
AMCR Room Recording Checklist

Before Starting Your Recording:

I. AV System Interface (Touch Screen)

1. Video Source:
Select the correct video source.

 "Laptop - HDMI" if you are using a connected laptop via HDMI.

 "Room PC" if you are using the room’s built-in computer.

 "Wireless" to connect and present wirelessly.

 Verify that the display is ON.
 Press the green 'ON' button to turn the display on.

*Optional:* Use "Blank Screen" to turn off the display without powering down the system.

2. Audio Levels:
Ensure the correct microphone(s) are selected and turned on (not muted):

 Podium Mic (for speakers at the podium)

 Lavalier (Lav) Mic (clip-on microphone)

 Handheld Mic (portable microphone)

 Check that the microphone volume levels are adequate.
 The green bars indicate the current audio level.

 Adjust volume using the Up (▲) to increase volume and Down (▼) buttons to decrease volume if
necessary.

 Confirm that "Program Audio" (general room sound) is at an appropriate level for any room audio playback.

 Mute/unmute the selected audio source by pressing the Mute () button.

 If using boundary microphones:
 Check the "More Audio" settings.

 Ensure "ROUTE BOUNDARY MICS TO ROOM" is selected to send microphone audio to the room’s
sound system.

 Verify that individual boundary microphones are unmuted.

 Use the "Boundary Mute All" button to mute all boundary microphones at once.



3. Camera View:
Select the desired camera view by tapping on the preferred camera feed.

 Available views may include: Front Camera View, Rear Left Camera View (Default), Rear Right Camera
View, Rear Wide, Piano Mid, Fireplace Close, Front Wide, Front Close, Podium Close, Side Wide, Front
Mid, Fireplace Mid.

 The selected view will be highlighted in light blue, and the active selection will have a green dot.

 If needed, check "More Camera" options for:
 Zooming in and out using the zoom in (+) and zoom out (-) buttons.

 Adjusting camera angles.

 Using preset camera positions (Preset 1, Preset 2, Preset 3).

II. Room PC Settings (If Applicable)

4. Zoom (or other recording software) Audio Input:
Open the recording software's audio settings.

Verify that the correct audio input source is selected to capture the room's audio from the AV system.

5. Zoom (or other recording software) Recording Settings:
Confirm that the software's recording settings are configured to record audio and video.

III. Final Checks

6. Test Recording:
Conduct a brief test recording (1-2 minutes) to check both audio and video.

Play back the test recording to ensure everything is working as expected.

IV. Contact Information

7. Support:
If any issues persist, contact the AV support team:

 media@div.duke.edu

919-660-3418
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