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1) Plug in the microphone into one of the USB sockets.
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2)   Switch the microphone on so that the light comes on.

3)   Place the head of the microphone about 20cm away from you.

       Now you are ready to record! 
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To record a sound using the microphone

 Use Sound Recorder (instructions below) or Audacity (see user guide)

1)   Go into programs, accessories, entertainment then sound recorder.

2)   Click the record button.

3)   Once you have recorded it press the stop button.

4)   If you are not happy with it go to file then new and repeat steps 2 and 3

5)   To save it go to file then save. Make sure that it is in my documents and         name your file then click save. 


Putting the sound into Powerpoint

1)   Go into powerpoint and click insert then Movies and sounds. Click insert sound from file. 

2)   Click the file name then go insert 

3)   To play it, double click the icon.




[image: ]

Using Audacity to edit audio files

We will be using Audacity to crop and add an effect to audio files. 

To Start Audacity
Start → Programs → Audacity

To import file into Audacity
 File → Open → Browse to look for the file we will be editing: Enrique Iglesias “Hero”

You can use Audacity to play the file, use the buttons at the top to do this.
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You will see a graph representing the file.  
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The first action we will be doing is to locate a part of the file to trim and work on it. 

You are going to trim the initial part of the song, when he whispers “let me be your hero”.  

Move the cursor around the graph until a hand comes up, or use the selection tool.    
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Trim the selection using the edit menu or use the Selection and Trim tools

Select → All → Copy and Paste a few times next to each other

Select → All →  Effect → Change Tempo.  To make the tempo slower, move the marker to the left.  This voice is going to sound very ghostly now.  
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Finally, use the Export as MP3 option to save the file.  
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