CG computer Set-Up Steps:

1. Get an announcements script for that days announcements.  (Usually the teleprompter set-up person will print out 4 copies.)

2. Turn computer and scan-converter on and set the scan-converter to “VIDEO” mode.

3. Open the Power Point document “Announcements CG Template” located on the desktop.

4. Save document as “today’s date.” Example: “11-16-07.”

5. Click on the slides and change the information according to the days announcements script.

6. After changing info on slides delete any slides that were un-used.

7. Save your document.  Now go through the slides to make sure the slides are correct.  Click on ‘Slide Show’ and “View Show.”  Simply use the UP and DOWN arrows to go through the slides.

8. After all the info is correct and the slides are set up correctly, Click on “View Show” and leave on first ‘STAND-BY’ slide and turn scan-converter to “OVERLAY” mode.

