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l. Planning

Before starting to record your podcast, you should e content of the podcast first, and then youlkma lot more
efficient when it comes to recording. The first thiyou need to do is think about the type of podcastare making.
What is its purpose? Who will listen to it? What imf@tion needs to be in it? How long should it be?oAlhese are
questions that you should be asking yourself beforesyeu start to think about recording. The other papianning
is organising what equipment you will need, dependimghe situation, you will need different pieces gfipment
and you may need to book it so that you can recow godcast.

A. Planning your podcast

Before you even script your podcast you will neeglém it. The easiest way to do this is to quicklkmaote of
details about the podcast, and then from these notes/§l be able to write a good script that you tiaen later
record. Here is an example of the kinds of thingswiduneed to consider:

e Subject: Which school subject is this podcast goingetmbde for? Biology? Maths? English? Maybe the
podcast isn’t going to be made for a specific schoojest; it might be News, or Youth Theatre details.
* Topic: Which part of that subject is the podcast dpemrade for specifically? If it's Biology maybe its Gaics,
if its Maths maybe its Division, if its English maybe@sammar and so on.
* Audience Type: Is the podcast being made for stu@editss it teachers? Or maybe even people outside of
school? The audience might even be just one person.
* Audience Age: What age group is the podcast beiadenfor? Is it Year 9, GCSE, Sixth Form?
» Approximate total length: How long should the poddse? Should there be a limit on how long it shdaé@
» Speakers: Who will you actually be recording for ploelcast before you edit it?
» Deadline: When does the podcast have to be finished by
*  Sub-topics, Time allocated and Speaker
0 Sub-topics: What logical sections will you need tlit spain topic into? If its ‘Simple Maths’ as a
topic, splitting this down into the sub-topics ‘Addit’, ‘Subtraction’, ‘Multiplication’ and ‘Division
o Time allocated: How long should the section of thdqast dedicated to this sub-topic be?
0 Speaker: Who will you be recording for this sectiéthe podcast?
» Equipment required, where from and when will itused?
o Equipment required: hat will you need to record fiadcast? See the ‘Equipment’ section.
o Where from: Where can you get this equipment?
o0 When will it be used: When do you plan on using it?

When planning, it is a good idea to go into as muethitlas you can for each part, though remembeéthleae are just
notes, using a table (such as the one below) carybalgeep all of your thoughts on the podcast cldaityout.

Subject: Topic:

Audience Type: Audience Age:

Approximate total length:

Speakers: Deadline:

Sub-topics: Time allocated Speaker

Equipment Required: Where from? When will it be used?
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B. Equipment required for recording and booking it

For every different subject and every different tahiere will be different equipment that is suitaflolemaking that
recording. For example, different kinds of microphevik be required for different types of recordirags they will
have different pros and cons. Some podcasts willired¢aptop computers for them to be recorded, whiterst in
computer rooms, or with flexible room choice can sinysle a desktop computer. Making sure you have the righ
equipment is important well before you start recordiogr podcast, and should be done in the planningstaggere is
a short guide on equipment that we have in schoegradges and disadvantages of the equipment and wheiEan

book it in school.

16/11/2006

Name of Equipment

Advantages

Disadvantages

Whelddok it?

Laptop computer

Laptops are portable, so
you can record your
podcast from anywhere.

Laptops run on batteries,
if you're going to be doing
a lot of work on them,

remember to charge them

up.

o

Desktop computer

Has access to all of the
school programs, and also
the e-mail service for after
you've made your podcast
The computers in school
are also always connected
to the internet via
broadband.

Can't be taken away from
where they are, if you're
going to be doing a
recording somewhere ther
isn’'t a desktop, you will
need a laptop.

In school there are
computers in the following
rooms:

¢ « All
« BX3
« BS5
+ C9
+ D20
« D21
« E11
« EI19

e The Learning
Resource Centre

e The Design
Technology Block

Regular Microphone

You can book both kinds
microphone from the Audic
Visual lab, AX1.

of

Clip-on Microphone

You can book both kinds
microphone from the Audig
Visual lab, AX1.

The Recording Studio

C. Writing a script for your podcast

Now that you have completed the planning document,are ready to write the script for your podcastn& podcasts
however will not have scripts such as a class discussiondiag, and some podcasts will only have half a sdfip
they are an interview with a teacher or person cgrimto school. Some podcasts however will benefinftaving a
loose or tight script. Loose scripts just have some lmagé&s on each the sub-topics, sometimes just a bulkeiegoi
list. These kinds of scripts are good as they do notdd&eof time to make, however if the speaker is umsurat to
say, there may be a lot of editing that needs ddiight scripts are scripts that are as close to, oaetigally word-to-
word of what is going to be said. These kinds of scriptd to be thought about before you write them.tbse
planning sheet you created to make a good scriptdior podcast. Remember, you need to consider a tatrafs
when writing the script, especially the audience thatpodcast is intended for. For example, the lagguhat you will
use will be very different for a Biology SAT Revisipodcast to the kind of language you would use Biotoogy A2
Revision podcast. If you are unsure about what kirldriguage/tone is suitable for the intended audieyou may
need to research this. Use the Internet, books aed @bhources (remember, other people are resources toslp

you to make the best podcast you can.
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Il. Recording and Editing Podcasts

A. Introduction

Many of us who want to create a podcast will noable to have access to the school recording studiehwiruld
naturally be the first choice. There is a way to malpgofessional recording whilst just using a stathdahool PC
though, and it is a lot simpler as well. This progiiaroalled Audacity and to access it, go to ‘Shortcotsthe
‘desktop’, then open the ‘ICT’ folder and double&klon ‘Audacity’. Audacity is a great free progrdhat has all of the
features of costly counterparts. Another thing, yan ase this program at home as well, simply find the d@vnload
on the internet. See the sub-headings below fordegop using Audacity.

B. Audacity Key
Please look at the attached document for a deseripfithe Audacity window.

C. Recording

To record in Audacity, you will need a microphoiibere are many different types of microphone thatgan use,
most of the school computers actually have themtathd-or more information on which microphones wauld
your particular podcast, read the planning section.

Basically, it is quite easy to record into AudacBymply choose what input device you want to use frioeririput
Device SelectionWhen you click on this you will be shown a choiéd>hono Line, Microphone, Line In, CD Player,
Aux, Stereo Mix, Mono Mix. For your purposes you vgitbbably need to select Microphone; this will allpau to
record from a microphone. If you did want to use sbifsam a CD, it would be much easier to go toPheject

toolbar, clickimport Audio and follow the on-screen instructions.

Once you have selected your input device, you a@@yréo record. One tip to follow before you reciardo quickly
speak into the microphone at the volume you wilidmording at whilst watching tHaput Level Meter, if this meter
goes right to the top of the scale, turn downltipait Volume. The maximum thénput Level Meter should show is
about three quarters of the way up the scale. THiswoid any clipping and distortion.

To start the recording, simply press teeord button. From then on, every chosen input into Aitgagill be recorded.

D. Editing

When you have finished recording, you will see th&rack has been created which shows the sound veaveaye
made. First thing to do is listen to your track, is¢heny long silences or unwanted noises? Listen giragain
carefully and remember which parts you are not hayily Now you can start to use the host of tools abéd to
make your recording sound more professional. For aigésa of all the tools, see the glossary.

Below is a list of common problems that you may comesacwhilst making a podcast.

» There are clicks and crackles in my recording
When you can hear clicks and crackles in your reagrdhese will show up on the actual sound wave gse kgpikes.
To get rid of these spikes, the easiest way is tdhessoom toolto zoom in on the spike, use thalect tool to select
the spike (by left clicking on one side of the spalkel dragging the cursor to the other side befoemsaig the mouse
button), and then press thifence selectiorbutton to silence the selected sound (i.e. the spé@&lle). You can also
use thadraw tool by zooming in until little dots start appearing auysound wave, selecting the draw tool and then
actually flattening out the spike by re-drawing sloeind wave.

* There s a large gap at the start of my recordingltdan’t want
If there are parts in your track that you don’t wasirmnply use theelect toolto select these parts and then poedste
on your keyboard. They will now have disappearedyana track will have joined the two parts arouhd selection.
You can also use tteme-shift tool to drag the whole track to the left, so tHersie disappears behind the track
information bar.
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* Some parts of my recording are louder than others
This is a common problem if you were recording sonnetithat is not in a fixed position. From looking a¢ 8ound
wave you should be able to see were some parts ateqthian others; the sound wave will appear thinfeecombat
this, simply select thenvelope tool When clicked, a blue line will appear along ysaund wave; this line represents
the volume of your track and the higher the lihe, fouder the sound wave directly under it will plsipw find the
parts that are quieter than others and move theufirs it is higher over the quiet parts and lower ¢ivedouder parts.
This will make the recording sound more balanced.

*  When | play my recording, the output meter shows rebthe playback sounds distorted

If this happens, simply turn theack volume down until you do not see red anymore when yopkagng your
recording.

E. Exporting Your Finished Recording

When you have finished editing your recording, yeed to make an MP3 to upload onto the school web&then
exporting, all of the work you have done will bedeanto a brand new sound wave. MP3 is always useubfirasting
as it is the smallest sized audio file.

To Export your project, clickle, and then cliclExport as MP3. You will then be prompted to choose a name foryou

file and a place for it to be saved. When this is djgekiclick save and you will have your very own M8 waiting
to be uploaded.

F. Glossary

Buttons and Windows contain explanations for the Aitgaey sheet attached, and Vocabulary containta@gpions
of common terms involved with working with sound.

1. Buttons
Copy-This copies whatever is selected and allows it to ktepa

Cut- This deletes whatever is selected but allows it tpdsted wherever the cursor is
Draw Tool-This allows you to draw on the sound wave when yolureaehigh zoom
Envelope ToolFhis lets you set the volume to automatically changéend playing

Fit Project In Window¥his will fit the whole project in one window

Fit Selection In Windowrhis will make everything that is selected visibleire window
Go To BeginningFhis moves the cursor to the beginning of the project

Go To EndFhis moves the cursor to the end of the project

Input Device Selectiomhis chooses what device is set as your input device

Input Volume Fhis sets how loud you want your input device to be

Multi-Tool-Lets multiple tools be selected at once dependinglmrerthe mouse is and what keys are pressed down on
the keypad

Output VolumeFhis sets how loud you want anything to be when yaw filback
PasteThis will add whatever has been copied and cutagtieject wherever the cursor is
PauseThis pauses the project

Play-This starts playing the project
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RecordThis starts recording in a new track

RedoThis will redo anything you have undone

Selection ToolThis lest you select parts of a sound wave

Silence Selectioifhis will silence everything that is selected on akra
StopThis stops the project and moves the cursor back toetiening
Time-Shift ToolFhis allows you to shift whole tracks left and right

Track PanningFhis can adjust the balance between how much oth isgplayed out of the left and right speakers
Track Remové&his removes the track

Track VolumeFhis adjusts the volume of the track

Trim Outside Selectioithis will silence anything in a track that is not s&delc
Undo-This will undo your last action

Zoom InThis zooms in towards the cursor

Zoom OutThis zooms out

Zoom ToolThis allows you to zoom in and out using the left egtit mouse buttons

2. Windows
Input Level MeterThis gives a scale of how loud the input into Audaciyn go before clipping occurs

Left Speaker Sound Wavihis is a picture of the left speaker sound wave

Output Level MeterThis gives a scale of how loud the output of Audac#tn go before distortion occurs
PositionThis is where the cursor is and is where the computeaiding the project

Right Speaker Sound Wawéhis is a picture of the right speaker sound wave

Time LineThis is a scale in seconds to judge how long sound s\anee

Track InfoThis shows the Quality of the recording and whetherétording is in mono or stereo, there is also mute
and solo buttons that enable you to mute and solaadbk t

Track LeveMeter Scale- This gives a scale of how loud a trackgmabefore clipping occurs
Track NameFhis shows the name of the track, clicking it enabtastp rename the track

3. Vocabulary
Bit- This refers to the quality of a sound wave, the highe bit, the better the quality. 16 bit is the ésvquality that
Audacity plays and 32 is the highest. A bit rateligags divisible by 8.

Clipping —This happens when an input is too high to fit witlia input level meter/track level meter scale. Begaus
the sound wave cannot fit, the computer clips tkedfithe sound wave that are not able to fit reqyitina damaged
sound wave
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Distortion-This happens as a result of clipping but also happengdlume is too high. It makes the playback sound
damaged

Dithering- This is what happens when a high quality bit raterised into a smaller lower quality one. It is a procgss
adding a small amount of noise to a sound wave wdthally makes the quality sound better.

Hz-This refers togomethingsecond; it can mean how many samples a sound wave @agsrd, e.g. a CD plays
44000Hz (44000 samples a second, or a bass guitarfteagiancy of 100Hz (its sound wave oscillates 100&tz p
second)

Mono-This is a single sound wave that is played through sptlakers

Mute-This stops a track from playing

PanningThis refers to the balance of a track coming throhgheft and right speakers

Project-This refers to the collection of tracks

SoloThis makes a track play on its own

Stereo-This refers to two sound waves of the same recordinghvere played through two different speakers to give
more 3-d sound

Track-This is where one sound wave is kept in the project
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[ll. 1d3 Tagging

Id3 tags hold information about sound files. Thingshsas: What they are called, what they are abodtydro made
them. These are then used to allow people to find wiey are looking for. This sheet will give you @iak guide on
how to give your sound file some ID3 tags and whatrinfion should be in them.

Putting 1d3 tags on mp3 files is easier than it souHdse is how you do it.

A. ID3 Tagging Using Audacity:

If you are using the program Audacity to edit ysaund file then follow these steps (if you are not chirthe
Windows Explorer section).

1. Once you have finished editing your sound filstfsave it as shown in fig.1.

e

Export As Ogg Vorbis..,

3 Captain Dan - Blackbeard's Treasure BE)
| Fle Edit View Project Generate Effect Analyze Help
New Ctri+n =IL] L]
Open... cri+0 L n m » 27 | R
Close i+ & i j S d)g 48 42 36 30 2418 12 6 0 Sy 48 42 36 30 24 15 12 6 0
Save Project As... 4@ [Micraphone | H W|M‘ %|‘M"|’H‘| i ‘ o | (®‘ ﬁ|)§‘£|
2:01.90 2:02.10 2:02.30 2:02.50 2:02.70 2:02.90 2:03.10 2:03.30 .
.. ] ) i ; : . . ; i . i . i : i .
Export As WAV, ..
Export As MP3... ;

Expurt Multiple.

Page Setup...
Print..,

Exit

-1.0 |

fig.1

2. Then click on the ‘Project’ tab at the top of gtreen and press ‘Edit ID3 tags’ as shown in fig.2.

mﬁnﬁﬁh ain Dan - Blackbeard's Treasure o 1=
File Edit View | Project Generats Effect Analyze Help

5 :Eﬂ_?.. g Import Audio. ., Ciri+ 2L [L]

. o Import Labels... »l L I8 !
g p‘H Xk | ImportMDL.. J ) - )iy A48 42 36 30 M4 18 12 6 0 }’El 48 42 36 -30 -24 18 12 -6 0
= = ImportRaw Data... =15

T [6 P <1 [ [m[8[w0] o]o] 5| A2]2,

2:01.30 RO S0 20210 20230 20250 0 20270 20290 0 00 2030 20330 .
%[Ceptanpany - bt
Stereo, 220500 new Audio Track
S oo New Stereo Track
Mtz | S0l | ey Label Track
'77.7‘@7”:, New Time Track
L . R
el

Align Tracks... 13
Align and move cursor... 3
Add Label At Selection Cirl48 { { | : |
poem - . e : | gl I U I |

T : i i
0.5 i { B
-1.0
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3. You will then be presented with a menu. It is helnere you will edit your ID3 tags.
The first option you are given is to choose what ypgs you want. Select ID3v2.

You are then asked to give the name of your audiordéng (e.g. Blackbeard's Treasure).

Next you are asked to give the name of the artigt(i®) made the recording. Put your name (if you mgdw ithe
name of your class or group (e.g. Captain Dan & Hig"\8cCrew).

Next you must put in the album. If your audio redogds part of a series put the name of the series lierat leave it
blank.

If your recordings part of a series than put the number it is in thieesén the track number box. If not put ‘1’
In the year box put in the date it was made (e.gL2:2006).

Choose the genre of the recording from the droprdioex (e.g. Hip-Hop). If your recording contains nipgieople
talking then choose ‘Speech’.

In the Comments box put a brief sentence or two dmsgrwhat the recording is about. (e.g. Authentrafe Hip-
Hop)

Your ID3 tags are now complete and should look soimgtlike this:
d T T T
Edit ID3 Tags (for MP3 exporting)

Format:

" 1D3v1 {more compatible)
{+ |D3v2 {more flexible)

Title: |B|ackbeard's Treasure

Adist: |Cap‘tain Dan & Hig Scurvy Craw
H Album: |Pi|atl'rtude

Track Number: |1 Year: |2-2006

Genre: | Hip-Hop ﬂ

Comments: |Fu.rthentic Pirate Hip-Hop]|

Cancsl | oK |

fig.3

Now press OK and then save the file.

B. ID3 Tagging Using Windows Explorer:

The other way to create ID3 tags is by using WindBwgslorer. (make sure the file is an mp3 file)

1. First open ‘My Documents’ (or wherever the file &@d). Then right-click on the file. You will theree a menu
similar to the one in fig.4.
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Play

Cpen |
Add to Now Playing List
Add to Playlist, ..

Add to Sync List
Add to Burn List =
1 M =

Scan with AVG Free &'ST o
Open With vl T

E-mail with Yahoo!

Send To 4

Cut
Copy

Create Shortout Desktop
Delete
Rename

Properties

Z g

WAV WA

fig.4

Then click on the ‘Properties’ option.

16/11/2006

2. You will then be presented with a menu similatht® one in fig.5. Press the ‘Summary’ tab at the top

|'Captain Dan - Blackbeard's Treasure Properties |.2)

_@ﬂ]—:ﬁummary |

@ | [ Captain Dan - Blackbeard's Treasure

Type of fle:  MP3 audio file (mp3)
Openswith: () Windows Media Player

Location: C:'\Documents and Settings\AdamMy Documents|

Size: 2.77 MB (2,905,547 bytes)

Size ondisk: 2,77 MB (2,908, 160 bytes)

Created: 04 December 2006, 17:35:41
Modified: 04 December 2006, 17:35:42
Accessed: 17 December 2006, 19:51:30

Attributes:  [|Read-only []Hidden
Security: This file came from another -
computer and might be blocked to

help protect this computer.

[ ox  J[ conel |

fig.5

3. You will then see information about the file. Rrédse ‘Advanced’ button at the bottom left. You skcsee

something like fig.6.

Ben Barrett 13RU
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‘Captain Dan - Blackbeard's Treasure Properties

| General | Summary |

Property Value
HMusic

L artist

[ album Title

gYear

[ Track Number

QGenre

QLyncs

Description

[ Title
gCommenis

Origin
[ Protected Mo

Audio

[ buration 00:04:02

e

eff

T
E3 %

Con Dolly Parton Kenn =prg-bridoe

fig.6

4. Put the information in as described in the Auyasection and press ‘Apply’.

Ben Barrett 13RU
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IV. Getting the Podcast Uploaded

Your first step would be to open outlook expredsisTan be accessed from the bottom left of your
screen. If not then clic&tart, got toprograms, go toMicrosoft Office and click onOutlook
Express

Lg o

= w[E]= 84| |
Draw = |g Agtoshapes'\\lzl(:)ﬂﬁ{:ﬂ@cﬂ &'ﬁ'A'ETEGJB
Col 26 REC TR EXT OUR Englishiuk O3

LR SRR

& Microsaft OFfice Excel 2003

@ Microsaft OFfice Ward 2003

= K= Quotachecker

S P

e “rf | User Control Panel

2 o |

E @ Accessories 14 l o
i <R | 2| Microsoft Office Access 2003 &
22 ’% Inspiration @ I\‘_licrusoft Office Excel 2003 @
; £ Internet Explarer |27 Microsoft Office InfoPath 2003 v *
=] " "

= z PR — m Microsaft Office Outloo 03 E =

< P & 4 48l & (@] Microsoft Office PowerPoint 2003 ﬂ

7em v & col b ] microsoft Office Publisher 2003 L

E:Start = @ lj @'Dacumentl - Microsaft ., | 1 unkitle iﬁ Microsaft Office Word 2003
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Now, when you are in Outlook Express you are géingant to send your podcast so your first
step, then, would be to click on thew option found in the top left of the screen.

Large Mail - Microsoft Dutlook
QJB ‘E_dﬂ: :ﬁ_EI:W Go  Tools  Actions  Help
: =4 B3 X | Bureply @lReply oAl @ Forward | Eg.a._-_.jSend,l'Re;eive - | %Fi_nd » |G

L ET e mail Message

Favorite Folders

Ej Inbox (1) There are no items to show in this view,
fﬂ, Unread Mail {1}
ﬁ For Follow Up [3]
IE Sent Tkems

Al Mail Folders

= ‘a@' Mailbo: - Eric Turja
&) Deleted Irems
I:@ Drafts
[21 Inbox (1)
L@ Jurk E-mail
(= Cuthosx
'.!___:j Sent Ikems
=1 [ Search Folders
fﬂ For Follow Up [3]
g i
L3l Unread Mail (1)
£ Archive Folders

L:} Mail
% FalamAda

You will then go to a new composition for mailing.
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ﬁuntitled Message
© File Edit  Miew Insert Format  TIools  Table  Window  Help

Type &
DO B B & & o e R |Unr|Pled Message _‘g
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> |
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Click onTo... and type inJudith Cameron in the search box and click the name to add litenT
press ok.

§ Untitled Message
© Flle Edit Wiew Insert Format  Tools Table  Window

Help
‘@ @O B B | & @ rFavorites~ | Go-

= |UntitledMessage v|!
TR e
Egjie”m g ' 3| & 2] options... = | HTML -
 Insert File pmeren
[ ce... |
Subject: |
HG s @ FT A s us=sS|EEFEE G

Next you will want to click on thesert file option. Find your podcast file and insert it te th

message. Make sure you add a subject and typssagepolitely asking Judith Cameron to
upload your podcast to the school site. And finalick sendto send your request.
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V. Navigating the Webpage
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