 
[See next page for soundboard instructions] 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 
SOUNDBOARD INSTRUCTIONS 

 

TURNING ON THE SYSTEM 

1. Turn on the soundboard itself (back right) 
2. Turn on the stack of amplifiers to the right of the soundboard, below the projector (right side, red 

switch) 
3. Turn on the power strip for the sound cabinet located behind the piano 
4. Turn on the power strip in front of the floor monitors, stage right 

 
SELECTING THE RIGHT SCENE 

1. On the right side of the soundboard (half way down), press the “view” button (directly under the 
headphone symbol). 

2. A list of scenes will appear on the digital display. 
3. Turn the far left knob under the digital display clockwise to scroll through the scenes.  
4. Select the right scene by pressing knob. 
5. The board will ask if you want to load that scene. On the far right under the digital display, press the 

arrow that says “yes” underneath it. The sliders will automatically move to the last setting used once 
the scene has been loaded.  

 
SETTING UP MICROPHONES AND DIRECT BOXES 

1. Microphones are located in the top drawer of the stack behind the piano. 
2. Microphone cables and stands are located in the sound storage room.  
3. Direct boxes for instruments are in the second drawer down, just below the microphones. 
4. There is a bundle of cables that permanently stay on the stage. They are labeled A, B, C. Use additional 

microphone cables located in the sound storage room as needed.  
5. There is a snake running from the drum set, and the cables (white) are plugged into channels 1-8 on 

the amp behind the piano. To set up microphones for Elmwood, remove these cables from the amp 
and insert other mic cables into the correct channels. Using the scene on the soundboard as a guide, 
connect cables to the appropriate channel on the amp behind the piano.  

6. The outputs on the lowest part of the amp go to the main speakers and the subwoofer. Do not move 
or remove these cables. 

 
SETTING THE OVERALL VOLUME 

1. The last slider on the right of the board is labeled “MAIN.” This slider controls the overall volume 
coming out of the house speakers. Set this slider to 0. 



 

2. To the left of the MAIN slider is a series of buttons that separate the board into two parts. Press the 
bottom button titled “MATRIX 1-6: MAIN C.” Wit=h this button selected, adjust the volume on the 
subwoofer using the slider just to the left of the slider labeled “MAIN.”  

 
ADJUSTING THE VOLUME IN THE MONITORS 

THE OVERALL MONITOR LEVEL 

1. There are 4 buttons that separate the sliders on the soundboard. Press “BUS 1-8.” The two sliders 
immediately to the right of this button should automatically move to about the -15 position. These 
two sliders adjust the overall volume of each monitor.  

2. Above the BUS 1-8 button is a button labeled “SENDS ON FADER.” When this button is pressed, the 
sliders on the left side of the board will automatically adjust, indicating the level of each channel in 
the monitor mix. (When finished adjusting the monitor levels, make sure to press the SENDS ON 
FADER button again to return to the house mix). 

 
ADJUSTING AN INDIVIDUAL CHANNEL IN EITHER MONITOR 

1. Press the BUS 1-8 button to select the monitors. 
2. Press the SENDS ON FADER button.  
3. Above each individual channel is a button labeled “SELECT.” When this button is pressed (along with 

SENDS ON FADER), the monitor sliders to the right will automatically move to indicate the volume level 
of that one channel in each monitor.  

4. With an individual channel selected, adjust the volume of that channel in the monitor by adjusting the 
individual slider for each monitor (not the slider for each channel).  

5. (When finished adjusting the monitor levels, make sure to press the SENDS ON FADER button again to 
return to the house mix). 

 
ADJUSTING THE GAIN ON A CHANNEL 

1. Press the SELECT button on a specific channel. This will isolate the channel.  
2. The knob at the top left of the board is labeled “GAIN.” Turn this clockwise to increase the gain, and 

counterclockwise to decrease the gain. (The level of gain indicates how sensitive that channel is to the 
input—microphone, instrument, etc. The gain should be set for each channel so that the right volume 
is achieved when the slider is set to about 0). 

3. If the slider for a particular channel is set to about 0, and the LED indicators directly below the SELECT 
button are reaching the “CLIP” zone (blinking red), decrease the gain.  

4. If the slider for that channel is set to about 0, and the LED indicators directly below the SELECT button 
barely register, increase the gain.  

 



 

ADJUSTING THE EQ ON A CHANNEL 

1. Press the SELECT button on a specific channel. This will isolate the channel. 
2. The EQ panel is located at the top center of the soundboard.  

 
TURNING OFF THE SOUND BOARD 

1. First turn off the amp behind the piano, and the amp underneath the projector. 
2. Directly to the right of the digital screen on the soundboard, select “SETUP.” In the bottom left corner 

there will be three options under the heading “System Control.” The top option is “Shut Down.” 
3. Press the knob directly below this heading. The screen will tell you that the system is ready to be shut 

down, and that it is safe to turn off the main switch on the back right of the board.  
4. Turn off the main switch and cover the board.  

 

 

  


