RecordForAll
Basic Directions
To Start: 
Double click “RecordForAll” icon on desktop, or go to “start, programs, RecordForAll”.

· You will probably want to close the brief introductory track that automatically plays upon the program’s start up.
General Information:
The screen is divided into three boxes.  The box in the top left corner is your “library”.  All recorded tracks will show up here.  The box in the top right corner is your “play list”.  This is what will be played out loud when pressing the “play” button.  Just drag and drop tracks from your library to your play list.  The box across the bottom half of the screen shows the time, tone, and speed of the tracks on your play list.
To Record:
1. Be sure your headphone/microphone is plugged into the computer.  
2. Press the red circle button in the top left hand corner of the screen (“record” button).  

3. A box will pop up in the middle of the screen.  To begin recording sound, press the “Record” button in the bottom right hand corner of this gray box.  To stop recording, press the “Okay” button in the top right hand corner of this gray box.  Note: The green/yellow/red scales on the side show how your sound registers.  It is ideal to have your sound registering in the middle of the scale.  When it reaches the ‘0’ line towards the top, your sound quality will be poor.
4. After pressing “Okay”, a different gray box will pop up.  Type in a title for the “track” you just created.  Then press “OK”.  Your track is now recorded and should show up on the left hand side of your screen in your “library”.

5. To add this newly recorded track to your play list, just drag and drop it from your library on the top left side of your screen to your play list window on the top right of the screen.
To Add/Remove Tracks to/from Your Library:
· To import a track from another place on your computer (i.e. a mp3 music file), click the + button in the top left corner (located next to the record button).  A box will pop up, and you need to select if you want to import a single file, an entire folder, or the option to automatically add files each time a new sound file is added to a designated folder.  Then press “OK” to move on.  Select the sound file(s) you want to import by clicking once on the file, and then clicking the “Open” button.  The file will then be uploaded to your Record for All library.
· To remove a track from your library, click once on a track so it is highlighted.  Then, press the “delete” button on your key board, or right click on the track and select “delete” from the drop-down list.
To Add/Remove Tracks to/from Your Play List:

· To add a track to your play list, drag and drop a track from your library on the top left of the screen to your play list on the top right of the screen.

· To remove a track from your play list, click once on a track so it is highlighted.  Then, press the “delete” button on your key board, or right click on the track and select “delete” from the drop-down list.

*Important Note: For some reason, an error will occur when tracks are deleted from a play list if there are less than 2 tracks remaining on the play list.  To avoid this error, delete unnecessary tracks at the end so there will always be at least 2 tracks on your play list.
To Save a Play List:

· Click on “File” in the top left hand corner.  Select “Save Play List As” from the drop-down menu.  Type in the name for your play list, and click “Save”.
To Edit Your Tracks:

*All of these actions are done in the bottom half of the screen.

· To change the time increments shown, move the “Adjust Zoom” slide icon in the middle right of the screen.  Move the slide icon to the right (+) to make the time increments more detailed, or move the slide icon to the left (-) to make the time increments less detailed.
· To delete a pause or portion of a track, highlight the desired portion by clicking on the green part of the track and dragging the mouse over the desired portion.  Then, press the “delete” button on your keyboard, or right click and select “cut” from the drop-down menu.  *Note: You can always select “Edit”, “Undo” from the menu at the top of the screen if you delete too much.
· To adjust a segment’s position, click and drag the dark grey bar across the top of the track you would like to move.  The entire track will move as you drag the dark grey box.
· To crop or extend a segment from the beginning or end of its recording, move your mouse to the beginning/end of the segment so that a double ended arrow appears with the words “Crop or Extend Segment”.  Then, click and drag the beginning/end of the segment to edit the segment.  *Note: You can always select “Edit”, “Undo” from the menu at the top of the screen if you crop or extend too much.
· To change the volume of the track, click on the blue squares at the end of a segment.  Dragging these blue squares up and down will make a track louder (by dragging up) or quieter (by dragging down).

· To change the volume of a track at a specific point, right click on the blue volume line at the point where you would like the volume to change.  Then select “Add Volume Marker” from the drop-down menu.  This will give you another blue square which allows you to change the volume at that specific point by dragging it up (louder) or down (quieter).  Add multiple volume markers to change the volume at more points throughout the track. 

· To make a track an “overlay” track (like background, secondary track behind another track), right click on the green portion of the designated track.  Select “Overlay Track” from the drop down menu.  You will then see the track’s color change from green (when it used to be a primary track) to a brownish color.  Its position will also shift so that it overlays on top of the other tracks.  It will now play at the same time as your primary tracks (the green colored tracks).
To Export Your Work as an MP3 File:
1. Click the green “Export” button in the top right hand corner of the screen.

2. A box will pop up asking you to select where you would like to save it.  You may select “Export my play list to one or more files” to save it to your computer or “Export my play list to an iPod or other portable device” to save it directly to an iPod.  Click “OK” after you have made your selection.
3. Then type in the name you would like for your newly created sound file, and press “Save”.  The file will then be exported as an MP3 file.  A box will pop upon completion that states “RecordForAll has successfully completed the Export to File” (or external device if that is the option you selected).  

Useful Websites
Below are a list of royalty-free music sites.  You can download these instrumental clips and tunes and use them in your podcast, without worrying about licensing issues.   All of these links can also be found on our District 220 website at http://www.cusd220.org/technology/podcasting.html
The Freesound Project - http://freesound.iua.upf.edu/index.php

Soundsnap - http://www.soundsnap.com/

Podcast Bumper Music - http://bumpermusic.blogspot.com/

Podsafe Audio - http://www.podsafeaudio.com/

Creative Commons Sounds - http://www.freesound.org/

Common Content - http://commoncontent.org/catalog/audio/

Creativecommons - http://www.creativecommons.org

The Internet Archive (archival music and speeches) - http://www.archive.org/details/audio

    Here are some useful podcasting lesson plan websites.  Hopefully, these sites will give you some inspiration and additional facts about how to use this project-based technology in your instruction.


Tony Vincent's Radio Willowweb Site - http://learninginhand.com/podcasting/create.html

TeachingIdeas' Podcast Site - http://www.teachingideas.co.uk/ict/podcasting.htm

Univ. of Wisconsin's Teaching and Learning Site - http://engage.wisc.edu/podcasting/teaching/index.html

Apple's Learning Interchange (Garageband) - http://www.apple.com/education/garageband/lesson_plans/
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