[image: image6.png]




	Audio Notetaker V2.4 Demonstration Resource

	Guidelines

	David Tucker and Nicola Adams
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Audio Notetaker now comes with demonstration audio, notes, PowerPoint and PDF slides pre-loaded in order for you to be able to show your students how Audio Notetaker can be used to quickly create great notes from audio recordings. This document is merely a guide to how you may wish to use those files. Below is a suggested methodology for creating notes using the demonstration files:
1. [optional] You may want to demonstrate how to get audio onto your computer using a digital recorder. If so, you’ll need to copy the sample audio file onto a USB stick or digital recorder. If not, skip this step!
· Ensure the USB stick with the audio file is plugged into the computer.

· The Portable Devices Manager will automatically pop up.
· Find and select the appropriate audio file.
· Hit “Copy Selected” and make sure the “Delete from device after copying” tickbox is NOT SELECTED (you’ll want to do the demo again!).
2. Load the audio file into Audio Notetaker:
· Select the View Audio Files tab. 

· Find and double click the file named “Example-audio.WMA”. 


3. As the audio is loaded into Audio Notetaker you may want to explain what the bars represent. We suggest saying something along the lines of:
“Audio Notetaker analyses your audio recording and displays spoken phrases as bars and pauses as gaps. In practice, this means that each bar will roughly represent a sentence. Now you can visualise your audio you’ll find it much easier to work with, navigate through and concentrate on.”

4. Next you should import the powerpoint presentation: 
- Go to File>Import Slides or PDF. 
- Find and select the PowerPoint file “Example-PowerPoint.ppt” 
- The slides will now appear in the audio pane
5. After that has loaded, demonstrate how it is easy to navigate through the recording: 
· Click in the audio pane and press the space bar to play/stop. 
· Skip through the audio using the arrow keys.
· Increase the play back speed to 1.4 using the [image: image1.png]


 arrow on the toolbar. Explain how this makes going back through your recording much quicker.
· Likewise, increase the volume using the ‘Digital volume’ button in the top right hand side of the audio pane. 

6.  Next, show how it is easy to delete unnecessary audio which you do not wish to form part of your notes. The first part of the lecture includes an announcement from the English Society and does not contribute to the lecture itself:

· Skip to the end of the announcement using the arrow keys to listen to the first part of every bar.

· Highlight this part of the audio up until 0:00:51.

· Right click and press delete

7. Show how you can colour the audio segments different colours which are meaningful to the user. For example, you could use the scenario of a student who is researching an essay on Romanticism and particularly likes the explanation used by the lecturer. 
· Mark the segment containing the quote “Romanticism […] where enlightenment and philosophy shaped its poetry and novels” (0:00:59-0:01:08) by highlighting the two segments and clicking on the marking button [image: image2.png]


 on the toolbar. 

8. In this scenario, the student now wants to add a note next to this bit of audio reminding them to use the quote in their essay introduction. Show them how to add a short note by:
· Placing the cursor in the notes pane between the “Overview” slide and the audio pane containing the marked segment.

· Type “Romanticism quote essay”


9. In the third section (0:01:34), the lecturer reminds students that Renaissance is one of the periods worth revising for the exams. Use this part of the recording to show how the user can highlight a whole section.
· Place cursor in the section
· Highlight it by clicking on the highlighting buttons [image: image3.png]


.
11. You might like to take this opportunity to explain to the user that they can extract their highlighted sections, or marked segments, in order to create a 'condensed' version of the lecture


· Right click and go to Extract>Highlighted Sections. Here you can show the user that they can choose the colour of the sections that they want to extract. 

· Tick the pink box called “section colour 1” and Ok. 
· The extracted highlighted Renaissance section will now appear in a separate tab as shown below. 
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12. You should explain how you can organise your audio files with Audio Notetaker:
· Firstly, tag the recording with metadata by filling in the ‘title’, ‘topic’ and ‘speaker’ at the top of the notes pane with ‘History of our English Literature’, ‘Intro to English Lit’ and ‘Dr. Johnson’, respectively.
· Explain that the user may need to change the date and time. Do this by clicking to the right of the box and choosing the relevant date. Mention that it will always display today’s date at the bottom of the box – click it to select today’s date.
· Now show them how they can list their audio files by any one of the metadata tabs:
- Go to Manage>View Notes Files.
- Click on any one of the tabs to reorder the notes
- Students are advised to list their files by “Topic” to list them by their module.


13. Finally, show the student how to export their Audio Notetaker files into iTunes so they can review their files on the go from their iPhone or iPod if they wish. To demonstrate this you will need to have iTunes installed on to your computer. 


· When you export to iTunes, each section of your notes file will become a separate track, and the first line of those notes will become the track name. Therefore, it is a good idea to label each section before you export in order to have useful track names (as shown in the attached final “History of our English Literature” .ran file):

Section 1 – “Introduction”
Section 2 – “Overview”

Section 3 – “Renaissance”


· Go to File>Export>Album to iTunes. 

· Explain that an album will now be created named “The History of Our English Literature” in your iTunes library with your named tracks for each section of audio. 


· Show the student how they can use the buttons in the top right hand corner of iTunes to show items in a song list, album list, a grid or with Cover flow. [image: image4.png]





· Remind the user that in order to see the slides in iTunes you need to press the "show item artwork" button in the bottom left corner of iTunes. [image: image5.png]



By clicking on the slide, you can expand it. On the iPhone the slides should be shown automatically. 
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The exported album should like this in iTunes:
