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Sound Options in PowerPoint
- Setting Up for Recording with a Microphone
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Setting Up for Recording with a Microphone
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· Double Click on the yellow speaker icon in the bottom right corner

· Click on Options(Properties(Select Recording(OK(select the Microphone by placing a check in the box (If you don't see a Microphone control, click on Options and then Properties.  Place a check in the Microphone box and you will see a control for the Microphone.)
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If you get feedback, a shrill, obnoxious noise similar to a shrieking pre-pubescent, lower the master volume control.

· For playback, remove the check from the microphone box by clicking in another.  Raise the master volume and play.

Adding Narration to your PowerPoint
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1.  Open your presentation and go to Record Sound:
Click the Record button with the red dot, press the Stop button when you are done, name the file, and click OK.  A blue speaker icon will appear on your slide.  Double click on it to play the sound.  This is fine for narration.  Drag the speaker off the slide.
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2. A more advanced way to handle sound or narration is to use the Sound Recorder that comes standard with Windows.  This recorder is great for narration or music clips and allows some editing function like echo…
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· Add your new sound file to PowerPoint by clicking Insert(Movies and Sound(Sound From File.  Navigate to your sound file and select it(OK

Using a Song From a CD as a Soundtrack

1.  To use a song from a CD, follow these instructions:  Click Insert(select Movies and Sounds  ( Play CD Audio Track

2.  A new dialogue box will open.  Follow these steps:


3.  A CD icon will appear in the center of the slide.  Drag the CD icon from the slide.  Right click on the CD icon (select Custom   

    Animation
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Advanced Sound


1.  Open Cool Edit 96  


Because this is a free product, it is crippled and only two program options may be selected at a 

     single time.  You may download the program from www.soundamerica.com. 

For a recording session select Save, External Clipboard and CD Player Controls and click OK.

2. Now, click View and then CD Player to bring up the CD player controls.

· Place your CD in the CD-Rom.  You will see a number line appear just above the CD controls.  Select the number of the track you want to record by clicking on it once.

· Click the Record button above the CD controls

Adjust the sound settings and click OK.  (8 bit is lower quality than 16 bit.  The lower the sample rate, the lower the quality.  Remember, high quality means larger file size and you may not be able to copy your presentation onto a disk.)


· Click the blue Play button on the CD controls and recording begins.  Stop the recording by clicking the button that says Stop then stop the CD by clicking the blue stop button on the CD controls.

3.  Edit your recording.  To cut sections, highlight and click Edit and Cut.  To copy sections, highlight a section, click Edit and Copy.  To insert the copied section, move the yellow marker to the insertion point, click Edit and Paste.

4.  Save your file as a wav file by clicking File and Save As.  Remember to name it and navigate to your Sounds directory.

5.  To do more editing, reopen Cool Edit and select the Save option and Amplify (this is used to do fades) or any of the other options.

Audacity – A Free Sound Editor

(a very rare thing)

1.  Download and install Audacity from the following web address: http://audacity.sourceforge.net/  Create a shortcut to   

    Audacity by right clicking the desktop; sliding to New and Shortcut; navigating to the Audacity directory; and selecting the Audacity     

    icon.

2.  Open Audacity by double left clicking the shortcut. Set your preferences by going to File and Preferences:


Audio I/O = leave both boxes unchecked


Sample Rates = 11025  (the lower numbers will yield smaller file sizes and reduced sound quality; remember to set your playback  

           to the same rate)


File Formats = select Wav and Make a copy of the file to edit


Spectograms = make no changes


3.  The Basics:
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4.  You can use Audacity to record using a microphone as described one page one and two

Using Audacity to Record from a CD

1.  Set your input in the Sound Properties by double clicking the Speaker icon in the tray (bottom right corner of the Desktop).

2.  Click Options​, Properties, and then Recording. Click OK. (Make sure there is a check in all the boxes.)  Troubleshooting Tip:   

     Playback and Recording levels are set separately.  If you don’t get any sound, go here to check the settings.

3.  Put a check in the CD Audio box to select it as the sound source for your recording if you are using Windows 98. Check Wav Out Mix or Mixer if you are using Win 2000 or Windows XP. (Select Mic for using the microphone)
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4.  Open Audacity and put your CD into the cd-rom.  The CD should start playing automatically.  If it doesn’t, click Start, Program,  

     Accessories, Entertainment, CD Player.  (On some computers the player may be found elsewhere – hunt for it.)

5.  Recording Your Music:

· Use the CD Player to go to the song track you want and pause the player.  

· Hit the record button on Audacity and restart the CD Player.  

· Stop the CD Player when you have recorded as much of the song as you want.  

· Hit the Stop button on Audacity.

· Make sure you Export to save the file as a Wav for PowerPoint.

Set your Options


Loop until stopped will play the music over and over until the presentation is stopped.





Play CD audio Track allows you to select any number of consecutive tracks to play by using the Track setting or to select a segment of a song by using the Track and At settings.





Click OK ( Decide if you want the song to play automatically ( Yes/No





Reminder, you will always need the CD in the CD-Rom in order to play your music selection





Click the Record button to start and then the Stop button when finished.





Remember to save the sound clip by going to File and Save.





To set the sound quality, click File and Properties.  Telephone gives the smallest file size, Radio the next, and CD the largest.





Click on Edit to delete parts of a clip or paste duplicate sections into the clip.





Click on Effects to increase or decrease volume or add echo.





� EMBED Word.Picture.8  ���





Standard Edit Mode (allows you to select, cut, paste, etc..)





Sound Shift (allows you to move the sound  to add silent sections)








Remember to set the playback sample rate to match the sample recording rate.





Volume Shaper (allows you to set volume levels for various sections)





Magnify (left click zooms in for precision work – right click zooms out)





Play	Stop	Record       Volume





Editing a Sound File





1.  Open a sound file (File > Open)





2.  Select any portion of the file by holding down the left mouse button and dragging.  





3.  Go to Edit to delete, cut, or copy the selected sound





4.  Go to Effect to fade in or out, amplify, echo, or filter





Saving





1.  Go to File and Export





2.  Name your file and save. Be sure to  


     add .wav to the end of the name.





Warning: if you just save, it will create an aup file which is useless in PowerPoint





Sound Options in PowerPoint





Play using animation order will play the song in the order it appears when you click on the Order & Timing tab.





Continue slide show keeps the show running while the song plays.  If you don’t click this option the presentation freezes until the song ends!





If you decide to continue the show, you must decide when you want the song to end.





Check the Order and Timing tab and be sure to place the song in the order that you want it to play.





Tip:  hold down the Shift key when you insert the CD and it will not start playing automatically.
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