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Introduction 

 
Congratulations. Your investment in a new PA Matthews Audio integrated school communications system will now give 
your school years and years of trouble free operation. If your system is a completely new install then this booklet will 
explain all the equipment items and how they work.  
 
The photographs in this booklet are taken from a “rack mount” system. If you have a “wall mount” system then the 
principles are the same but the actual switches may be in different locations to those shown on the photographs. 

 
Your system consists of a PA system (used for bells, line up music, evacuation, lock down and voice paging—usually 
over the whole school campus).  
 
The cabling for your system is completely independent of any existing telephone, power or computer data systems in 
your school—although in most cases our system cabling will often run in common conduits, ducts or looms, possibly 
sharing space with these other cables. Cabling alterations or repairs can normally be made by any suitably qualified 
electrical contractor with telephone or data system experience or you can send us an email (recommended) if there is 
any confusion and we can advise on alterations or repairs. 
 
A full set of cable records, together with a map showing approximate cable routes and details is kept on site usually 
underneath or near the Amplifier. Alternatively, PDF files are available for download at schoolpa.com.au 
 

 
Instruction Booklet 

 
This booklet is divided into three sections: 
 
1.) System Overview 
 
This section will show you the parts of your system and how to log on to it from your computer network. 
 
2.) Quick Guide 
 
 This section contains a series of simple step by step instructions for things that you are likely to need to do with the 
system on a regular basis. In most cases the answer to your question about using the system can be found in here. 
    
3.) Detailed Instructions 
 
This section has all the finer details about configuring the system and it’s components. These are things you won’t 
normally have to touch in daily use but you might need to look at when you wish to change the way the system works. 
For example changing your bell times or changing the music or tones on the system. 
 
4.) Troubleshooting Guide & Service Contact 
 
This section contains a list of possible problems you may encounter with the system and suggests tests you should 
carry out on the system yourself before calling for service. This way if a service call is required, you can give us 
accurate information on what’s wrong with the system and we can make sure you get back on the air as soon as 
possible. 
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SD Card 

 
This card stores the MP3 
files for all of the push 
button tones accessed from 
the front of the unit. 
 

Manual Bell Buttons 
 

These three buttons can be 
used at any time to ring the 
bell manually. 

Wet Weather Call 
 

Normally used to play a 
music file to indicate to 
students that they should 
return indoors due to rain. 

EMERGENCY TONES 
 

Used to signal Evacuation, Lock down or 
Lock out or to sound All Clear. 
 
“Lock out”, “Lock down” and “All clear” play 
out twice for a single press. 
 
“Evacuate” will sound continuously until 
the button is pressed AGAIN to stop it. 

IP Display 
Indicates the IP Address of 
the unit on your network, so 
you can access it from any 
web browser. 

Volume Controls 
 

“LOCAL PAGE MIC” 
controls the local 
microphone volume (the 
one connected directly to 
this rack). 
 
“ZONE PAGE MIC” 
Controls the volume of the 
mic with all of the zone 
buttons on it, usually 
located in the office. 
 
“MUSIC” controls the 
volume of the emergency 
tones, bell tones and music 
files. 
 
Knobs should normally be 
left on white marks that 
were set at installation time. 
 

Speaker Sector Switch 
 

Not used on this model. 

Master Volume 
 

Affects the volume of the whole 
system. 
 
Should normally be set about 75% 
to around 90% of setting for daily 
use. 
 

Amplifier Power Switch 
 

Switch OFF during holidays to 
silence the system.  

Controls 
zone page 
mic level. 
Leave on 
“7” or “8”. 

School Bell Zone Selectors 
 

These switches control where bells and music will 
NORMALLY be heard throughout the school. Usually 
ALL of these switches are left ON. 
 
However if you wish to silence a particular zone for 
exams or other reason, simply select the zone you 
wish to isolate and switch it 
OFF. 
 
The attached colour coded 
zone map will show you which 
switches control which zones. 
 

Note that any emergency 
tones will be heard 

EVERYWHERE regardless of 
the setting of these 

switches. 
 

Zone switch power 
“BLUE”  means “ON” 

Paging Mic Input 
 

Not normally used. 
Can be used in the 

event 
of zone mic failure 
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How to LOG ON to the system; 
 
1.) Open a standard web browser on your network connected computer. (Firefox, Opera or Google Chrome  
 recommended). 
 
2.) Observe the IP Display on the front of your unit. If the  
  IP Address is not already displayed, then push “display mode” 
  button until the current address is displayed. For NSWDET 
  Networks, this should normally start with a “10”. 
 
3.) Type the IP address (exactly) in to the address bar of your browser. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
4.) The username is “admin”. If you require the password please call (02) 45765571 and state your school name. 
 
  NOTE : This strong password has deliberately been chosen because this is the ONLY SECURITY your system  
   will have from unauthorized access by students anywhere in NSW.  
 
    Please do NOT CHANGE this password. If you do, we may not be able to assist you in repairing your  
   system if you have problems with it. 
 
    Alternatively you may wish to just unplug the network cable from the unit when not being modified, so  
   as to prevent unauthorized access to it. 
 
5.) Once the username and password are entered, you should 
  be presented with the ARM911 Front Page. This will show 
  your network configurations. The “Dynamic IP Address” 
  button should be ticked. 
 
IMPORTANT NOTE: 
 
In some rare cases, your school DHCP server may issue an IP 
address to the unit which has previously been allocated to another 
device (such as a printer). If this happens then sometimes, upon 
entering the units’ IP address in to your browser you may get 
connected to a cached copy of the old printers’ management page 
(from your NSWDET proxy server) instead of the ARM unit. 
 
If you enter the IP address and the “Authentication Required” dialog 
box does not appear straight away, you may need to enter the FULL 
PAGE ADDRESS of the ARM unit in order to force your browser to 
request it. 
 
The full address is; 
 

“aaa.bbb.ccc.ddd/auth_admin/menu_network.php” 
 

where “aaa.bbb.ccc.ddd” is the IP address obtained from the front of 
the ARM unit. 
 
 

 
Type the IP address HERE 

 
Enter the LOG IN DETAILS 

Here 
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Setting the Time: 
 
The ARM911 should normally be set MANUALLY. We do NOT recommend using a time server. 
 
The ARM911 has an inbuilt daylight savings table so you will NOT need to make changes for daylight savings. 
 
Because NSW DET networks do not permit direct access to the internet, the time on your unit will have been set 
manually when we installed your system. 
 
 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Fixing your unit’s IP address: 
 
Whilst it can be done, we DO NOT recommend fixing the IP address of this unit.  
 
Please leave it set to DHCP. 
 
If you fix the IP of the unit and something later goes wrong with your network or you make a mistake, the unit will need 
to be removed and returned to our workshops to be factory reset and DHCP enabled again so it can get a new 
address from your network when returned. 
 
When troubleshooting faults with the ARM units our normal approach is to swap your unit out with another known good 
one and return yours to our workshops for evaluation and repair. Fixing the IP of the unit greatly frustrates this process 
and prevents us from giving you the prompt service you require to get back on the air as soon as possible. 
 
 
 

Click HERE to open the 
TIME SETUP page 

The current time in the unit 
Is displayed HERE.  
 
If “DST on” is displayed, this 
means the unit is running on 
Daylight Savings Time. 
 

Reliable Time Source 
 

We recommend:    http://www.timeanddate.com/worldclock/australia/sydney 

This ARM unit uses 24 
hour time. 

 
Set the time to the next 
minute i.e. If the time 
server says 4:28:35pm 
then set the time to read  
16:29:00. 
 
Watch the time service. 
When the time is about 
ten seconds off the 
minute (4:28:50), press 
“APPLY”. 
 
Click “OK” to the next 
two dialog boxes that 
will appear, by which 
time the actual time will 
be 4:29:00 and your unit 
will load 16:29:00 into 
the timer. 
 
 

Unless otherwise set up 
by your IT Staff, the 
“Manual Setup” button 
should be selected. 
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Loading Tones and Line Up Music 
 
1.) Click on “Time Signal Setup” 
 
2.) Click on “Sound File” > UPLOAD 
  Button. 
 
IMPORTANT NOTES: 
 

• Files MUST be in .mp3 format 
ONLY. 

• File should be max. 192kb/s for 
reliable playback (128kb/s is ideal). 

 
Your system comes with the following 
tones pre loaded : 
 
Inter M Bell 1 Ring (Short) 
Inter M Bell 3 Rings (Standard Bell) 
Inter M PE9103A 4toneChimeDown (Alternative bell 1) 
Inter M PW9242N -6- Bell Chime (Alternative bell 2) 
DJ VI—Back On Track (3 minutes music only) 
DJ VI—Base After Base (3.11 minutes music only) 
Stereo Madness—Forever Bound (2.33 min music) 
Pharrell Williams—Happy (3.53 minutes full song) 
 
 
Please remember to respect copyright which may exist 
on some recorded material. 

 
 
 

 
3.) Click HERE. This will open a dialog box on  
 your computer so you can navigate to 
 your file. When found, double click. The 
 file name and location will now show in 
 the “upload” bar. 
 
4.) Click on “UPLOAD” button. The file should 
 now upload and then be shown on the list 
 of files available to play. 
 

 
 

 

REMEMBER; 
 
If programmed as a recurrence, the file 
will play ONCE for its ENTIRE LENGTH 
unless programmed with a separate 
“start” and “stop” time. 
 
It is strongly recommended the file 
length not exceed three minutes (two 
minutes for noise sensitive areas). 
 
If you want to play a particular song and it 
is too long, set the event time using a 
separate START and STOP time. 
 
You may also find these web sites useful 
for trimming, transcoding and changing 
level of MP3 audio files; 
 
https://audiotrimmer.com/ 
http://mp3cut.net/ 
http://mp3cutter.toolur.com/ 
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Programming Bell Times 
 
 

 
 

1.) Click on 
     “Time Signal Setup” 

2.) Click on “Schedule 
List” - ADD button. The  
“Time Schedule Add 
Event” window will 
open. 
 

3.) Give each bell event a  
           UNIQUE NAME  
           (this is important!) 
 
In this example we have used 
“School Start”. We want the 
bell to ring at 8:30am. 

4.) Select which bell tone or  
    song you want to use for  
    this bell. 

5.) Select the HOUR you want 
the bell to ring (tick the box) 

6.) Then select from the drop down menu 
      which MINUTE you want the bell to ring. 
      If the time is not shown then click on “user” 

8.) Now select the DAYS you want  
    the bell to ring. 9.) When you are happy with the settings,  

     click on “SAVE” to save this time in to  
     the timer. A “Would you like to add”  
     dialog box will appear, click “YES”. 

10.) You have now added this time 

SCHEDULE VIEW 
 

Click on “View Table” to view  
all the existing times in the 
timer and to check new times 
have been added properly. 

Click on the music 
icon to check which 
file will be played at 
this time. The file will 
then be played back 
on your computer (not 
over the PA). Current system time 

Is shown HERE. 

The Time Schedule List will show you the event name, the time it is scheduled to play and the day. 
 

IMPORTANT! : Make sure times do not overlap. Unless set otherwise, each file will play ONCE, for the FULL DURATION of the file. 
If you attempt to place another event on top of a time when a previous event is still playing you will get an error message. 

 

7) Alternatively, you can select 
“Specified time” and then enter the 
exact time you want the file to start 
AND to stop. This is often useful if 
the file is longer than the amount 
of time you actually want it to play. 
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To MODIFY AN EXISTING EVENT 
 
Click on “Modify” and then select from the 
schedule list which event you want to 
change. 

Make the required modifications and then click on 
“APPLY” to make the change. 

To DELETE AN EVENT 
 
Click on “Delete” and then select from the 
list which event(s) you want to delete. 

Select the events you wish to delete then click 
“DELETE” to complete. 
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SETTING A HOLIDAY BREAK 
 
We do NOT recommend you set holiday breaks on this unit. 
 
Experience has shown schools do this then promptly forget that the schedule is still there. Then the following yea, the unit silences itself 
again on those same dates and the school immediately calls us stating that the unit has stopped working “for no reason”. 
 
In almost every instance, the unit has stopped working because someone set a holiday schedule the year beforehand then forgot to 
cancel it afterwards.  
 
Better not to get yourself in this situation. Its much easier just to switch off the power amplifier during holiday breaks. 

TO BACK UP THE SCHEDULE ON TO YOUR COMPUTER 
 
You can download the entire schedule to your computer and save as a back 
up, then load it back in to the unit later if you wish. We strongly recommend 
this as a “safeguard” against errors made during programming or in the 
event of unauthorised access. 
 
Click “Schedule File” then “DOWNLOAD”. 
 
You will then be asked where you want to save the file in .xml format. 
 
To upload again, click on the “...” box to navigate to the file you want to 
restore, then click “UPLOAD”. The existing schedule in the timer will be 
deleted and replaced by the uploaded version. 
 
DO NOT rename the file. It MUST be uploaded as “info_schedule.xml” 

OTHER HOUSEKEEPING RULES 
 
The only pages you will normally need to access are “Time Signal Setup” and “Time Setup”. 
 
All other pages should be left AS THEY ARE as these have been set by the installer to match the hardware 
installed with your system. 
 
In the event that there is unauthorised access and some of these settings are changed, we have reproduced 
photographs of them here so you can set them back. 
 
“Priority Setup”, “Aux Setup” and “RM Setup” are not used on any PA Matthews Audio options so these do not 
matter.  

Above : Level and EQ Setting Defaults for PA Matthews Audio system 
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Above : Message Control Defaults for PA Matthews Audio system—High School 

Above : Contact Type Defaults for PA Matthews Audio system—HIGH SCHOOL 
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SD CARD MESSAGE PLAYER 
 
The SD card at the front of the ARM911 
stores the files for the ten playback 
buttons on the front of the unit.  
 
There is also a second, BACKUP card, located inside the unit which stores the same files. 
 
When installed, your system comes with TEN MP3 files loaded on to the SD card. For most schools this will be adequate and will not need to be 
changed. However if you wish, you CAN change one or more of these files to something else. 
 
The “DISK COPY” button is normally used to copy the files from the SD card in the front of the unit, on to the backup SD card located INSIDE the unit. 
We STRONGLY suggest you DO NOT copy your own files on to the back up card. This ensures that a failure of the SD card will still allow the 
unit to access important emergency files. Copying files is a very slow process and will completely disable the main unit during the procedure.  
 

DO NOT COPY FILES FROM THE “User” SD CARD IN TO THE UNIT. EVER! 
 
Leave the files on the back up (internal) card loaded the way they were when the system was installed, please!!! This will ensure quick and easy 
trouble shooting of the unit should service be necessary. 
 

HOW TO CHANGE FILES ON THE SD CARD 
 

 
The SD card contains TEN .MP3 files. These are named “01” to “10”. Each one 
corresponds to the relevant playback button on the front of the unit. 
 
These are normally loaded with these files when the system is installed; 
 

01—Inter M Bell Up 3 Rings (10 Sec)    
02—Inter M Six Tone Bell (7 Sec)    
03—Inter M Bell Down 4 Rings (9 Sec)    
04—Wet Weather Announcement (Ian Moss “Mr Rain”)   
05—One Hour Test Music File (“Inphase” radio show)    
06—Splash Tone (pre announcement chime, used for paging microphone  
07—Lockout Tone / Announcement (Twice)  
08—Lockdown Tone / Announcement (Twice)   
09—Evacuation Tone / Announcement (Continuous)   
10—All Clear Announcement (Twice) 
 
 

 
 
 

 
   

You can change any of these files, although it is STRONGLY recommended 
you leave 05,06,07,08,09 and 10 AS THEY ARE. These are standard tones for 
evacuation / lockdown and also specific files used for testing the system. 
 
You can change files 01 to 04 to anything you like, as long as it is a MP3 file. 
 
For example, to change the “Wet Weather” music (button No. 4); 
 

1.) Unscrew the protective cover and remove the SD card. 
 
2.) Insert in to a computer. You will see the file structure shown. 
 
3.) Your new file MUST be an .mp3 file. 
 
4.) RENAME a copy of your new file “04.mp3”. 
 
5.) DELETE “04” from the SD card. 
 
6.) REPLACE it with your new, renamed “04” file. 
 
7.) Remove card from computer, re install in ARM911 unit and 
 test. Return the protective cover and screws. 
 
8.) Re label the button corresponding to the new file  
 (if required). 
 

HOW THE SD CARD PRIORITY WORKS: 
 
The “User” SD Card will ALWAYS override the “Backup” SD 
Card inside the unit. So whenever a “user” SD card is 
installed the unit will default to play these files first, instead 
of the files of the backup (internal) card. 
 
If the system cannot find the relevant file on the “user” SD 
card for some reason, it will then play the corresponding file 
off the internal “Backup” card. 
 
You may have DIFFERENT files on each card. 
 
We recommend you load your own files on to the “User” SD 
card but leave the internal “Backup” card with the original 
files supplied with the unit. 
 
This way if there is any problem with the system, all you 
have to do is remove the “User” SD Card and the system 
will go back to its defaults loaded when the system was 
installed. 
 
 

WARNING 
Do NOT use an Apple computer to copy files onto the SD card. These computers write hidden garbage on to 

the SD card which then prevents the ARM unit from selecting the correct files and working properly. 
 

Only use only a WINDOWS computer to write files to the SD card. 
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 USING THE A4586 ZONE PAGING MICROPHONE 

The A4586 Paging Microphone connects to the Main Equipment 
using a standard Cat 5 data cable. It can be located anywhere a cat 
5 socket exists and then jumpered back to the main unit. A total of 
four microphones can be connected but only one can be used at a 
time. 
 
If the microphone is to be located in a different building to the main 
equipment, standard multi pair voice cabling between tne blocks 
may be used however you must ensure that ALL FOUR CABLE 
PAIRS on each Cat 5 jack is correctly connected in order for the 
microphone to work. 
 
 
The A4586 uses a proprietary data and audio protocol. It must 
NOT be connected to standard data hubs or telephone 
networks in ANY WAY. Failure to ensure this may result in 
damage to either the microphone, main equipment or other 
equipment being connected in error.  
 

To Make an ALL CALL announcement to every zone : 
 
Press “ALL CALL” button and wait for all 16 buttons to light up. Then activate toggle, wait 
for splash tone and make your announcement. 
 
 
To EXCLUDE certain zones from an announcement : 
 
Press “ALL CALL” button and wait for all 16 buttons to light up. Then press each 
individual button for each zone where you DO NOT want the announcement to be heard 
(for example, in a zone where exams may be taking place). The corresponding zone 
lights will GO OUT. 
 
Then activate the toggle and make your announcement. 
 
To make an EXCLUSIVE CALL announcement to ONE ZONE ONLY : 
 
Press the number for the zone you wish to page—it will light up. Then activate toggle, 
wait for splash tone and make your announcement. 
 
To make an announcement during an EMERGENCY CALL : 
 
Activate toggle and speak. The message will instantly be placed throughout all zones 
regardless of switch positions. 
 
Further instructions are available in the manufacturers’ instruction book provided with the 
unit. 

IMPORTANT NOTICE RE PAGING TO STAFF ROOMS 

 

Staffrooms on our high school PA systems are always on ZONE 1. 
 

If you page into a particular zone in a particular building, the sound will NOT be heard in the staff rooms in 
that block unless you also select Zone 1 ! 
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This section will enable you to trouble shoot the system so you can either fix most problems yourself or know what to tell 
us when you call for service. It’s written as a series of common problems, the likely fault, and what you should do to test 
or remedy the problem. 
 
3.1) Major Faults 
 
Problem     Test / Likely Cause    Suggested Action 

 
3.2) Timer, Bell and MP3 Player Faults 
 
Problem     Test / Likely Cause    Suggested Action 

No power to PA  
Unit Dead. 
No indicator lights on equipment. 
 
UPS (Uninterruptible Power Supply, if 
provided) not working or constantly 
beeping or system goes dead very 
soon after a blackout. 
 
Speakers in one section of school are 
not working but others are OK in 
different blocks.  

Electrical problem in building 
Unplugged power lead(s) 
 
 
UPS Battery needs replacing. 
 
 
 
 
Wiring fault. Likely caused by other 
contractors damaging or digging up cables or 
rats eating cables. 

Plug in something that you know works, into the same 
outlet and check there is power there. 
 
 
Call for service and tell us what is happening. Expected life 
of UPS batteries is 3 years before replacement is needed. 
 
 
 
Call for service immediately. 

Unable to log in to unit. 
 
 
 
 
 
 
 
 
 
 
Wrong sound for bell or music. 
 
Unable to upload song or bell tone. 
 
 
 
 
 
Bell not ringing. 
 
 
 
 
 
 
Bell ringing at wrong time or 
Not at all. 
 
 
 
 
Files play continuously when button is 
pressed, instead of shutting off. 
 
 
Splash Tone plays though voice 
announcements 
 
 
Low Volume of tones or bells 
 
 
 
Buttons on front of unit will not play at 
all, or play incorrect files or tones 
 
 
 

Network cable unplugged 
 
 
 
IP address of unit has changed 
 
 
IP address clash or existing proxied page on 
your network 
 
 
Incorrect file has been chosen 
 
File is not an .MP3 file 
 
 
 
File permissions problem on host computer 
 
Ring manual bell:       IF NOT WORKING: 
 
 
           IF MANUAL BELL WORKING OK: 
 
 
 
Date set wrong in clock 
 
Time set wrong in clock 
 
 
 
Unit has lost “Message Control” settings. 
 
 
 
Unit has lost “Contact Type” settings 
 
 
 
Volume settings have been lost or adjusted 
incorrectly 
 
 
SD Card formatting fault. 

Check on back of unit to see if LED’s next to Network plug 
are lit and flashing. If not, check cable or consult your IT 
staff. 
 
Power down unit for 10 seconds at the wall and then 
restart. Then follow procedure on Page 4. 
 
Enter the FULL ADDRESS of the opening page in to your 
browser (refer bottom of Page 4) then try again. 
 
 
Select “modify” and select correct file 
 
Use an editor or on line editing tool to re save file as an 
MP3 file. WMA, MP4, WAV and other weird Apple formats 
will NOT WORK! 
 
Contact your IT department. 
 
Power down and restart unit. If still not working then refer 
“PA Faults” overleaf. 
 
Check “Holiday” schedule is not programmed. 
Check that “Time Signal Setup” button under “Enable”  
  Is ticked. 
 
Reset time using procedure on Page 5 
 
Reset time using procedure on Page 5 
 
 
 
Open “Message Control” window. 
Select options as per photo top of Page 10. 
 
 
Open “Contact Type” window. 
Select options as per photo bottom of Page 10. 
 
 
Open “Level Setup” window. 
Adjust levels to be the same as those shown in 
Photo at bottom of Page 9. 
 
Remove the SD card from the unit and test again. (This will 
force the unit to refer to the internal backup card). If buttons 
now work normally, then the SD card is faulty and will need 
to be re loaded from scratch. Refer Page 11. 
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3.5) PA System Faults. 
 
 Problem     Test / Likely Cause    Suggested Action 
                

No Bells either auto or manual. 
No tones. 
 
 
No sound at all. 
 
 
 
 
 
Volume Level very soft in some parts 
of school but not others. 
 
 
 
 
Strange noises through PA 
 
 
 
 
 
 
 
 
 
Parts of school PA too LOUD and 
others too soft 
 
 
 
 
 
 

Fault in ARM911 unit. 
Check Microphone still Works - 
 
 
Amplifier switched off 
Speaker selector not set correctly 
Volume levels not set correctly 
Faulty Amplifier 
 
 
Short circuit in speaker line 
 
 
 
 
 
Open spare input channel. 
 
 
Radio Microphone Faulty (if fitted). 
 
 
Faulty Tone Generator (on systems which do 
not have an ARM911 or MP3 Player) 
 
 
Unauthorised contractor has replaced a 
speaker with the wrong type (8 ohm) or 
extended the system using the wrong type of 
speaker. 
 
Speaker taps not correctly set when system 
was installed or system incorrectly specified. 
 

If microphone still works OK -  then refer (3.2) above. 
If not then refer “No Sound at all” below. 
 
 
Switch ON power. 
Switch ON required sector switches (usually all of them) 
Adjust all level knobs back to white arrow positions. 
Call service. Be sure to mention that you think the amplifier 
is faulty and a standby replacement may be needed. 
 
Progressively test each sector (one by one) to see which 
ones still work OK and which one has the problem. 
When found, leave the affected sector OFF, switch all the 
others back ON and then call for service. 
 
 
Make sure unused channels are turned right down to 
ZERO. This is normally knobs 3,4,5 and 6 on the amplifier. 
 
Switch off radio microphone receiver and see if noise goes 
away. 
 
Switch OFF player, wait for 10 seconds and switch back 
ON. Also switch off UPS (if fitted) using button on front of 
panel. If fault persists call service. 
 
Have the work reversed and repaired accordingly either by 
the original contractor, or call service. 
 
 
 
Call service / warranty repair 

STANDARD EMERGENCY ANNOUNCEMENT SCRIPTS: 
 

Lockout Announcement: 

 

“Lock out. This is a Lock out. An incident has taken place outside the school. Until further notice, access on to and off the school 

grounds may only be via the main entrance. Staff and students who are outside, please return immediately to the nearest 

supervised classroom until given the all clear” 

 

Lockdown Announcement: 

 

“Lockdown.  This is a lock down. Please move to your nearest supervised classroom. Please lock windows and doors, close 

blinds, and remain in the class room until given the all clear”. 

 

Evacuation Announcement: 

 

“This is an evacuation. Please move to the evacuation area”. 

 

All Clear Announcement: 

 

“All Clear. Condition is now All Clear. You may resume normal activities”. 


