
Recording Studio  Instructions

Sturt South S418 
Please read the “Before you use the studio” and the “Before you leave the studio” information prior to your 
session. You must have attended a familiarisation session with CILT eLearning Support staff prior to using the 
studio. 

1. Touch the touch-screen control panel to begin. The system will start up and lights will turn on.

2. Select a presentation style: Lectern, Free Standing or Interview. Select Next Step button.
Either discuss options with the CILT eLearning staff, or just experiment with what works for you.

3. Select Presentation behind or Logo behind (one of the three panels below will appear):

In each recording style, you can have either a plain blue background with the University crest, or 
your presentation (Powerpoint etc) from the computer. In Lectern style, the crest or presentation 
is only displayed as a Picture in Picture (PIP) in the top right corner, with the rest of the screen 
blue. Select Next Step button. 



4. Advanced camera controls: in the bottom-centre of the above screens is the Advanced Mode
button. The Advanced Mode allows manual control of the camera– tilt up/down/left/right and zoom
in/out. You can also select if you want your presentation to be chromakeyed behind your live
camera vision, or you can choose to record the actual green wall, and replace the green later on
your own computer using suitable post production editing software (for example - Camtasia).

5. Next choose your presentation source – the PC in the room (i.e. a USB drive on the resident
PC – you need to login using your FAN and password, then load your USB as normal.), or your
own laptop / pad connected via the HDMI cable in the room. Select Next Step button.

6. Attach and turn on the lapel microphone. The studio can have up to four people using the room
in Interview style, and all participants need to wear a lapel microphone.



7. Insert a USB thumb drive into the wall socket immediately below the control panel for recording
your videos. Check that the recording time is sufficient - the panel will show in green that the USB
has been detected . The panel will show the approximate recording time in hours and minutes
that are available on your USB stick (2GB = 30 minutes). Select Next Step button.

8. Select the Record/Pause button to start recording. Wait for the recording time information
(located at the bottom of the screen) to start advancing to indicate that the camera is recording.
The Record button should turn BLUE when it is recording. We suggest that you get into position,
and wait a further five seconds before starting to speak. This will make it easier to trim your final
video. Once recording starts, the 'ON AIR' light above the studio door entrance will illuminate to
indicate a recording session is in progress. If you press the Record button again, the system will
pause your recording, and the recording counter will stop and hold. Pressing it again will continue
your recording.

9. When you have finished recording select the End recording (STOP) button (please only press
once). There is a short lag before recording stops (approx. 5 seconds) during which the system
finishes writing your video data to your USB drive. Please wait until the STOP button turns BLUE
before removing your USB drive.

10. You can now either press the Record/Pause button again to start another recording, using all
the settings you have currently configured, or select the Next Step button. You can safely remove
your USB drive at this point. DO NOT remove the USB drive unless you have moved on to the
next step, or the STOP button is BLUE and the text below the record/stop buttons reads
‘Stopped’.



11. Select the Shut down button if you have finished your recording session (please read the
“Before you leave the studio” document before starting the shut down process) or select the Start
another session button to begin another recording session, from the very beginning (allowing
you to change the recording style/configuration).

12. If you select Shut Down then the control panel screen will display a warning to remove your
USB drive for about 5 seconds, and then start the shutdown process:

During the shutdown process, the room lights will illuminate, the video screens will turn off, and 
the studio lighting will switch off. 

Congratulations, you have now successfully completed your recording session! 

13. Please ensure you have read the information “Before you leave the studio” and make sure all 
steps have been completed.

For information on editing and uploading your video files, please refer to FLO Staff Support 
- Content & Multimedia pages.


