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Using the Sound Recorder

Like A Rock Star!
To open the Sound Recorder:

· Click on Start

· Click on All Programs

· Click on Accessories

· Click on Entertainment

· Click on Sound Recorder
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To set the audio recording levels:

· Click on Start

· Click on Control Panel

· Click on Sounds and Audio Devices

· Click on the tab for Device Volume

· Click on the Advanced button

· When the Volume Slider Control window opens, click on Options

· Click on Properties

· Click on Recording radio button and be sure that Line In and Microphone are checked

· Click OK
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If you need to adjust the recording volumnes, you will need to do that in the Recording Control

Select the input you wish to record, then adjust its volume level.
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The Microsoft Sound Record uses simple button controls that are similar to those on a cassette recorder.

[image: image8.png]Sound Recorder handout.doc - Microsoft Word =

[ o ©

n 4 Tmesnewroman  -[12 < (A" A7 ie:m‘-
paste .1 U -abe x, X Aa-| W A- e

AaBbCcl | AaBbCel AaBbC: AaBbCc

TNormal | 17NoSpaci.. Headingl Heading2 - Change
g ° 92 = Shies~ | b seiea

(Hpbnavd 2 Font 2 Paragraph 2 Styles 5| Editing

o K RN R K KX KX R X
. e Viiosoit Sound Kecord ses simple button | e e e
controls that are similar to those on a cassette

ractice 1.wav - Sound Recorder Postn F.vr
= I - !EE e - —
- Fie Edt Efects Help
2|

B Savein: [ 5 Sound Recordings A «®@ef
[ practios 1.wav
v r. These are
- fnt to saveitasa
oz K| Sove
Save as type: Sounds (*.wav) B Cancel
- Fomet  PCM 22050kHz 166t Moro Changs
Page:2of4 | Wordsi349 | 5 | 1 | |EEEE Ol

B)stan| 4 Miorosot Duook We...| & Manage Substite Ac.. | ] Sound Recorder hand.. [ = practice 1.wav ~S.... [ Recarding Contal (S 070 B0 nra




In the  middle of the Sound Recorder window is an oscilloscope that will indicate the volume of your audio recording.  When you are recording, the oscilloscope should have a green signal band that showsyour volume level.  It should be not totally fill the box as that would be too loud and add distortion to your track.

You will note that you have a Position indicator as well as a Length indicator.  These are helpful if you need to edit or mix sounds.

When you are ready to record, click on the Record button.

When your recording is complete, click on the Stop button.  Now you will want to save it as a PCM file.  

Clcik on the File menu button.  Choose Save As.  Key in a meaningful name.  The type of file is WAV.  Below you should see if the file is designmated as PCM.  If it is not, you will click on the Change button and click on PCM. Click OK.  Then click Save.

To overlay (mix) sound files:
· On the File menu, click Open. 

· In the Open dialog box, double-click the sound file you want to modify. 

· Move the slider to the place in the file where you want to overlay the sound file. 

· On the Edit menu, click Mix with File. 

· Double-click the name of the file you want to mix. 

Inserting Sound Files into a PowerPoint Slide:
· Choose Insert > Sounds > Sound from File... 

· Locate the sound file on your computer. 

· Choose to start the sound automatically or when clicked.

· The sound icon will appear in the center of your slide. You may move it anywhere on the screen.

**** Note:  The PowerPoint and all of the sound files must be saved into the same folder in order to work properly.
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