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. Microphone device

What is a Podcast? Green plug = audio input
Refer to the Research fact sheet. Eir?sku?;ut%;t ?ﬁsi;&‘;ﬁfwe is
How do I prepare for a Podcast? switched on.
Refer to the Preparation fact sheet. ;oer rrnn grri;;%unt:? ri;g:) :Ln?h\évi;r:] d
Which software do I require to create a of this fact sheet.
Podcast?

Refer to the Preparation fact sheet.

How do I create a Podcast?

Ensure that you have your script ready for recording
(see Tips for writing a script in the Preparation fact sheet).

Open the Audacity software

1. Change the settings (once-off)

Make the following adjustments before you start recording:

Select Edit
Select Preferences (or Ctrl+P in future)
On the Audio I/O tab, click on the Channels drop-down list (see image below).

Audacity Preferences

Audio /O | Quality | File Formats | Spectrograms | Directories | Interface | Keyboard | Mouse |
~ Playback

Device: |Microsoft Seund Mapper - Output ~|

— Recording

Device: |Microsoft Sound Mapper - Input

Channels: |2 (Sterea)

I Play ctherts
I Software Pl

e | =iy

e Select the 2 (Stereo) option.
e Press OK.

Get HELP here: http://www.click.up.ac.za | Install Audacity: http://www.click.up.ac.za/downloads| 22/10/2008

Page | 1




2. Start recording

Go back to the bagin-

ning of the recording Start recording Stop recording
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® T W @—— Go to the end of the recording

Play recording T

Pause the recording
e Click on the Start button.
e Read the script.
e When you are finished, click on the Stop button.
e Listen to the recording by clicking on the Play button.
e Redo©

This is what a recording would look like:
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Tips when you record:

1. Do not talk straight into the microphone — the “p” and “t” sounds will be too loud.
2. Make sure that the Left/Right microphone does not fill up the bar. (see the green arrow above)
3. Lower/ Increase the microphone recording volume under Settings, Control Panel, Sounds, Volume,

Advanced, Recording.

4. Record again (after changing the volume) until the bars below the green arrow are at 70% (-21dB).

3. Edit the recording

If you paused too long inbetween 2 sentences for example, you can cut out that pause.

e Use the mouse and select the piece you want to delete.
e (Click on the delete button on your keyboard.
e Listen to the recording.
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4. Export the recording

e Click on File % Refer to the Preparation

e Select Export to Mp3 fact sheet should you get a

e The ID3 tags will display the information you provide when it missing lame.dll file notice.
is played on an Audio player, e.g. iPod, etc. Add the ID3

tags for your podcast. See an example below.
Edit the ID3 tags for the MP3 file =X

Format:

{* D31 {more compatible)
{1032 {more flexible)

Title: ICreating podcasts for click UP

Htist: |J|:uhan Slabbert

Album: IDEpartmEnt for Education Innovation

Track Mumber: I'I Year: IEDDB

Genre: IOther ;I

Comments: ICreative Commons - Share, Remix Reuss

Cancel | oK |

5. Load your recoding in clickUP

Upload your recording to clickUP or a website where students can iﬁi Refer to the Upload Files
. . fact sheet
access and listen to the mp3 file.

Tip:

In order for students to be able to download the mp3 file to their own (or a lab computer), the Department for
Education Innovation suggests that you create an HTML page in clickUP and within the page make a link to the
mp3 file. Please contact e-support@up.ac.za for more information on how to do this. This way, students will be
able to download the sound file without having to play it over the internet, which is slow and can cause buffering
delays.
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Trouble shooting

If the audio does not record, check that the microphone is selected on the SOUND settings of your computer.
Unfortunately this will vary from computer to computer as to where you will find it and what it will look like. Go to
the Volume Control. It might look like this screen:

i Volume Control rL”El -

Options  Help
1 Wolume Contral Wave S Synth CL Player Line In PC Beep
| Balance: Balance: Balance: Balance: Balance: Balance:
B @ e i A e T e R P i R ] The microphone setting does not display
on this screen!
Wolume: Yolume: Yolume: Wolume: Wolume: Wolume: °
|

| T T
A [ Mute all [ Mute [ tute [ Mute [ Mute [ Mute

SoundMay Digital Audic

Ensure that the Mircophone is displayed:
e Click on Options

e (Click on Properties

e Select Recording

J Properties IEIEI

Miet device: |5 o,noMa Digitel Audia ]

Adjust volume for

) Playhack

# @ Recordng

Show the following volume controls:

CD Player
Microphone
A -
Line In
Phone

Mono Out
Wave Dut Mix

< | >

e Ensure that the Microphone is selected.
e (Click on OK. This will then add the microphone setting where you can make sure that the volume is properly
set for the microphone device that you will be using to record the podcast.

A | | L

- ) | HaEesd

B Recording Control

Options  Help
1 CD Player Microphone A Line In Phone Mono Out Wave Out Mix
4 Balance Balance: Balance: Balance: Balance: Balance: Balance: :
Walue: Wolumne: alurne: Wolumne: alurne: Waolurne: “olume:
! ‘ : o : _ ‘ ‘ ‘ ‘ .
[ 5elect Select [ 5elect [ 5elect [ 5elect [ 5elect [ 5elect
SoundMa Diaital Audio
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