KEEP THESE INSTRUCTIONS!!! You will need these every time you record your voice using the AUDACITY program. If you follow these instructions EXACTLY, you should have no problems recording and saving the file.
1. Go to “start”

2. Go to “programs”

3. Go to “audacity”

4. In the language drop-down menu, choose “ENGLISH”

5. The volume by the microphone icon under the pause button should be in the middle

6. In the other drop-down menu, choose “microphone” 

a. On the microphone itself, the button needs to be pushed UP to be ON.

b. You do NOT have to be right on top of the microphone to record yourself.

7. The buttons at the top are self explanatory. 

a. Hit “record” when you are ready to record and “stop” when you are done. If you do not hit “stop”, you cannot export anything to another file. You MUSt hit stop to export and save.
b. If you need to re-record your voice or start over, you MUST close out of audacity and open a new window.

When you are done recording your voice and want to TEMPORARILY save this file until you are ready to burn it to your CD-RW:

1. In the audacity window, go to “file”
2. Choose “export as MP3”
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3. If audacity does not automatically go to your home folder, you must choose “desktop” and then choose the (H) home folder. In “file name” type in your title (date, first name, last name): SAMPLE TITLE: 092309JaneDoe
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4. Click “yes” when this dialogue box comes up.
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5. Then type in C:\ in front of  Lame_enc so the line should look like this C:\lame_enc.dll  You will only have to do this once a day.
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6. Click “open”

7. This next dialogue box comes up.  In “title,” enter the same title that you used in step 3 and click OK. 

SAMPLE TITLE: 092309JaneDoe
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8. Close out of the audacity program.
9. When you get a dialogue box that asks if you’d like to “save changes…”, click NO.

10. Open your home directory (H drive).
11. Open the recorded file.

12. Agree to the terms and agreements.

13. Click “next” 4 times.
14. Click “finish.”

15. When you get a dialogue box that asks if you’d like to “download itunes”, click CANCEL. (You don’t have the rights to download them at school.)

16. Your file should pop up. If it doesn’t, you’ll need to go to “library” and click “music.” Your file should now be there. You can now listen to it or save it to another location.
To save your recorded voice file to a location other than your home directory, such as in the student save file (J):

1. Right click the track (voide file) and click “copy.”

2. Open the J drive.

3. Find “Klug”

4. Find your hour

5. Right click and paste.

When you are ready to burn your file to your CD-RW, do the following:

1. Go to “start”

2. Choose “programs”

3. Choose “Roxio”

4. Choose “digital media projects”

5. Choose “audio module”

6. Choose “data” (left-hand side)

7. Choose “data disc”

8. Choose “add data”

9. Choose look in: “(H) home” (from the drop-down menu)

10. Find your file and click “add”

