How to Record a Podcast
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1. Open up “My Documents”
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My Documents.




2. Open up “My Music”  


If not present you will need to create 
the folder.  
**Go to File New and select Folder. Name the new folder “My Music”
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3. After opening “My Music” you will need to create a new folder and name it the name of the test.  Ex.  “Comp App I”  
**Go to File New and select Folder.
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4. You can now close out the window
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5. Open up Audacity. 
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Check and make sure that “microphone” is selected from the drop down menu and that the volume is turned up.

7. Next you will record.  Just make sure that you have the microphone plugged in and turned on and before recording.  To record press the red record button.
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8. Once you have finished recording press the stop button.
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9. To listen to the track you just recorded click the Solo button and then click Play.  After listening make sure to uncheck the Solo button.
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To erase a track just click on the       button next to the audio track button
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*Scroll to bottom if you want to delete the last question*
11. Repeat steps 7 and 8 until you have finished recording all of the questions.

TIP:  When recording the Podcast, do it at one time.  If you make a mistake, say “I’m sorry, let me read that again.”  Don’t go back and listen to each question.  IF you do, the machine will bog down.  You can listen to track 1 make sure everything is ok, then continue.  You may think the machine is not getting your next question, but it is.

Also in track one:  Say, “This is test 6621 Marketing Question 1….Pause…Read the question….Pause  This will give the student time to prepare and bubble.  Also, pause after you read answer D before stopping.
12. [image: image18.png]Save Project A:

Savein: [ () My Documerts Ry | =]

KEST
My Music
iy pictures
iy videos
New Folder
Outoak
Test Trids

File name:

Save as pe:

COW Prodct Overview Sandk m240 18 1P3 [Prin Fiendly] e ————

[ |
ity poects ) 7

Save

S|




Exporting Questions. Go to “File” then select “Export Multiple”.
13. The next thing you will need to do is select “Export Format.” Select “MP3.”
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14. Choose the “Export location.” Click “Choose” and navigate to the folder you created in “My Music”.
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15. After you have chosen the location select the “Number Consecutively” under the “Name Files” section.



16. Now give the podcast a “File name prefix.” This should always be “Question.”



17.  You are now ready to click “Export

18. After clicking “Export” a new window will pop up.  Provide the podcast with an artist and album.  An example for artist would be “6411 Welding” and the album “CTE Post Assessment  07/08”.  We know that 6411 isn’t Welding we just used it as an example.





19.  Click “OK” and wait until it tells you the files where successful exported.


You are looking for 100
Files.  
20. Congratulations you have just created a podcast.

21. Now you want to save the audacity project for future use.  Go to File Save Project As.

22. Now select “My Documents” 

23. Now you need to create a folder called “Audacity save files.”  To create the file click on the folder with the red star.

24. Open the new folder you created 

25. Now in the File Name box type in the name of the test and click save.

26. Now you can close Audacity.

When you are finished the entire test, make a cd of it and go back and listen.  If you have a mistake, say you left out question 45, rerecord the entire thing.  Since this is based on tracks and not question numbers the tracks must go in order.  When you get to question 100 it will be track one hundred.  See the note located on the Create Audio CD or Export MP3 Handout about question 100.

Also, tests are not the only thing that can be recorded.  If a student is practicing for a CTSO event, SKILLS USA Creed, record the creed and the student can download and listen to it.  

Happy podcasting.  

CTE Post Assessment 07/08





Ex. 6411 Welding








