The Rendezvous
Event Center

Guide For Renters
Thanks for booking your event at The Rendezvous! In most cases, during your event you’ll be on your own at
the Event Center, opening it up, using it, and closing it down. This guide provides the “how to” information to
make sure your use of the event center goes smoothly.

In addition to basic opening and closing instructions below, we’ve placed, at the end
of this guide, information on how to use the sound system and the projection system.

OPENING THE CENTER
It’s your responsibility under the state fire code to unlock both sets of entry/exit doors when the event center is being
used. They must remain unlocked when the center is occupied, then re-locked when you leave.

Unlocking The Entry Doors
In advance of your event, we will provide to you the 4-digit key code you’ll use to unlock and re-lock the doors.
Once the doors are unlocked, they remain unlocked until you enter your code again to relock them. Each set of doors
has the same type of lock, and uses the same key code.
To unlock a door, enter your key code and, within 5 seconds, turn the big knob below the keypad CLOCKWISE
to unlock the deadbolt. The right-hand door of the double door set is now unlocked.
NOTE: If you press a wrong key, wait 10 seconds for the lock to reset, then start over.
If you enter an incorrect 4-digit code, the lock will flash a red light and beep twice to
indicate the error. When you enter your correct code, a green light will flash on the
lock, the lock will beep once, and you can turn the big knob to unlock the deadbolt.
The left-hand door of each double door set is
latched at the top and/or the bottom. There’s a
sliding latch by each lock point. Slide the latch
away from the door frame (down for upper
latch, up for lower latch) to free the left door so
it will open.
Repeat the above steps for the other double-door set to unlock them
also.

Turning On The Lights
We generally leave the low energy LED front porch and entry foyer lighting on
all the time. If they are NOT on, flip the switches in the area of the front center
column of the building (indicated by the blue arrow in the image to the right),
so people at your event can see to enter and exit safely.
All the lighting for the main event space is controlled by a set of switches on
the wall to the left of the stage, circled in blue below. Each switch is labeled to
indicate what it does.

The floor plan on the next page shows the location of these switches, as
well as for the bathroom and kitchen lights and fire extinguishers.

Stage Lights
In addition to some white LED flood lights for general lighting of the stage (switches
are on the wall to the left of the stage), we also have
8 colored stage lights mounted over the stage, red,
yellow, green, and blue. The mix of colored lights
can enhance the stage area for some functions. The
lights are controlled by a remote control button to the left of the stage flood light
switches.
There’s a button in the center of the remote control. Each press of the button turns
the lights on if they’re off, or turns them off if they’re on.

CLOSING UP THE CENTER
You are responsible for general cleanup after your event. We will take care of the floors after you leave, running
the vacuum on the carpeting and sweeping and mopping the hard floors. But you need to clean up everything else,
including paper/trash from your event, food items you brought
it, decorations, etc. The cleaner you leave things, the more likely
you will be to get all your deposit back. Most people get all their
deposit back.
We provide trash bags and large garbage cans in the kitchen for
your use. Most trash bags will leak liquids. If you have bags
containing things that might leak out on the floor, please put
those bags in the big plastic cart in the kitchen (right). Just leave
all the garbage bags in the kitchen. We’ll dispose of it later.
If you used the sound system and/or overhead projector, be sure
to leave all system components in the black cabinet to the left of
the stage, and leave the key to the cabinet on top the cabinet.
When you’re done cleaning and removing your things from the event center, make sure the thermostat is set on 55
degrees in the winter months, or to 80 degrees in the summer months, so the system does not run unnecessarily
when nobody is there.
Then turn off all the lights except those over the entry foyer and front porch.
Re-latch the left front doors in each outside door set, by pressing the
black button by the sliding latch (the “lock release button in the image
to the right). Sometimes you must press the buttons pretty hard to get
them to unlatch. Move the doors a little, as needed, so the latches
engage the holes in the door frame. Then close the right front doors of
each door set, enter your door key code and, within 5 seconds, turn
the big knob below the keypad COUNTERCLOCKWISE, jiggling
the door a little, if needed, so the dead bolt can slide into the door
pocket to secure the door. Pull on the door handle to verify that the
door is securely locked before you leave.

That’s it. Thanks! We appreciate your event center booking, and we’ll have your deposit ready for return soon,
subject to a post-event walk-through to make sure everything is as it should be.

For information on using the sound and/or projection systems, see the following
pages of this guide...

Rendezvous Event Center
To Use the Sound System
First, you’ll need to unlock the black cabinet to the left of the stage. There’s a “key safe” on the left side of the
black cabinet. Slide open the cover to the combination lock and set the combination to 9989. Then push down
the release lever to the left of the combination and the key safe should open. Inside it a key marked “sound
system” you can use to unlock the black cabinet.
When you’re done with the sound system, close it up, lock the cabinet with the key, put the key back in the key
safe, close the key safe, and “mix up” the combination to it can’t be opened by an unauthorized person. Thanks!

Setting Up The Mixer Amplifier:
1. Remove the Mixer Amplifier from the audio/video cabinet and place it on top of
the cabinet, on the right side.
2. Plug the Mixer Amplifier power cord into one of the electrical outlets on the wall to
the right of the cabinet.
3. If the power to the Mixer Amplifier isn’t already on, flip on the power switch
located in the right rear of the Mixer Amplifier, near where the power cord enters the Mixer Amplifier.
4. Locate the two speaker plugs

attached to the wall

behind the cabinet and plug them into the Left and Right speaker
output jacks in the back of the Mixer Amplifier. The plug with white
tape (shown by gray arrow in image to the right) plugs into the jack
with white tape by it (shown by orange arrow in image to the right).
This will assure that Left and Right speakers are set up correctly.
5. When done with the Mixer Amplifier, place it back in the
audio/video cabinet and close the doors.
(SEE FOLLOWING PAGES FOR INSTRUCTIONS ON USING THE WIRELESS MICROPHONES)

Playing Pre-recorded Music With USB Flash Drive:
If you have a USB flash drive containing music files, plug the flash drive into
the USB jack in the upper right area of the Mixer Amplifier (black arrow in
image to the right). Make sure the MP3 button (white arrow in the image
below) is in the on position. If the Mixer is plugged in and turned on, and the
speakers connected as described above, music on the flash drive should soon
start to play automatically over the event center speakers.
To adjust the music volume, use the Channel 10
volume slider (green arrow in the image to the
right) near the bottom of the mixer, and use the
Main Left & Right volume sliders in the lower
right area of the Mixer Amplifier, shown by
yellow arrows to the right.
The system also offers buttons (yellow arrow in
the image to the left) to pause the music, or advance forward to the next song, or
to replay the previous song.

Playing Pre-recorded Music With A Mobile Phone Or Other Music
Device (will not work if your device doesn’t have a headphone jack):
When properly set up and turned on (see instructions on previous
page), the sound system can play output from any phone or other
device that has a standard 3.5 mm stereo headphone jack. Make
sure the 2 RCA cables (blue-green arrow in image to the right)
are plugged into the mixer as shown.
Start the music on your device, and make sure the device volume
is turned up to play music. There is a headphone plug (image
below) at the mixer, and another one in the back, center of the
stage. Either of
these can be
plugged into your
phone/music
device’s headphone
jack to play the
sound coming from
the phone.
Use the mixer main
left & right volume
sliders (yellow arrows in the image to the right) to adjust the
volume played over the event center speakers.

Using The Wireless Microphones:
The event center has 2 wireless hand/stand mikes with mike stands, and 2 wireless lapel mikes. To use them:
1. Remove the Mike Control Board (it has 4 antennas sticking up in the back) from the audio/visual cabinet
and set it on top of the cabinet, on the left, beside the Mixer Amplifier. (See set up and power up of the
Mixer Amplifier on the other side of this document.)
2. Plug the Mike Control Board power cable into an electrical outlet on the wall to the right of the cabinet.
3. Turn on the Mike Control Board using the toggle switch on the right, front of the board.
4. The microphone output cords plug into the output jacks in the back of the Mike Control Board, and into the
Mike input jacks in the upper left corner of the Mixer Amplifier.
The cable with green tape at each end connects to the left-most
jacks. The blue cable connects to the next jacks, etc.
The mikes themselves have matching
colors on them. The green and blue
mikes are lapel mikes. The red and
yellow mikes are handheld or stand-held
mikes.

5. Each slider at the bottom of the mixer controls the volume of the mike that is
plugged into it at the top. The green slider controls volume of the green mike,
blue slider controls blue mike volume, etc. So each mike’s volume can be set
independently, some lower, some higher, if desired. Most knobs work well if set
so the marks on the knobs are straight up. The “Gain” setting, the top-most knob in the column, controls the
mike’s sensitivity. The lapel mikes generally need gain set to around 11:00, and hand
mikes work well at 12:00, but you can change them as needed.
6. The red Main Volume controls in the lower right (circled in white to the right)
control the overall volume for the whole system.
7. To turn on a hand mike, press and hold the Mute/
button on the mike until the
mike’s display lights up. The mike should now be live and ready to use. To turn on a lapel mike, press and
hold the Mute button until the mike’s display lights up. The mike should now be live and ready to use.
8. When your are finished using the wireless mikes, turn them off to preserve their batteries. For a hand mike,
press and hold Mute/
until the mike display goes blank. For a lapel mike, press and hold Mute until it’s
off.
9. Replace the mikes and Mike Controller, and the Mixer Amplifier in the audio/visual cabinet and close the
cabinet doors. When you leave the Event Center, leave the keys to the cabinet on top of the cabinet.

To Use The Overhead Projector
The event center projector will display on the wall behind the stage whatever is currently shown on your laptop
computer screen. Stand on the stage and aim the projector’s remote control at the projector, which hangs from
the ceiling near the right end of the stage.
Press the remote’s green power button
once. Don’t press any of the other buttons on the remote. You
won’t need them.
You should keep the projector remote in a safe place while you are at the event center, so someone
doesn’t pick it up and move it where you can’t find it later.
When you are finished using the projector, again aim the projector remote at the projector and press the
green power button TWICE to turn the projector off.
Be sure to leave the projector remote on the top of the black audio/video cabinet when you leave the
event center, so we can find it.
After pressing the power button on the remote, wait for the projector light to warm up and come on. It takes
about 45 seconds for the light to come up to full brightness. Be patient and don’t press the power button again
or you will turn the projector off.
Turn on your computer and connect your computer to the projector
using one of the cables in the back center of the stage. There are 2
cables, a VGA connector (image right) that fits most computers, and a
HDMI connector that some devices will use.
Once you have connected the computer to the projector, the projector
should “recognize” it automatically and, after a moment, begin
displaying, on the screen behind the stage, whatever is showing on the
computer’s screen. You can then begin your computer slide show or
presentation.
To play sound from your computer over the event center sound system, set up and turn on the sound system
(see instructions on previous pages). Make sure the 2 RCA cables
(blue-green arrow in image to the right) are plugged into the
mixer as shown.
Make sure the computer volume is turned up to play sound.
Adjacent to the VGA connector you plugged into your computer
in the steps above, look for the headphone plug (image below)
and plug it into your computer’s headphone jack.
Use the mixer’s
main volume
sliders (yellow
arrows in the image
to the right) to
adjust the volume
played over the
event center
speakers.

