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Getting ready to Record:
1. Plug in the external microphone in the proper place on the laptop.  
2. Check microphone levels by going to Settings>Control Panel>Sounds and Audio
3. Check to ensure the Sound is enabled (Mute is NOT checked)
4. Click on the Audio tab to check the Sound Recording volume
5. Click on the Voice tab to check Volume and Test Hardware
6. Rehearse and practice reading script

Using Audacity to record a Project:
1. Open the Audacity program
2. File>Save Project As…
3. Name your project and save to the computer desk top
4. Click on the Record button and start recording.
5. Click on Stop button to end recording
6. Click on Play button to listen to recording

Wait for next instructions



























Editing:
1. Add an Intro
Project>Import Audio
            Use the Intro provided on the laptop’s Desktop
2. Add an Outro
Project>Import Audio
            Use the Intro provided on the laptop’s Desktop
3. Move the Outro to the correct place at the end of your script recording
Use the Time Shift tool to slide the Outro audio clip to the end of your recording





Saving  and Exporting an Audacity Project
File>Save As
When an Audacity project is complete, the user has the option of saving the project as .aup (an audacity project file that saves the project and all of its clips as an editable project.  This is a very large file and not portable.  It is a good idea to save your project as an Audacity project file because you can go back and revise/edit the project.


File>Export as Wav 
or
File>Export as MP3
If you would like to share your project or transport it to other computers, the Internet, etc.  you will also need to save your project as a .WAV file or MP3 file.  These format compress (packed together) the audio clips of the project together and create a product that is smaller in file size and easily uploaded to the Internet or shared with others.  Because all of the audio clips in the Audacity project are ‘rendered’ , simply stated—all the clips compressed together – in the saving process as .WAV or .MP3,  the clips can longer can be separated out in the .WAV or MP3 formats.  However, the file size is much smaller and the project is now a file that is portable (moveable).













Information for use at home or school on your own computers:

Free Audacity software download is found at:
 http://audacity.sourceforge.net/

Because of software patents, the creators of the Audacity software cannot distribute MP3 encoding software. A special free program is also required to be installed on your computer so that you can Save your Audacity project as an MP3.
Follow these instructions to use the free LAME encoder to export MP3 files with Audacity.Lame encoder:
http://manual.audacityteam.org/o/man/faq_installation_and_plug_ins.html#lame

The default place for saving the Lame Encoder is:
 My Computer>Local Disk>Program files>Lame for Audacity
(C:\Program Files\Lame for Audacity)

The first time you use Audacity and try to export your project as an MP3, you will be asked to locate an extension called lame_enc.dll

You will need to remember that your Lame encoder file installed in C:\Program Files\Lame for Audacity so that you can navigate to that destination and click on lame_enc.dll 

This needs to be done only once on every computer that has the Lame Encoder program installed.

Here are the same instructions that are given on the Audacity site.
1. Go to the LAME download page. 
2. Under "For Audacity on Windows", left-click the link "Lame v3.98.2 for Audacity on Windows.exe" and save the file anywhere on your computer. Do not right-click the link to the .exe file. 
3. Double-click "Lame_v3.98.2_for_Audacity_on_Windows.exe" to launch it (you can safely ignore any warnings that the "publisher could not be verified"). 
4. Follow the "Setup" instructions to install LAME for Audacity. Do not change the offered destination location of "C:\Program Files\Lame for Audacity". 
5. The first time you use the "Export as MP3" command, Audacity will ask for the location of "lame_enc.dll". Navigate to "C:\Program Files\Lame for Audacity", select "lame_enc.dll", then click "Open" and "OK". 
6. If you prefer the Zip option for the LAME download, save the zip file to anywhere on your computer, extract "lame_enc.dll" to any location, then show Audacity where to find it as in Step 5 above. 
7. In case of difficulty, please view our more detailed instructions on the Audacity Wiki. Additional information:
Audacity is multilingual. Information on how to change the current language can be found at:
http://manual.audacityteam.org/man/languages.html

Tutorial for Audacity: http://wiki.audacityteam.org/wiki/Category:Tutorial
