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Camera Setup (SEE HANDOUT)

In the case
• Everything there?
• Lens cap left in case

Battery!
Power up ! !
Hand-held shooting
Viewfinders! !

• Flip-out
• Eyecup
• Display on/off

Card settings!
• SDHC cards
• Card formatting 

Record mode: 720/60P
Audio setup (SEE HANDOUT)

• Attached shotgun in Input 2
• Switches and knobs set to match
• Confirm audio using meters
• Headphones + volume adjust

“Full Auto” switch 
Optical Image Stabilization (OIS)
Zoom control
Record button!

Basic Shooting
Three shots! !
Rule of thirds!!
Recording people!
Handles! !
Preparation
Research! !

SHOOTING PRACTICE 
10-15 min. including break

Playback
Watching clips!
Selecting and deleting

Tripod (SEE HANDOUT)
Setup, tilt, and pan
Control arm
Baseplate and attachment! !

CCTV Rules and Procedures
Project form! !
Reservations!!
Checkout procedure!
Equipment safety !
Returning equipment

Take Advanced Camera!
Manual Control
Mics and Audio
FREE

Intro to Camera: HMC-40
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SDHC Cards
To record using CCTV’s HMC-40 cameras you will need to purchase an 
SDHC card. CCTV recommends:

 ❑  TYPE: SDHC (NOT “SD”; NOT “mini”)
 ❑  CLASS: Class 4 or above 
 ❑  SIZE: Minimum 4 GB (16-32 GB recommended)

CCTV asks all producers to record using 720/60P (see next page for instructions). The 
following table shows how much record time you can expect when using the 
recommended mode. 

Card capacity Recording time

4 GB 21 min

8 GB 45 min

16 GB 90 min

32 GB 180 min
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Camera Setup Checklist - Panasonic HMC-40

❑ Remove camera from case
Place the case flat on the ground or a sturdy surface before releasing latches. You’ll need the 
camera and a battery at minimum. RECOMMENDED: Leave your lens cap in the case! Snap 
shut the latches and set the case aside where it will not be in the way.

❑ Attach battery to camera ! and turn camera on
The battery chamber is at the back of the camera. 
The battery slides IN, then DOWN, with the arrow 
on the back facing down, as shown in the 
illustration. The small button labeled PUSH 
releases the latch so you can remove the battery. 

Rotate the switch clockwise so white line points to 
“ON”. Be sure not to rotate it further, since that will 
set the camera to a different mode. There should 
be a red light next to “CAMERA”.

❑ Format SDHC card
The camera uses an SDHC card to store recordings (see handout for buying and capacity 
info). Here are the steps for formatting a new card or erasing a used one:

Step 1: Open chamber and insert SDHC 
card
Use the switch labeled “Open” to open it 
correctly. The card goes in label side up; press 
it in to click it into place, then close the 
chamber door manually.

Step 2: Press the MENU button
This opens the main menu, shown here.

Step 3: Tap “Other Functions” > “Card 
Format”
Tap Yes. The menu will ask yet again if 
you’re sure you want to erase the contents 
of the card and format it. Be sure you’re 
sure! 

Step 4: Tap EXIT
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❑ Check recording mode
CCTV asks all producer to record in 720/60P. Here are the steps for checking to be sure the 
camera is in the right mode, and for changing the mode if needed:

Step 1: Press the Q.MENU button
This opens the “Quick Menu”, shown here.

Step 2: Look at the button on the far left
This button is labeled with whatever the record 
mode is currently set to. It SHOULD say PH 
720/60P; if not, tap the button and continue to 
step 3.

Step 3: Tap PH 720/60P
720/60P is the native format of CCTV’s channel playback 
system.

Step 4: Tap EXIT

❑ Audio setup
If you are not using additional mics, please follow the steps in the handout titled, “Shotgun Mic 
Only”. If you are using another microphone*, 
consult the handout titled, “Using External 
Mics”.

❑ “Full Auto” switch
Set the Auto/Manual switch to Auto*. This 
sets the camera to fully automatic settings.

❑ Optical Image Stabilization (OIS)
Decide whether to use OIS. It may be a useful feature when you’re 
shooting hand-held, but if you’re shooting on a tripod, turn it off. You’ll 
see a small “hand” icon when OIS is active.

❑ Zoom control
The zoom rocker is on top of the camera. It’s pressure 
sensitive, so the further you push, the faster the zoom.

❑ Record button
Press the record button to begin recording, and press it 
again to pause!
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Audio Setup: Shotgun Mic Only
CCTV’s HMC-40 camera comes equipped with a high-
quality directional shotgun microphone. This mic is 
running into the camera through an XLR mic adapter, 
and replaces the built-in mic on the HMC-40. 

Follow these steps every time you set up to make sure 
this mic is working properly:

Step 1: Make sure the mic is plugged into INPUT 2
IMPORTANT: If it’s not, please turn OFF the camera before 
unplugging or re-plugging mics. 

Look at the back of the adapter. There are two inputs (see 
photo). The shotgun mic should be attached to the one on 
the left, labeled INPUT 2.

Step 2: Set input switches and level knobs to default settings
ALL switches and knobs should match the following photos. These are optimal settings for 
the attached shotgun mic. See Advanced Camera handout for information about hooking up 
external microphones.

    

Step 3: Confirm audio levels using on-screen meters
You should see both level meters bouncing at the same level. You may adjust the level knobs 
if your audio seems too quiet (3-4 dots) or too loud (red line).
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Audio Setup: Using External Mics

Step 1: Turn camera off
Whenever you’re going to be swapping mic cables, the safest practice is to turn off the 
camera.

Step 2: Plug your microphone into INPUT 1
The shotgun mic can stay plugged into the other input, though you may choose to disconnect it 
later. You can turn the camera back on after finishing this step.

Step 3: Set the INPUT 1 switches 
for the mic you’re using
This step requires you to know about 
the microphone you’re using, what it 
needs, and what the individual 
switches mean:

MIC/LINE sets what kind of input is plugged 
in. Set this to MIC unless you are plugging in 
an audio mixer or other LINE source.

ATT stands for “attenuate”, which means it 
reduces the level coming in. It should be ON 
for mics producing a strong signal.

+48V sends power to the mic. Only 
“condenser” mics, like the attached shotgun, require this.

Step 4: Set the CH SELECT switch to “CH 2”
The purpose of this switch is to “send” the INPUT 2 mic to either one channel or both 
channels. When we’re using the shotgun mic only we set it to “CH 1-2” so that the shotgun will 
be on both channels. However, when we’re using a second mic on INPUT 1, we need CH 1 
free. Setting this switch to “CH 2” makes it possible to record separate mics on both channels.

Step 5: Confirm that each channel is recording a separate mic
Take a look at the level meters and speak directly into each mic to confirm. This is also an 
ideal time to put on your headphones!

NOTE: You can also choose NOT to use the 
attached shotgun mic at all, and instead plug a 
second external microphone into INPUT 2.

Just turn off the camera, unplug the shotgun mic, 
plug a different mic into INPUT 2, and follow these 
steps again using the other set of switches.
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Setting Up A Tripod

Step 1: Extend legs
Take the tripod out of the bag. Loosen the locks on each leg, 
extend them to the desired height, then tighten the locks.

Step 2: Set tripod on the ground
Open each leg all the way to ensure a wide, solid footing, and set the 
tripod down. Check the leveling bubble, located near the control arm 
on the back of the tripod head. If the tripod is not level, you can loosen 
and adjust the length of the tripod legs to make it level.

Step 3: Test TILT
The up-and-down movement of the tripod head is called TILT. 

Locate the TILT LOCK 
and FLUID DRAG 
controls (see photo). The lock can be engaged to 
keep the head from moving up and down. The fluid 
drag control adjusts resistance to your preference, so 
that you can have either a slow, smooth movement or 
faster, looser control.

The tilt lock should always be disengaged when 
attempting to tilt up and down. If you force the tilt 
against the lock you will damage the tripod. A good 
place to start is to loosen the lock and tighten the 
drag almost all the way.

Step 4: Adjust tripod control arm
You may need to adjust the tripod control arm so that it’s pointing 
away from the tripod. Loosen the lock several turns so the arm 
can be adjusted. Be careful to line up the “teeth” on the arm 
before tightening it again.

Some producers adjust the 
tripod arm during packing 
so it’s pointing straight 
down - this is not necessary. 
Instead, simply tilt the tripod 
head so the arm fits into the 
tripod case.
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Step 5: Test PAN
The tripod head also “looks” left and right. This 
movement is called PAN.

Locate the PAN LOCK. It’s on the back of the tripod next 
to the leveling bubble. When the lever is IN, the lock is 
disengaged. Pull the lever all the way out to engage the 
lock. Like tilt, it’s important never to force the tripod to 
move against the lock.

Locate the pan FLUID DRAG control. It’s a knob with 
ridges located under where the camera is placed. 

Step 6: Put baseplate on camera
Loosen the LOCK KNOB shown in the photo. This allows the 
baseplate to slide forward and backward. Hold down the red 
SAFETY LATCH to release the baseplate completely, and 
slide if off the back of the camera.

On the baseplate there is a bolt 
and a pin. On the bottom of the 
camera you’ll find a small hole 
for each of these. 

Start by screwing the bolt into 
place about halfway. Adjust the 
plate while it’s still loose to be 
sure the pin is placed correctly, 

then tighten it. Use a coin or small 
key to make sure the bolt is completely tightened.

Step 7: Attach camera to tripod
Slide the camera onto the head with the 
lens facing the opposite direction of the 
tripod’s control arm. When the baseplate 
clicks past the safety latch, push the 
camera all the way forward then backward 
to be sure it’s in place and protected by the 
safety latch.

NOTE: Please hold the camera firmly 
until you’re certain the safety latch is 
protecting the camera.

Center the camera on the tripod head and 
tighten the lock knob. The tripod is ready!
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CCTV Rules and Procedures
for Camera Checkouts

Your project and CCTV resources
CCTV equipment is available on a first-come, first-
served basis to eligible certified producers. These 
resources are available for the sole purpose of 
producing PEG access programs that will play on 
CCTV. When you are ready to work on a new 
project, fill out a Project Form. You only need to 
submit one form to make all your equipment 
reservations for a single program or series. If you 
start a new program or series, submit a new 
proposal. 

Reserving equipment
You can make reservations for single programs up 
to a month in advance. If you have a series program (one with an established time slot), you 
can make reservations 6 months in advance. You can make 4 camera reservations per month, 
at 24 hours per use. Weekend checkouts are from Saturday to Tuesday. 

To make a reservation, call CCTV by phone or come into the facility. Let us know everything 
you need for your reservation (camera, tripod, etc), as well as when you want to pick up and 
return the equipment.

Checkout procedure
On the day of your checkout please arrive at CCTV within 10 minutes of your scheduled time. 
It is your responsibility to determine that the equipment is in working condition and that the 
unit is complete at the time of check-out. Remember that you are responsible for the 
undamaged return of all equipment, so be sure to note any malfunctions or surface damage 
to staff.

Before you leave the facility with the equipment you must sign an Equipment Contract/
Licensing Agreement. Producers under 18 years of age must co-sign with a parent or legal 
guardian. Failure to sign your contract is considered a major rule violation that could result in 
suspension. 

Remember, if you are more than 10 minutes late in claiming a reservation you might forfeit the 
reservation unless an extension is approved by staff. If you’re going to be late, give us a call.
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Safety
Your first priority should be your own safety and the safety of those around you. Please make 
your second priority the safety of the camera equipment. Avoid risky conditions such as 
liquids, food, dirt and dust, sand, smoke, and pets. Do not leave equipment unattended in 
your vehicle. 

Remember that you are responsible for any and all replacement, repair or cleaning costs that 
are necessary upon return of the equipment.

Returning equipment
Make sure your SDHC card is out, the batteries are charged, and that everything is properly 
packed. Bring the gear back to CCTV at or around the time specified in your reservation. If an 
unexpected problem comes up and you are running late, please call as soon as possible to let 
us know. 

Special requests
If you want to make a reservation that is 
outside these guidelines, fill out a special 
request form.

Use this form if you need more than one 
camera, special equipment, or need to take 
the camera out for a longer period of time. 
Be sure to get your special requests to us a 
week or more in advance. Special request 
forms are available at CCTV or on our 
website.


