Lights

1. Studio production lights are controlled from the Studio iPad:

Click on the Home button to see screen for controlling the lights.

On the screen, tap the MASTER switch (top right) to turn the lights on.

Student Production...slider affects all the lights simultaneously. For IRIS F8 (see the
“Adjusting the Exposure” section under Sony FS5 below), it should be at 100%; for
IRIS 5.6, it should be at 70%.

The lights are named from the perspective of the camera operator: Front Left, Front
Right (the closest lights to the camera), Middle Left, Middle Right (the middle
lights), Back Left, Back Right (the farthest lights from the camera; these lights have
barn-doors installed). Each light is labeled accordingly. The naming on the screen is
not necessarily in order.

You can control the brightness and color temperature of a particular light by moving
its respective sliders. For convenience, tap on the desired light, which will take you
to that light’s page, where you can control its brightness and the tungsten / daylight
setting.

To set up the lights for the Interview and Green Screen production types, consult
the Preset section below. For more Green Screen lighting tips, consult the Green
Screen Production section below.

Remember to turn the lights OFF when you leave by tapping the MASTER switch on

the screen.

2. Toredirect the lights, use the step stool. Be cautious when using it, as a fall may result

in serious injury. Be sure all 4 legs of the step stool are on even footing, and do not

overreach or otherwise compromise your balance. If you need assistance, visit the STS

desk.

3. In case of iPad malfunction, the lights can be controlled manually using the knobs on

the back of each light with the assistance of the step stool. The top knob controls

brightness, the bottom the tungsten / daylight setting. A light needs to be turn off and

then on manually using the power button on the light to switch to manual control.



Interview Lights Preset:

The color balance for each light (accessible by tapping the light on the screen) is set as follows:



Green Screen Lights Preset

This preset is similar to the Interview Lights Preset, except the Middle lights’ brightness is
increased:

The color balance for each light (accessible by tapping the light on the screen) is set as follows:



Green Screen Production Tips

= The talent cannot wear any green.

= Pull the green curtain around to create the green screen background. Make sure it fills
your camera view.

= Make the green screen as flat as possible to minimize wrinkles. You can use the Velcro at
the bottom of the green curtain to stretch the screen flat.

= For best results, direct the two middle lights on the green screen to keep the light even
and consistent across the screen. If you did, consult the Green Screen Light Preset above
to adjust the light settings. Your objective is to both have the green screen lit evenly and
to have your talent lit from the front (front lights) and from the back (back lights) to
separate your talent from the screen.

» Adjust the camera zoom, pan, and tilt as needed. Remember that the green background
needs to fill the frame with nothing else (walls, floor) visible.

=  Get the subject farther away from the screen to eliminate the shadow cast by the talent on
the screen. The middle of the studio is the ideal spot. Readjust your camera zoom, pan,

and tilt as needed.



Sony FS5 (the Camera Set on the Tripod).
1. Position the tripod with the camera as desired (usually in the center) by rolling the tripod
into place. Adjust the height of the tripod as needed:

a. Long press the power button to power on the tripod:

b. Press the up and down buttons to adjust the tripod height:
e If you long press the up or down button, the tripod will start adjusting its height
and will stop once you release the button.
e If you short press the up or down button, the tripod will be adjusting its height
continuously until you press any button.

2. Turn the camera on using the switch on the left side:

3. Turn on the Ninja monitor on the top of the camera by pressing its power button on the
right side. If it does not turn on, check the power cord connectivity.

4. The camera contains a memory card in slot B with saved setup settings. To load the settings,
press the Menu button on the left side and with the joystick on the right handle, navigate to

g (System)/Camera Profile/Memory Card B/Load/01/Yes. This will load the XAVC (4K) file
format with 24 fps rate, the IRIS of F5.6, and the Shutter speed of 48.

5. Insert your SD memory card. Open the cover on the back of the camera
and insert the card into the top slot A until it clicks into place. Press SLOT
SEL on the left side under the cover to select your card in slot A. The
recording time allowed by the card will be displayed in the top right of
the LCD display.

Note: 4K and a recommended HD formats require an SDXC card.

6. Formatting the Card. If you are using the card for the first time in this
camera, it needs to be formatted. Remember that formatting will delete
all data from the card. To format the card:



a. Press the MENU button on the left side of the camera.

Select g (SYSTEM) —>[MEDIA FORMAT] with the joystick on the camera handle.
Select slot A.
Select OK —> OK.
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7. Changing the Recording Settings (4K/HD). The currently selected recording format is
displayed in the upper left section of the camera’s LCD screen.

e XAVC 2160/24p 100 stands for 4K recording (image size 3840x2160) at 24 fps, 100
bitrate. This format requires an SDXC memory card.

e XAVC 1080/24p 50 stands for HD recording (image size 1920x1080) at 24 fps, 50 bitrate.
This format requires an SDXC memory card.

e AVCHD 1080/24p FX stands for HD recording (image size 1920x1080) at 24 fps, 24
bitrate. This format can use an SD, SDHC, or SDXC memory card.

To change recording settings:

a. Press the MENU button.

Navigate the joystick to = (REC/OUT SET)—>[REC SET]—>[FILE FORMAT]
For 4K, select the top XAVC QFHD; for HD, select the middle XAVC HD (recommended)
or AVCHD.

d. Now go to [REC FORMAT] to select the resolution, frame rate, and bitrate.

The default signal format is 60i (NTSC). It records at 24p, 30p, 60i, and 60p fps. Another

available signal format is 50i (PAL), which records at 25p, 50i, and 50p fps. The selected
format is indicated by the selected frame rate shown on the screen. To change the signal
format, press the MENU button, select (SYSTEM) —>[60i/50i SEL] and select the desired
signal format. Memory cards formatted in one signal format cannot be recorded or played
back in another. You will need to reformat your memory card prior to recording in a
different signal format.

8. Changing the Exposure. You can adjust the exposure to light in your recording by using IRIS,
ISO sensitivity, shutter speed, and ND filter. The recommended values to use with the
Interview and Green Screen Lights presets and the frame speed of 24 fps (see above) are:

a. IRIS—5.6 (lights at 70%) or 8 (lights at 100%)
b. 1SO-M (1600)
c. Shutter speed — 48 (with fps 24)

The IRIS of F5.6 and the Shutter speed of 48 are loaded as the saved preset from the card
in Slot B.



10.

11.

12.

13.

14.

Adjusting the IRIS.

a. Setthe ND/IRIS switch (B) to the IRIS position.

b. Turn the dial (C) to adjust the IRIS number. The F number
decreases as you open the IRIS and increases as you close
it.

c. Once done, set the ND/IRIS switch back to ND position to
avoid accidental change of the IRIS value.

Adjusting the ISO. Set the ISO L/M/H switch to the desired
position, which by default corresponds to the ISO values of
800/1600/3200 accordingly.

Adjusting the Shutter Speed. The shutter speed should normally
be 2x of your chosen frame rate, fps. Thus, 24p corresponds to
the shutter speed of 48 and 30p to 60. To adjust shutter speed:

a. Pressthe SHUTTER SPEED button (H) to highlight the shutter speed value on the LCD
display.
b. Use the joystick to adjust the shutter speed and press the joystick to set it.

ND Setting. For the Studio, the ND (neutral density) filter should be set to CLEAR.

Resetting the Time Code before you begin your recording session is useful
for synchronization of your footage in postproduction. To reset the time
code:

a. Press the MENU button.
b. Select 00:00 (TC/UB SET)—>[TC PRESET] with the SEL/SET dial, then press the dial.
c. Select [RESET], press the dial.

Using External Microphones. External microphones connect to the camera via XLR cables.
The boom microphone with a green band on the ceiling rail in the center is connects to
INPUT 1 (G) on the camera. To use a second microphone, such as one of the lavalier mics in
the plastic bin, connect the second XLR cable to INPUT 2 (B).

If the person you are filming is standing and is too tall to avoid getting the boom mic

into the frame, you can use one of the wired lav mics in the plastic bin on the shelf. Connect
it with an extension XLR cable (in another bin) to Input 1 instead of the boom mic.
Reconnect the boom mic after you are done.

The INPUT 1 and 2 switches (H) need to be set to MIC+48V to power up the
microphones.



If using only one microphone, both CH1 and CH2 need to be set to INPUT 1. If using 2
microphones, CH2 needs to be set to input 2. To select the input,

a. Press the MENU button.

b. With the joystick, select —>[CH1 INPUT SELECT] or [CH2 INPUT SELECT]--> and
set the input as needed.

15. Audio Levels.

c. Open the door covering the AUDIO LEVEL control panel.

d. Setthe AUTO/MAN audio level switches (A) and (B) to AUTO
(recommended) or MAN.

. Wear headphones to monitor the sound.

f. If using the MAN selection, have your talent(s) speaking at the
scene and turn audio level dials (C) and (D) at the half-notch
increments as needed to achieve the -20dB — -5dB
range.

During recording, the audio level peaks (white thin lines) on the

Ninja monitor should be within the -20dB — -5dB range, which mostly

corresponds to the yellow zone on the sound levels displayed in the bottom left of the Ninja
Flame monitor (When using MAN, it is okay if the peaks get in the red zone occasionally, but
not continuously. Adjust as needed).

16. To adjust pan (horizontal) and tilt (vertical) angles of the camera as needed, unlock the
appropriately labeled locking knob, adjust, relock.

17. Zooming. Use the zoom lever on the grip to zoom in or out. Press and hold W for Wide
angle view (zoom out) and T for Telephoto view (zoom in). You can also use the Zoom Ring
on the lens, which is the farthest ring from the front of the lens.

18. Focusing the camera.
You can shoot with an auto or manual focus switching to AUTO (recommended) or MAN
on the left panel of the camera.

19. Recording. Press the REC START/STOP button (A) on the grip to start or stop
recording. Record buttons can be also found on the top of the handle and
on the top left panel of the camera. Red recording lights light up on the
front and the back of the camera during recording.



Playback

Using the playback function may zoom out the camera and you will lose your composition.

If you want to review your footage before you have completed the recording, take the memory
card out of the camera (do not turn the camera off) and use the studio Mac for playback. Then
reinsert the memory card into the camera and continue recording.

1. To access the Playback function:

a.

Press the THUMBNAIL button (next to the MENU button). The thumbnail
screen appears showing your recorded clips.

Navigate among the clips and select them for playback using the joystick. You
will need to use the headphones to hear the sound during the playback.

2. To exit playback, press THUMBNAIL button again.

Video Recording Recommended Settings

Full Auto: Off

IRIS: 5.6 (lights at 70%) or 8 (lights at 100%)

1SO: M (1600)

Shutter speed: double the selected fps (e.g., for 24 fps the shutter speed is 48)
ND filter: Clear

Focus: Auto

Audio: Auto

Settings for 4K recording:

File format: XAVC QFHD (requires an SDXC memory card)
Image size: 2160

Frame rate: 24p

Bitrate: 100

Settings for HD recording:

File format: XAVC HD (requires an SDXC memory card)
Image size: 1080

Frame rate: 24p

Bitrate: 50



Multicamera Recording

The studio has 3 cameras, 3 boom microphones, and a wireless microphone set up and available
to record video podcast or any other multicamera recording project with up to 3 on-camera
participants.

Setting Up the Furniture

The studio has 3 toll chairs available to accommodate up to 3 participants. The chairs should be
positioned within the production lights area.

! When setting up the chairs, make sure the tabs on the back of

their legs are locked in place to prevent the chair from folding.




Setting Up the Microphones

Positioning

= Using the pole hook, move the ceiling rail and individual carriages with the microphones to
position each microphone directly above and about a foot in front of the respective chair.
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L. Use the pole hook to move the rail and the carriages. Do not pull on the

microphones or cables.
= If microphones are tilted up, use the step stool to reach microphone
tightening knobs. Point the microphones down and slightly backward,

toward the center of the chair.

= [fusing only two chairs, use any two of the three microphones.

Powering Up the Lights

1. Turn on the production lights using the iPad and make sure they are set as shown in the
“Interview Lights Preset” (or the “Green Screen Lights Preset” if using the green screen) in
the “Lights” section above.

2. Set the top slider ‘Student Production...’ to 70% (if using the green screen, keep it at 100%).

. Remember to always turn off the ceiling lights when recording.



Video Setup

Turn on the power strip on the left side of the bench. The ATEM
Mini Pro device positioned in front of the monitor on the bench top
and the monitor should turn on.

Setting Up the Side Cameras 1 and 3

The side Cameras 1 and 3 are used to record close shots of the
participants on the right and on the left accordingly. The cameras
can be moved vertically and laterally along the side ceiling rails to achieve the desired angle of
shot.

1. Lower down Camera 1 and power it up by sliding the power switch on the top left of the
camera’s back panel. Ignore/click through any warnings.

a You can move the cameras along the walls to achieve a desired shooting angle by moving

their suspension devices (pantographs). Use the pole hook if needed to assist moving the
cameras along their rails.

2. While looking at the camera’s display, adjust the tilt, pan, and zoom (via the lens ring) to
frame the participant as desired. You can also monitor the camera view on the display on the
workbench.

To adjust pan and tilt, loosen the knob on the ball head above the camera turning it
counterclockwise.




Use the bubble level on the camera or the levels on camera’s display to level the camera. If
the display does not show levels, press the display button until they appear:

eeen a3 evHEM . R
R 2

{3}

V4000 OFS6 400 D500 AWE

Once the camera is leveled, the levels turn green. Tighten the knob on the ball head once done.

3. Ensure that the slider on the lens of both cameras is set to AF.

AF 1 1 MF

4. Press the Menu button on the back of Camera 1 and tap on the Toolbox icon on the bottom
left. Tap on Reset/Save Settings—> Save/Load Settings=>Load>CAMSET01->0K
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This will load the preset settings.

If the ‘Memory card locked, Slot 1’ message appears, press OK.



5. Ensure that the Sutter speed is 1/48 and the IRIS is F8. These are the recommended settings

for the default lighting setup.

e 2
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To adjust the Shutter speed, turn the control wheel on the back panel. To adjust the IRIS, turn
the dial on the camera top front. To adjust ISO, turn the dial on the top back of the camera.

6. Repeat the above steps to set up Camera 3 if using.

Setting Up the Central Camera 2

Camera 2 is set up on a tripod and can be used for a wide shot to record all participants together.

1.

Ensure that the tripod is positioned in the center (release the breaks on the wheels to move
and reengage once positioned).

Power up Camera 2 sliding the switch on the left side: ‘@@’
(ignore any warnings about the card in the camera) -

Power up the monitor on the top of the camera by pressing the power button on its right side.

Load the preset settings. Press the Menu button on the left panel and with the joystick on the

right handle, navigate to E (System) /Camera Profile/Memory Card B/Load/01/Yes. This
will load the XAVC (4K) file format with 24 fps rate, the IRIS of F5.6, and the shutter speed
of 48.



5. Make sure that ISO is set at 1600 (see the pic above). If it is not, shift the
ISO switch to M.

6. Adjust zoom, pan and tilt as necessary to include all participants.

To adjust pan (horizontal) and tilt (vertical) angles of the camera as needed, unlock the

appropriately labeled locking knob, adjust, relock.




Use the zoom lever on the grip to zoom in or out. Press and hold W for Wide angle view

(zoom out) and T for Telephoto view (zoom in). You can also use the zoom ring on the lens.

ﬁ When filming 3 participants, it is recommended to also record in 4K on a SDXC card

inserted into Camera 2. This will allow zooming in and obtaining a close shot of the participant
in the center as needed in post-production without a loss in focus (the close shots of the
participants on the right and on the left are recorded with Cameras 1 and 3).

7. Ensure that the Focus AUTO/MAN switch on the left panel is set to AUTO.

Audio Setup

Audio recording is done via RODECaster Pro II device utilizing its advanced audio processing
capabilities.

1. Power up the RODECaster Pro II device by pressing the red button
on the back panel.

2. To load the saved preset settings, tap the gear icon in the top left corner of the home
screen. Under Configuration, tap ‘Show’:

Configuration

3. Tap ‘Import’, then select the ‘Default Show’ from the list. Tap Import Show again. On
the next screen, select SKip:

Would you like to export your current show before proceeding?

Default Show
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ﬁ The boom microphones above the chairs are connected to the channels 1-3 of
RODECaster Pro and are color coded. The wireless microphone is paired with channel 4.

4. To use the RODE Wireless GO II microphone (kept in a RODE pouch in the plastic bin
on the shelf), power it up by pressing the power button:

%

5. To check the microphone levels:

e Ensure that the faders for channels 1-4 are set to the thicker line:
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e Ensure the channels are not muted (the mute buttons under the faders are not lit).

e When a participant is speaking while sitting on the chair under the microphone (or
wearing the wireless mic about 6 inches under the chin/mid chest), the green
indicator bar for that channel should be peaking around the thicker line.

If the bar is too low or too high, move the fader up or down. If moving the fader is
not sufficient to achieve the desired level, do the following:

- Press the channel number button.

- Use the ‘“+’ and ‘-’ buttons to adjust the level on the screen.



Processing
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Repeat this process for other microphones as needed.
6. Check the quality of the output sound using the headphones. Use the headphones volume
knob 1 to adjust their volume.
Recording Options Overview

There are 2 options for recording video and audio in the multicamera setting. These options can
be used individually or simultaneously.

Onption 1: Recording Video and Audio to the USB-C Drive.

This option is the simplest. Everything is recorded with a push of a button to the provided USB-
C external hard drive.

e HD-quality video footage for each of the cameras is recorded to the provided external USB-C
drive via the ATEM Mini Pro device. A separate video file, SPS CAM [1] [2] [3].mp4 for
each camera will be recorded.

G When making a recording with 3 participants, recording in 4K to an SD card in Camera 2 is

recommended to allow for both a wide shot that includes all the participants and zooming in
in post-production on the participant in the center.

e High-quality audio coming from the RODECaster Pro II is recorded to the same external
USB-C drive via the ATEM Mini Pro device as a single audio file combining the input from
all microphones (3 separate lesser-quality tracks for each of the cameras will also be
recorded).

o The high-quality audio file, SPS MIC 1.wav, should is your main audio track.
o 3 separate camera audio tracks are also recorded as part of the video footage. They
can be used in post-production for syncing.



Option 2

This option can be used instead of or simultaneously with Option 1.
e 4K or HD video footage can be recorded to an SD card(s) inserted into the camera(s).

e Separate high-quality audio tracks for each microphone can be recorded to your USB-C
thumb drive connected to the RODECaster Pro II device.

G This option can produce 4K footage for any of the cameras and a high-quality separate audio
track for each of the microphones (useful to adjust audio for separate guests). You will need to

bring the required number of SDXC cards and a USB-C thumb drive for the RODECaster Pro 11
device.

Option 1: Recording Video and Audio to the USB-C Drive.

1. The MIC 1 ON indicator should be lit. If not, press the button to turn it on.
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2. You should see the sound level bars for Cam 1, 2, 3. If not, disconnect the respective
HDMI cable(s) from the back of ATEM Mini Pro and reconnect the cable(s). The levels
of these bars are not important, as they are only used for syncing and processing the
video in post-production. Your high-quality sound comes from MIC 1.

3. Check the outputs from the cameras on the monitor and adjust as needed.



4. Ensure the provided external USB-C drive is connected to the
ATEM Mini Pro—the DISK indicator above the REC button
should be green. If not, connect it with the ATEM Mini cable.

RECORD STREAM

5. Press the REC button to start recording. The button illuminates
solid red when recording. The DISK light indicator also turns Blackmagicde
red. ® DisK

RECORD STREAM

. Remember to always turn off the ceiling lights when recording.

If the record button is slowly flashing red, it indicates the disk space is low. In this case,

connect the drive to the “Computer” cable, login, and delete the left over content from the
USB-C drive (it will mount on the desktop).

6. Once the recording is done, press the STOP button under the REC button (see the picture
above).

7. To transfer your recorded files to the studio computer:
a. Disconnect the USB-C drive from the “ATEM Mini” cable and connect it to the

“Computer” cable.
b. Login to the studio computer. The drive should be mounted on the desktop.



8. Copy the folder with your recordings from the USB-C drive to the computer desktop (if
there are several folders, yours is the one created last). Then copy the needed content (see
below) to your external drive or your online storage. Depending on the length of your
recorded content, the copying process can take some time.

a. Your video files are found in the Video ISO folder. Make sure to copy SPS CAM
1.mp4, SPS CAM 2.mp4, and SPS CAM 3.mp4.

b. Your main audio file is found in the Audio Source File folder. Make sure to copy
the SPS MIC 1.wav file.

9. Once you have copied you recorded content to your media or online storage, delete the
folder with your recordings from the external drive.

G To save time, you can record directly to your own USB-C drive by connecting it instead of
the studio drive. Ensure that your drive has enough space (you need about 2GB for each minute

of footage) and is formatted on a Mac computer in the HFS+, Mac OS Extended (Journaled)
format.

Option 2: Recording Video to SD cards and/or Audio to USB-C Thumb Drive

@ Once again, this option can be used simultaneously with Option 1.
1. Video.

e For each camera you intend to use for this option, you will need an SDXC card that
supports data rates of at least l00MB/s.

e When using your SDXC card in a camera for the first time, it needs to be formatted.

o Camera 1 and 3:

= Open the card cover on the right and insert your card(s) into the bottom Slot
2.

= Ignore all warnings about the card in Slot 1 — it is only used to load the
saved preset settings.

* Press MENU, tap PB(Shooting) — [Media] — [Format] — slot 2. Select
[Enter], Quick formatting.

* [fyou like to change the recording format between 4K and HD, press
MENU, tap P (Shooting)—>[File Format] and choose the desired setting.

* Ifyou like to change the frame rate from 24f{ps to 30 or 60fps, press MENU
— Pl (Shooting)=> [Movie Settings]=>[Record Setting].

o Camera 2:
* Open the card cover on the left and insert your card into the top Slot A



»= Press SLOT SEL on the left side under the cover to select T 3-1‘5% :f—- y
your card in slot A (ignore all warnings about the card in T4
Slot B — that card is only used to load the saved preset

settings and is not used for recording). SLOT SEL button

* Press MENU and with the joystick, select @ (System) —
[Media Format] —slot A—OK.
* [fyou like to change the recording format between 4K and HD, press

-
MENU, select = (Rec/Out Set) — [Rec Set] — [File Format] and select the
desired format (the top is 4K and the other two are HD).

= Ifyou like to change the frame rate from 24fps to 30 or 60fps, press MENU

-
and with the joystick, select ** (Rec/Out Set) — [Rec Set] —[Rec Format],
and select the desired setting.

To start a recording, press the Record button on the respective camera (Cameras 1
and 3 - positioned on the top left; Camera 2—on the grip handle). Allow a few
seconds for Cameras 1 and 3 to stop moving after pressing the button. To stop
recording, press the button again.

. Remember to always turn off the ceiling lights when recording.

2. Audio.

To record multi track audio on the RODECaster Pro 11, you will need to bring your
own USB-C thumb drive that supports data rates of at least I00MB/s.

Depress the inserted microSD card on the back panel (next to the power button) to
disengage it. Insert your thumb drive into either one of the USB inputs on the back
panel. If the thumb drive is not formatted, a dialog will appear asking you to format
it. When the thumb drive is ready, the ‘REC’ button on the left of the screen will turn
green.

To start recording the audio, press the ‘REC’ button. The button will turn red, and a
timer will indicate the length of your elapsed recording time. To stop recording, press
and hold the ‘REC’ button until it turns green (short pressing the button will pause the
recording, and the button will turn yellow).

Once the recording is completed, remove your USB-C thumb drive and re-insert the
studio microSD card back into its slot.



Once You are Done

You are expected to leave the studio clean, tidy, and ready for the next user. Thank you for doing
the following:

Power down everything you turned on, including the production lights, the cameras,
Camera 2 monitor, and the power strip on the left side of desk.

Logout from the studio computer (do not turn the computer off).

Take your SD cards and USB drives (if any) with you. Make sure not to accidently take
the studio SD cards from the cameras and the provided external USB-C drive from the
desk.

Collect all personal belongings and any trash.

Remove all extra props and furniture you brought in (if any) from the studio.

When exiting the studio, turn the ceiling lights off.
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